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Mobile Phone, Cameras, Laptops and Tablets Policy
Policy Statement

We recognise that staff, parents and other visitors may need to have access to their mobile phones in order to make and receive important calls whilst they are in the setting. 
We also recognise that staff will need to take photographs of the children during the session for records and displays. The pre-school manager will take the pre-school laptop home as necessary. However, these technologies need to be used in a safe and appropriate way. Therefore, the purpose of this policy is to issue clear guidelines on the use of mobile technology in order to:

· Create an environment which demonstrates the importance of safeguarding children.

· Protect the children at pre-school from the inappropriate use of their images.

· Protect the children at pre-school from exposure to inappropriate images.

Procedures

· During session time, staff will place their mobile phones in the mobile phone box on the desk. These are away from the children.
· Visitors, volunteers and parent helpers will also be asked to place their phones in the box, or to keep them in their bags. However, in open sessions where many parents are invited (such as workshops, coffee mornings etc) this will not be necessary or practical.

· If an urgent call needs to be made or taken, this can take place in the in the corridor, if private or by the desk if appropriate.
· Staff are encouraged to give the number of the pre-school phone as their emergency contact number while they are at work.

· Mobile phones will not be used for taking photographs of children at pre-school. The pre-school cameras and tablets will be used for this purpose.
· Tablets can be used with the children for research purposes – developing children’s knowledge further if they are interested in a particular subject/theme.

· Tablets can be used for the daily mindfulness activity – these will be directed by a member of staff.

· Staff should not use their own personal phones to contact parents or 

carers, unless all parents must be contacted in case of an emergency. In which case, staff’s mobile number must be blocked by using the prefix – 141 or*67 before the number called.
· Anyone bringing in their mobile phone, laptop or camera into the setting should ensure that the content is both appropriate and legal.

· The pre-school cameras and tablets should only be used for taking photographs of children during the session or on pre-school outings. Staff should not use the camera or tablet to take pictures for their own personal use.

· Staff using the pre-school laptop and passport at home should take care to ensure that the websites they access are appropriate in content and that any material downloaded relates to their work within the pre-school.

· The laptop should not be used to store images and photographs for personal use of the staff.

· The committee of the pre-school and or manager may check the content of the laptop at any time.

· Staff will not use their own cameras or laptops at work, except annually when transition documents are completed. All data will be deleted once completed.
· Staff to be familiar with GDPR policy.
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