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Kids Club Cabin

Mobile Phone and Camera Policy
The welfare, protection and safety of every child in our care is of paramount importance, and we take our responsibility to safeguard children seriously. We have procedures in place which we ask everyone to respect, to help promote the safety of the children in our care. We believe our staff should be completely attentive during their hours of work to ensure all children at Kids Club receive good quality care and education.
Photographs are taken for the purpose of recording a child or group of children participating in activities or celebrating their achievements. This is an effective form of recording their progression in the Early Years Foundation Stage. They may also be used on our website, Facebook page and/or by the local press with permission from parents/carers.

Kids Club respects the privacy of children and families attending the setting, and we adhere to the Data Protection Act 1998. 
The following guidelines regarding the use of mobile phones and cameras must be adhered to. It is the responsibility of all staff to be vigilant and report any concerns to the Co-ordinator. 

Mobile phones:

· Mobiles must be kept on silent or switched off during working hours. They must be stored in staff member’s bags and kept in the office.

· Staff may only use their mobile phone when on a break and this must be in a staff area, away from the children. In case of emergency, staff are able to use the office telephone, and they are able to provide this number to family in case they need to be contacted while at work. 
· Staff must never use their personal mobile phone to take photographs of children and/or the Kids Club setting.

· If any staff member is found to be in possession of inappropriate material, they may be subject to disciplinary procedures. 

· Staff may only take the Kids Club mobile phone on outings and school runs. This should only be used in the event of an emergency. Staff must not take their personal mobile phones on outings or school runs.
· In the parent contract, parents/carers are informed of the rule regarding mobile phone use at Kids Club. Any parent/carer on a mobile phone will be asked by staff to stay outside the building until they have finished. Parents/carers ignoring this rule will be reminded by staff in the first instance. Staff must log details of all incidents. Repeat incidents will result in a formal written warning from the Committee and in extreme cases the Kids Club provision may be withdrawn.
Cameras:

· At registration time, parents/carers will be asked to sign a form regarding their consent for staff to take photographs of their child. Parents/carers must be clearly informed of how these photographs may be used.
· Kids Club Cabin has an official website and Facebook page for sharing information with parents and carers. Staff must follow the Social Media Policy whenever using these sites. 
· Only the designated Kids Club camera is to be used to take any photo within Kids Club or on outings.
· Images taken on the designated camera must be deemed suitable without risk of causing embarrassment or distress to the child/ren.
· The camera must never be taken into a private area of Kids Club, such as the toilets.
· All staff are responsible for the location of the camera and the memory card; these should be stored securely at the end of each day.
· Images taken and stored on the camera and memory card must be downloaded as soon as possible, ideally once a week. Once images are downloaded they should be deleted from the camera memory card. Images must only be downloaded on site by the Co-ordinator or Deputy.
Any failure by staff members to adhere to the contents of this policy may lead to disciplinary procedures being followed.
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