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                              Use of Mobile Phone Policy 

 

The term ‘phone’ in this policy denotes mobiles phones, smart watches and any similar portable 

electronic devices.   

 

The School recognises that mobile phones, cameras and digital devices are now an integral part of our 

culture and can be of considerable value, particularly in relation to personal safety. 

 

 

Use of Personal Mobile Phones for Staff  

 

The school recognises that personal mobile phones have the potential to be used inappropriately. 

Mobile phones should never be used to take photographs or videos of children.   

 

Personal mobile phones should not generally be needed or used by staff, except as set out in the 

guidelines below. 

 

• Should Staff need to use their mobile phone, best practice is that mobile phones, wherever 

possible, should not be used in the presence of the children.  

• Mobile phones should not be used during lesson times either to make or receive calls, unless 

there is an emergency.  

• Staff should never give their mobile phone number to any pupils. This also includes past 

pupils under the age of 18 years. 

• Staff should exercise caution when giving their mobile number to parents as this could be 

misconstrued. The school is aware that some staff members are also parents at the school. 

• Games staff may use their mobile phones during games sessions and when responsible for 

children away from school, only to communicate arrangements to parents or colleagues or for 

emergency purposes.  

• Trips and Visits Offsite: The staff member in charge should use their own mobile phone when 

off site and should only be used when communicating with parents. Other staff members on 

the trip or offsite should carry their mobile phones so they can communicate with colleagues 

when necessary or in an emergency. 

• No photographs, videos or images of children should be captured using a personal mobile 

phone in any setting. 
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EYFS 

 

The school recognises that there are more potential hazards in the use of mobile phones in the Early 

Years and Foundation Stage. Therefore, the following guidance is applicable. 

 

• Early Years and Foundation Stage for staff MUST keep their mobile phones in a secure locked 

place away from the children. Mobile phones are to be kept locked in the store cupboard in 

each classroom or in a locker in the staffroom. Reception class staff will keep their phones in a 

locked cupboard. 

• Should staff need to use their phone in an emergency, this must be reported to the Head of 

Early Years  and recorded on the ‘Record of the Use of Personal Mobile Phones in the Early 

Years’ log. This is only for calls taken in the Early Years Department, staff are free to check 

their phones in the staff room, during breaks. 

• If a child in EYFS is ever recommended to have a mobile phone to enable ease of contact of 

parents for medical reasons (eg. diabetes), then this phone must remain switched off in the 

child’s medical bag, until such times as it is needed.  The school recognises that it may be 

unsafe to keep this phone locked away and therefore a risk assessment for this phone must be 

written and approved by the Nursery Manager.  Any phone calls on this phone will be 

recorded on the child’s medical notes and not on the ‘Record of the use of a personal mobile 

phone in Early Years’ log.   

• EYFS staff are provided with a sim card disabled phone, school tablet devices and camera to be 

able to record events throughout the day.  These do not leave the site and are managed and 

maintained by the Head of Early Years  who carries out spot checks to ensure the devises are 

being used correctly, in line with this policy. 

 

Use of Mobile Phones  

 

The school has a number of mobile phones for use by staff.  The following table shows where those 

phones are kept.   

 

Department                                                                                           Owner 

Nursery (Emergency Phone)     Kaylee Williams 

Medical and First Aid Phone                                                      Donna Macfarlane (School Nurse) 

Appointed First Aider outside of School Nurses hours   Kaylee Williams   

                                                                 

Use of Mobile Phones by Pupils  

 

Children may bring phones to school only to enable them to contact parents/carers or be contacted at 

the end of the school day or if they are walking home after school. They are not to be used during the 

day, including during any breaks and are not to be used for any purpose other than for contacting 
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parents/carers. Children are responsible for the content on their phones at all times. We are aware that 

phones have access to the internet via  4G access and this is one of the reasons that phones are not 

allowed to be used during the school day. However, as an additional safeguarding precaution, all 

phones are to be deposited at the beginning of the day at the school reception, where they are held in 

a secure location.  At the end of the day they are returned to the correct owner. 

 

Personal Electronic Devices: Pupil Guidance 

For the purposes of this policy, personal electronic devices include mobile phones, smart watches, 

fitness trackers with smart functions, tablets, electronic readers and other portable devices capable of 

communication, internet access, photography or recording. 

Smart watches: Pupils must not wear or use smart watches capable of calls, sending or receiving 

messages, accessing the internet, taking photographs or making recordings during the school day. 

This applies even when these functions are switched off, disabled by a parent or not connected to a 

phone. Devices brought to school must be handed into Reception for secure storage under the same 

arrangements as mobile phones. 

Permitted watches: Traditional watches and simple digital watches with basic timekeeping, alarms or 

timers are permitted, provided they cannot communicate, access the internet, take photographs or 

record audio or video. 

Kindles and electronic readers: A basic electronic reader may be brought on a school trip with the 

prior agreement of the member of staff leading the trip. The device must not have a camera or 

recording capability and must not be able to connect to the internet during the trip. Wireless functions 

must remain switched off. Electronic readers should not otherwise be brought into school unless 

expressly authorised by a member of staff. 

Safeguarding: These arrangements support pupil safety and privacy by limiting unauthorised contact, 

photography, recordings and access to online services. They also reduce distractions and help pupils 

to engage fully in school activities. Pupils should never use a personal device to photograph, film or 

record another person on school premises or during school activities. 

Individual needs and exceptions: Where a device is necessary for a pupil’s medical needs, disability or 

agreed educational support, parents should contact the school in advance. The Head and Designated 

Safeguarding Lead will consider appropriate arrangements, including any necessary risk assessment 

and written authorisation. Parents wishing to contact a pupil urgently should do so through the 

school office. 

Non-compliance: Any unauthorised device found in use will be secured by a member of staff and 

taken to Reception. Parents will be informed where appropriate, and repeated breaches will be 

managed in line with the school’s Behaviour Policy. Staff must not search device content except in 

accordance with the school’s safeguarding procedures and applicable guidance. 

  

The Designated Safeguarding Lead is: Mrs Kaylee Williams 
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Use of Personal Mobile Phones for Parents 

 

Parents are reminded in all school events that the use of mobile phones is only for the use of taking 

photos of their own children and no photos should be put on social media. This is to safeguard our 

pupils whose parents have expressed that they do not wish their child to be photographed or videoed. 

We also have vulnerable children whereby it could cause a serious safeguarding hazard.  

 


