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Clarendon Cottage Preparatory School
Mobile Phone and Camera Policy
Applies to all staff, volunteers and pupils, including those in the Early Years Foundation Stage (EYFS)

Introduction
At Clarendon Cottage Preparatory School, we recognise that photographs, videos and mobile technology can make a valuable contribution to school life. They help us celebrate achievements, record learning, communicate with families and support children's educational experiences.
At the same time, we are committed to safeguarding all members of our school community. This policy sets out how mobile phones, cameras and other devices with recording capabilities should be used responsibly and safely.
For the purposes of this policy:
· "Photography" includes both photographs and video recordings.
· "Camera" refers to any device capable of taking photographs or recording video, including mobile phones, tablets and other digital devices.
All staff and volunteers are expected to follow this policy at all times.
Why We Use Photographs and Videos
Photographs and videos may be used to:
· Record children's learning, progress and achievements.
· Contribute to learning journals, portfolios and assessment records.
· Support applications for scholarships or future school placements.
· Record school events, performances, trips and activities.
· Communicate with parents and carers about school life.
· Promote the school through newsletters, prospectuses, displays, websites and social media channels.
· Support professional development, training and educational research where appropriate.
Wherever possible, photographs and videos should be taken using school-owned devices. Personal devices may only be used with the permission of a member of the Senior Leadership Team.
Consent
The school will obtain appropriate permissions for the use of photographs and videos in accordance with data protection requirements.
Parents and carers will be asked to provide consent for the use of images of their children. Consent records will be maintained by the school and made available to relevant staff.
Staff must be aware that some children may not be photographed or recorded under any circumstances due to safeguarding, legal or family circumstances. If there is any uncertainty, staff should check with the Designated Safeguarding Lead (DSL) before taking or using images.
Taking Photographs and Videos
When taking photographs or videos, staff and volunteers must:
· Have a clear educational or school-related purpose.
· Ensure children understand that photographs or recordings are being taken.
· Treat children with dignity and respect at all times.
· Avoid taking images during one-to-one situations unless there is a clear educational need and appropriate approval.
· Delete any image that could cause embarrassment, discomfort or concern.
· Be able to explain why images have been taken and how they will be used.
Photographs and videos should always present pupils positively and appropriately.
Special Circumstances
Professional Photography
The school may arrange for professional photographers to visit for individual, class or team photographs.
Participation is always voluntary, and parents are under no obligation to purchase any photographs.
Educational Case Studies
Where a member of staff, trainee teacher or student requires photographs or recordings as part of a professional qualification or training programme, separate consent will be obtained where necessary.
Inappropriate Images
If a photograph accidentally captures a child in an unsuitable, embarrassing or compromising situation, it must be deleted immediately and not retained or shared.
Photography by Parents and Carers
We understand that parents and carers may wish to take photographs or videos during school performances, celebrations and sporting events.
Parents are expected to:
· Use images responsibly and respectfully.
· Avoid sharing images of other children online without permission.
· Follow any instructions provided by the school regarding photography and recording.
Where there are safeguarding concerns or restrictions relating to particular events, the school will communicate these clearly in advance.
The school may choose to provide official photographs or recordings of events where appropriate.
Storage and Use of Images
All photographs and videos taken by staff or volunteers during school activities remain the property of the school.
Staff must ensure that:
· Images are stored securely.
· Images are only accessed by authorised individuals.
· Personal devices are not used for long-term storage.
· Images are transferred promptly to approved school systems.
· Images are deleted from portable devices once transferred.
· Images are handled in accordance with the school's Data Protection and Information Security policies.
When editing photographs, staff must ensure that images remain accurate and do not misrepresent events or individuals.
Social Media and Online Sharing
Staff and volunteers must not post photographs or videos of pupils, school activities or school events on personal social media accounts or websites.
Any concerns regarding the inappropriate sharing of school-related images online should be reported immediately to the Designated Safeguarding Lead.
The school will take appropriate action where images are shared in a way that compromises the safety, privacy or wellbeing of pupils.

Mobile Phones and Personal Devices
Mobile phones can support communication and safety, particularly during educational visits and off-site activities. However, their use must never compromise safeguarding or distract from professional responsibilities.
Staff Expectations
Staff should:
· Store phones in the staff room when working with the children during all contact time. 
· Use personal devices only during breaks, non-contact time or in emergencies.
· Ensure personal use does not interfere with their duties.
· Act as positive role models for pupils.
Emergency Situations
If a staff member is expecting an urgent call, arrangements should be made through the school office wherever possible.
Certain members of staff may be authorised to carry mobile phones during the school day to support health, safety and operational requirements.
School Mobile Phones
School-issued mobile phones may be provided for:
· Educational visits.
· Off-site activities.
· After-school provision.
· Situations where staff need to maintain contact with the school office.
School phones must only be used for school business and returned promptly after use.
Safeguarding Concerns
Any concerns regarding:
· Photography or video recording,
· Mobile phone use,
· Social media activity,
· The storage or sharing of images,
must be reported immediately to the Designated Safeguarding Lead (DSL).
All concerns will be recorded and investigated in accordance with the school's safeguarding procedures.
Monitoring and Review
Clarendon Cottage Preparatory School will review this policy annually to ensure it remains effective, compliant with current legislation and reflective of best safeguarding practice.
The school expects all staff, volunteers and pupils to follow this policy to help maintain a safe, respectful and secure learning environment for everyone.
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