[image: image1.png]


 s
11. Mobile Phone, Technology and Photographic images Policy

Policy statement

Mobile phones play an increasing part in everyone’s lives, and we therefore believe that in order to fully ensure the protection of the children in our care, certain procedures for phone use within Pre-school need to be abided by.

Photographs are a valuable tool for recording and assessing children’s activities and achievements at Woodley Pre-school, however, how these are collected, developed and stored are also a consideration when ensuring that our children are adequately safeguarded.

Mobile Phone Procedure

We take the following steps to fully ensure the protection of our children, staff and parents.

· During a pre-school session, staff’s mobile phones are switched off/kept on silent and stored in the staff office.

· Staff mobile phones will not be used during a session, except with the permission of the session leader.

· Staff are encouraged to use the pre-school phone number for emergency contact.

· Visitors are requested to switch off /silence their mobile phones. They cannot be used whilst in the pre-school classroom. Any calls that need to be made must be in an area where children are not present.

· Visitors are asked to leave their mobile phones in the staff office during a pre-school session.

Photographic Images Procedure

· Woodley Pre-school use photographs as a method of recording children’s development, to share special moments with parents and peers or as a visual prompt for children to support their behaviour and independence.

· During the registration process parents will be asked to read and sign our photo permission sheet.

· If a parent does not give permission for their child to be photographed, all staff will be informed so that reasonable steps can be taken to ensure the child is not included in any photographs. This is also noted in our register.
· Only members of Woodley Pre-school staff are permitted to take photographs within pre-school during a normal session.

· At special events i.e., Christmas Gatherings, Wheelathons etc, parents/carers, family members and press photographers may take photographs.  If parents do not wish their child to be included in such photographs it is their responsibility to inform the leader, and the child will be excluded from the photographs.
· We make a verbal statement before such events to request that those people taking photographs and videos should keep them for personal use and not upload the images onto any social networking sites.

· We never store the children’s photographs on our pre-school laptops or staff computers.

· We always consider the appropriateness of the images of children on display within pre-school.

· Designated staff members are responsible for the development of the photographs.  The camera memory card is inserted in the pre-school printer for development and printing. Images are deleted from the memory card when no longer needed and always at the end of the school year.

· Staff are regularly reminded of the confidentiality of children’s development files and their duty to keep them safe when working on them.
· Any photographic images taken by the children themselves on our Leap Pads are regularly deleted. 

Technology
· No technology that has the function to take photographs is allowed within the pre-school classroom, apart from the child toy leap pads and the camera for observations.
· Smart watches must not be able to take photographs, calls may not be answered.
· Laptops will have appropriate protection from viruses and for internet security.









