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                       Procedure for the use of mobile phone, tablet devices, 
cameras and ICT (including social networking)
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At Noddy’s Nursery School we believe it is of paramount importance to ensure the safety and well being of all children within our care. We have procedures in place covering the use of mobile phones, tablet devices, cameras and computers (including social networking sites) to enable children to receive good quality care and attention in a safe environment.

The use of mobile phones and tablet devices: 
· Upon arrival all employees must hand in their mobile phone and tablet devices to a manager where it will be stored in a named personal case and kept in a locked safe (GWA – in the art cupboard next to the office, TCH – in the cupboard next to the staff toilet). Mobile phones will be handed back to staff at break times or at the end of the working day.
· Visitors may only use their mobile phones outside of the building. If a parent/visitor is seen using their mobile phone while on the premises, politely point out that this is not allowed (quote this policy if necessary).

· Mobile phones are not to be used on the premises during the nursery opening hours including walking through the nursery returning from a break. They may be used in the staff room.
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· Cameras, mobile phones and tablet devices are strictly prohibited in the toilet or nappy changing areas.
· All managers will be given a Noddy’s Nursery mobile phone without a camera installed to be used for communication purposes and in terms of a safety aspect and not for personal use. These are kept on their person.

· There are two additional mobile phones kept at a central location (GWA – in the contact boxes, TCH – with the ratio files) on the premises at both nurseries. These are to be used in an emergency circumstance or if the landline telephones fail to work. 
· Staff are asked not to make personal calls during their working hours. However, in urgent cases, a call may be made or accepted via the land line if deemed necessary and by arrangement with the person in charge.

· During outings, staff will use the ‘outing’ mobile phone belonging to the nursery (wherever possible). The nursery cameras can be used on outings to take photographs of the children on their adventures. Photographs must not be taken of the children on any mobile phone or tablet devices, either personal or nursery owned. 

Procedure for the use of Nursery I Pads
· Every staff member will have an individual secure log in for our digital system ‘I Connect’ this system is used to record each child’s daily information, it also covers the entire EYFS framework.
· The I pads are intended for the staff to use for the purpose of recording information, however if any key carer wishes to show the children a short clip or images related to their current topic or theme, then they must firstly seek permission from a manager.  
· Under no circumstances are the children permitted to watch popular television programme’s supervised or unsupervised at any time.  
· When researching topic ideas or when looking for inspiration please use kiddle.co as this is a child friendly search engine.  
· I pads are your responsibility as soon as you collect them from GWA office or TCH mobile phone box.  You must return them at the end of the day so they can be securely locked away.  They are nursery property and must be looked after. If there are any damages or loss, staff will be held responsible to cover any costs incurred.

·  I pads must not be used for your own personal use.
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The use of cameras (including photographs): 
· Each room has a camera which is kept in an individual camera case.

· The manager will get the cameras out each morning and put them in the rooms.

· The cameras are locked away at the end of every day by a manager (GWA – in the office, TCH - manager’s cupboard).

· The cameras are the nursery property and must be looked after. If there are any breakages, then the staff of that room must explain to the senior manager the reasons.
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Under the Data Protection Act 1998, all parents are given a ‘Photograph and Recording Consent Form’ during their induction to fill in. It is crucial they return this form and must be encouraged to do so even if it is a negative response. All staff must make sure they are aware of the parents’ request and have this noted down. 
· Any photos taken of children will be clothed.

· Any photos stored will be shredded or deleted once a child has left the nursery.

· Photos and recordings by parents/carers may be taken at events e.g. carol concert and summer show.
· All photos must be printed using the staffroom computer (TCH) or the computer in the manager’s office (GWA). Under no uncertain terms must room computers ever be used to print photographs. Any level of managers (SNN upwards) will supervise the development of the photographs using the nursery computers at convenient times. Staff must not print photos, even if a manager is present. Photographs should not be printed without one of the managers knowing. Do not print out photos that will be shredded. Delete unwanted photographs before printing.
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Procedure for ICT (including social networking sites):

· The nursery has a high reputation to upkeep and comments made on sites such as Facebook and Twitter for example, or any other sites, could have an impact on how parents using the nursery view the employee, and the nursery itself.

· This means that work related matters must not be placed on any such site at any time either during or outside of working hours via any computer equipment or mobile phone.

· No photos or internet discussion linked to your work, children, families and/or colleagues.

· Employees must not post anything onto social networking sites that would offend any other employee or parent using the nursery.

· If employees choose to allow parents to view their page on social networking sites then this relationship must remain professional at all times.

· No photos of children can be used for anything other than what parents have given permission for; E.g. Displays, observation evidence or the nursery website etc.
· Any violations of this policy will invoke disciplinary action being taken, which may result in you being dismissed.

· Noddy’s Nursery School’s e-mail system is primarily for business use. The use of the internet and e-mail for private and or freelance business is prohibited. Occasional and reasonable personal use is permitted provided that this does not interfere with the performance of your duties and that you have permission of Sarah, William or the Office Manager.

· Employees must not deliberately visit view, or download any material from any Web Site containing sexual or illegal material, terrorism, racism or homophobia sites. The downloading and/or circulation of pornography is not permitted and any employee involved with the downloading and/or circulation or pornography will be disciplined in accordance with the nursery handbook. It is a criminal offence to publish obscene or paedophilic material and any employee involved in the downloading or transmitting of such material will be dismissed summarily for gross misconduct.
Defamation

Defamation is the publication or communication of an untrue statement that harms the reputation of an individual person, business, product, group, government, religion or nation.

If an e-mail contains a defamation statement, then this will constitute liable and the author of the e-mail will be legally liable for damage it causes to the reputation of the individual concerned.
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