
 
 

Woodsgate Place   G unters Lane   Bexhill-on-Sea  East Sussex TN39 4EB 

T 01424 216670   E info@chartersancaster.com 

www.chartersancaster.com 
Company Registration No. 3174367   Registered Office: City House 3 Cranwood St London EC1V 9PE Registered Charity No: 1054300 

 

 

 

 

 
 

 

 
 
 
 

 
 

Policy for the Acceptable Use of  
Mobile Phones, Cameras and Social Media 
 
 

Reviewed By:  Nursery Manager 

 

Date approved by Directors:   ___________      Signature: ___________________ 

 

Date for Review: November 2019 

 

  

 

Charters Ancaster 

Nursery and Forest 

School 
 

http://www/


 
 

Woodsgate Place   G unters Lane   Bexhill-on-Sea  East Sussex TN39 4EB 

T 01424 216670   E info@chartersancaster.com 

www.chartersancaster.com 
Company Registration No. 3174367   Registered Office: City House 3 Cranwood St London EC1V 9PE Registered Charity No: 1054300 

 

 

 

 

 
 

Statement of intent 

It is our intention to provide an environment in which children, parents and staff are safe 

from images being recorded and inappropriately used in turn eliminating the following 

concerns:- 

1. Staff being distracted from their work with children 

2. The inappropriate use of mobile phone cameras around children 

 

Aim 

Our aim is to:- 

 Have a clear policy on the acceptable use of mobile phones and cameras that is 

understood and adhered to by all parties concerned without exception. 

 

In order to achieve this aim, we operate the following Acceptable Use Policy: 

 

Mobile Phone Use by Staff, Visitors and Parents 

 All staff must ensure that their mobile telephones/devices are left in a basket in the 

House or Chalet office throughout contact time with children.   

 Mobile phone calls may only be taken at staff breaks or in staff members’ own time and in 

the designated staff areas. 

 If staff have a personal emergency they are free to use the school’s phone or make a 

personal call from their mobile in the designated staff areas. 

 If any staff member has a family emergency or similar and needs to keep their mobile 

phone to hand, prior permission must be sought from the Nursery Manager. 

 Staff will need to ensure that the Office has up to date contact information and that 

staff make their families, children’s schools etc. aware of emergency work telephone 

numbers.  This is the responsibility of the individual staff member. 

 During group outings nominated staff will take a mobile phone, which is to be used for 

emergency purposes only. 

 It is the responsibility of all members of staff to be vigilant and report any concerns to 

the Nursery Manager. 

 Concerns will be taken seriously, logged and investigated appropriately (see allegations 

against a member of staff policy). 

 The Nursery Manager or Deputy in her absence, reserves the right to check the image 

contents of a member of staff’s mobile phone should there be any cause for concern over 

the appropriate use of it. 

 Should inappropriate material be found then our Local Authority Designated Officer 

(LADO) will be contacted immediately.  We will follow the guidance of the LADO as to the 

appropriate measures to be taken, up and including staff dismissal. 
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Use of Cameras 

 

Photographs taken for the purpose of recording a child or group of children participating in 

activities or celebrating their achievements is an effective form of recording their 

progression in the Early Years in nurseries. At this nursery parents give permission for the 

taking of photographs with cameras and I-pads for the purpose of recording their child’s 

development and the inclusion of photographs of individuals or groups on Tapestry online 

learning journey. See Tapestry policy for more information.  

However we are aware that it is essential that photographs are taken and stored 

appropriately to safeguard the children in our care. 

 

 Whenever possible/appropriate, the permission of the child should be sought before 

photographs are taken, following NSPCC guidance. 

 Only the designated nursery cameras are to be used to take any photo within the setting 

or on outings, unless authorised by the Nursery Manager. 

 Images taken on this camera must be deemed suitable without putting the child/children 

in any compromising positions that could cause embarrassment or distress. 

 All staff are responsible for the location of the cameras; these should be placed in the 

office when not in use. 

 Images taken and stored on the camera must be downloaded as soon as possible, ideally 

once a week. 

 Images should only be downloaded by nominated senior members of staff: currently, 

these are the Business Manager, the Nursery Manager and Deputy Manager. 

 The images should be downloaded on-site, and should not leave the premises on laptops or 

storage devices such as external hard-drives or memory sticks. 

 Photographs should then be distributed to members of staff (keyworkers) to record in 

children’s learning journeys. 

 Under no circumstances must cameras of any kind by taken into the toilet areas without 

prior consultation with the Manager. 

 If photographs need to be taken in a bathroom, i.e. photographs of the children washing 

their hands, then the Manager must be asked first and staff supervised whilst carrying 

out this kind of activity.  At all times the camera must be placed in a prominent place 

where it can be seen. 

 Failure to adhere to the contents of this policy will lead to disciplinary procedures being 

followed. 

 

Images Taken by Visitors and Parents 

 

 We recognise that there are school and nursery events where parents desire to have a 

record of their child’s participation. Under these circumstances, we give them clear 
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guidance that a time will be made for them at the end of the event to take a photograph 

of their own child in costume, but that photographs must not include any other child. 

Staff are vigilant to ensure that photographs or videos are not taken during the 

performance or event. 

 

Social Media 

 

This part of the policy is for all volunteers and employees involved in our nursery.  Its 

purpose is to protect not only the employees and the families that we work with, but also to 

safeguard the reputation of the organisation. 

 

• Staff should not download images containing photographs of children from their place 

of work which may identify the organisation in any way, including logos on staff uniforms. 

• Staff should not publish details relating to the organisation which are work related, 

this includes: 

• Not mentioning any of the companies that Charters Ancaster has services with 

• Avoiding writing indirect suggestive comments about the organisation (or partner 

organisations, as covered above) on their social networking sites e.g. “I’ve had a bad day 

at work”. 

• Staff should also consider personal comments made on any social networking sites. 

• Staff should not disclose their employer’s details. 

• Staff should always be aware of their responsibilities when accessing social 

networking sites. 

• Any disclosures impacting on children’s welfare should be dealt with in accordance with 

the nursery’s policies and procedures. 

• You must be conscious at all times of the need to keep your personal and professional 

life separate.  You should not put yourself in a position where there is a conflict between 

your job and your personal interests. 

• You should not discuss information about the children you engage with as part of your 

work or their families on your personal social networking site. 

• You should not discuss information you have access to as part of your work on your 

personal social networking site.  This includes information relating to your employer or 

your colleagues or any information which could be used to identify your organisation. 

• You should not publish any photographs, videos or any other form of images of children 

that you engage with during your work or any images which may identify the organisation 

in any way, including logos on staff uniforms. 

• You should always keep in mind the duty of confidentiality you owe to the children you 

engage with, their families, your colleagues and employer.  Gossiping about people you 

have professional dealings with could be a breach of confidentiality. 

• In order to keep appropriate professional boundaries, it is best not to have contact 
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with families through your personal social networking site. 

• Any inappropriate disclosures affecting children’s and other people’s welfare will be 

dealt with in accordance with the organisation’s disciplinary policies and procedures 

• You should always be aware that once your personal information and opinions are on 

the internet you may not be able to control what happens to them.  So take care what you 

post on social networking sites. 

• Make sure to set the privacy settings of your personal site as strictly as you can and 

don’t reveal your home address, telephone number, date of birth, where you work and 

your work address. 

• Use a separate email address just for social networking so that you don’t have to give 

away any contact details.  Don’t use your work email address. 

• Read the privacy policies and user agreements on your personal site regularly to 

understand how they use your personal information; for example do they pass it on the 

marketing companies? 

• You must not use mobile phones to go on social networking sites whilst at your place of 

work. 
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