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In the world we currently live in we are very aware that technology is an important tool, allowing us to document and share information. Imperial Early Years accepts that staff, parents and visitors will bring their mobile phones to work.  As safeguarding the children at Imperial Early Years is paramount, it is important for us to manage the use of mobile phones and devices.
A device is considered to be a Palmtop, PDA - Personal digital assistant, Mobile phone, Pocket PC, Smartphone, Tablet computer, Smartwatch, Bluetooth headset, covert camera, sports camera, Meta glasses Or any device that has a communication recordable facility.

 Personal Mobile Phones and Devices: 
· During working hours staff, parents and visitors, contractors’ mobile phones are not to be used in the Early Years for texting, messaging, receiving or making calls, holding in the hand whilst walking around the Centre, in the corridors or on the stairs, unless they have been permitted by Management or are supervised by an Early Years member of staff.
· During the working day, to be able to be contactable only management will use their work mobile phones to receive or make important work-related calls and these will be made in a separate room to where children are situated.
· Staff should ensure, on entering the Early Years that mobile phones are placed and left in their bags on silent or switched off.
· Mobile phones and devices should be kept in their staff lockers, including agency staff who will be provided with a locker on their days of work.
· New agency staff joining the Early Years should be provided with the Imperial Safeguarding and Child protection Briefing for Agency staff, visitors or students, which they should read to inform them of the use of mobile phones.
· All recordable devices should be put away from the children and should not be accessible during working hours. 
· During their lunch break, staff can use their mobile phones or devices in the staff room (Level 4 No 8 Princes Gardens) but they must ensure that before leaving the staff room their phones or devices are switched off or are on silent and are returned to their bag.
· If there is an emergency or staff need to receive or make a specific call which is out of their lunch break then their personal mobile phone can be left with Management, who will receive the call and inform the member of staff.  The staff member may go to the office to take the call. If staff have permission from Management, they may also make or receive calls from one of the office phones. 




Office Numbers
0207 5945127-: Tracy Halsey
0207 5945120 -: Liz-Anne des Vignes
0207 5945121 -: Rhianna Giblin-Burnham

· When staff are on outings or trips they should carry one of the nursery mobile phones with them which is password protected. These mobile phones should only be used for making and receiving calls.  During outings or trips personal mobile phones should be left at the Early Years unless prior approval is received (On occasions if the nursery phone is out or not charged please borrow a Section Managers ‘phone or receive permission to take a member of staff’s.)  
· Due to our environment, Early Years Management do have access to work mobile phones. These phones are not to be used for taking photographs.  Staff should only use the Management’s mobile phone numbers in an emergency. 
· Staff can contact Management on their landline numbers or through the walkie talkies.

· Extension Numbers

· 45127-:  Tracy Halsey     			45120 -:   Liz-Anne des Vignes 
· 41564 -: Jennifer Simmonds		41051 -:  Rowena Howe 

· In line with safer working practices, practitioners should not give their personal contact details to parents. 
· In line with safer working practices, practitioners should not use their personal mobile phone to contact parents. 
· In line with safer working practices, practitioners should not request, or respond to, any personal information from the parent, other than that which might be appropriate as part of their professional role. 
· Practitioners must not have inappropriate or illegal content on their mobile phone 
· Parents have access to WhatsApp groups to enable contact with other parents and to arrange playdates with their children.  If staff have been included within these groups because they have children at the nursery, they must consider the conflict of interests responses may bring.  Professionalism is expected at all times and in line with safeguarding responsibilities will report any concerns to the DSL.

Parents and visitors:

· Signs are displayed around the nursery in the corridors, landings, reception area informing they are entering a ‘mobile /recordable device free zone’.
· During working hours parents' and visitors’ mobile phones /recordable devices are not to be used in the Early Years 
· Visitors and parents must be asked to switch off their mobile phones/recordable devices while on the premises. Staff must challenge parents and visitors if they believe they may be using their mobile phones or any recordable device whilst on the premises. 
· If contractors need to use their mobile phones or devices for work i.e. signatures, job references they must be supervised by an Early Years member of staff.


Cameras and other devices:
· The use of personal cameras and cameras on mobile phones is strictly prohibited and under no circumstances should staff take pictures on their personal devices.
· No device is to be worn in the nursery at any time nor any device used that has communication or a recordable facility. 
· Any pictures which are taken must be taken using the Centre's camera, or tablet device and are used for the purpose of recording the children participating in activities and the progression of their development.  We may also use photographs on the Early Years’ website but this will be with parental permission
· It is not appropriate to take photographs of bruising or injuries on a child for child protection concerns.  In these cases, the Body Map on the accident/incident form must be used.
· The Early Year’s tablets/IPads may be used for photos, indoors, in the garden or on trips.
· When taking photos of the children, staff should ensure that they are not of an intimate nature, the children are fully clothed and photos are not taken in the toilet or changing area.  
· When on outings staff should ensure that children are not being photographed by strangers.
· All staff should read and follow the Early Year’s IPads ‘Guidance for the Use of Tablets in the EYEC’ 
· At the end of the working day, IPads should be locked in the filing cabinet in the managers office of Nos 8 Princes Gardens. 
· USB sticks are provided by the administrator to store photographs.  These USB sticks should always remain at the Early Years and only used within the Centre.  

Using the Internet:
· Staff are expected to act responsibly when using the internet and the viewing of inappropriate sites is not allowed. Internet use must be in accordance with the College’s ICT code of conduct. If using the internet with children, research must be carried out before allowing children to view the content to prevent the viewing of inappropriate material. Children must be always monitored while viewing internet material including advertisements 
· Care must also be taken where using tablets for music that advertisements are silenced as these may be inappropriate for young children 
Whistleblowing and duty to report concerns and suspicions:
· All staff have a responsibility to report any concerns about improper, poor or unsafe practice. If you have concerns about the behaviour of a colleague, parents or if you believe that best practice is not being adhered to or that a practice may put a child or children at risk, you should report this immediately to a member of the Management team.

Members of staff must adhere to the ‘Mobile phone and Devices Policy’.  Failure to comply will result in disciplinary action.
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