
 

St Mary & St Thomas Aquinas Catholic Primary School 

 

Mobile Phone/Camera/Photographic Hardware Policy 
 

 
Introduction 

At St Mary and St Thomas Aquinas Primary School the welfare and well-being of our 

pupils is paramount.  This policy on the use of mobile phones in school has been 

drawn up in the best interests of pupil safety and staff professionalism and at the 

discretion of the Headteacher. 

Use of mobile phones 

Pupils: 

 Pupils are not permitted to have mobile phones at school or on school visits. 

 If in the rare event of a parent wishing for his/her child to bring a mobile 

phone to school to contact the parent after school, the phone must be handed 

in to the school office. The child can pick the phone up at the end of the 

school day. (The phone is left at the owner’s own risk). 

 If a child is caught using a mobile phone in school, it will be confiscated and 

kept in the office until the end of the school day. The parent will be informed 

as to why it has been taken away from the child. 

 

Staff (including trainee teachers and supply staff) 

St Mary and St Thomas Aquinas Catholic Primary School allows staff to bring in 
personal mobile telephones and devices for their own use providing the following 
information is adhered to: 
 

 Under no circumstances does the school allow a member of staff to contact a 

current pupil or parent/carer using their personal device. 

 Users bringing personal devices into school must ensure there is no 

inappropriate or illegal content on the device. 

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

time. 

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

make a personal call from their mobile in an area where no children are 

present. 

 Staff must have their phones on ‘silent’ or switched off during class time. 

 Staff may not make or receive calls during teaching time.  If there are extreme 

circumstances (e.g. acutely sick relative) the member of staff will have made 

the Headteacher aware of this and can have their phone turned on in silence 

mode to receive an emergency call at the discretion of the Headteacher. 

 Use of phones must be limited to non-contact time when no children are 

present. 



 

 Phones must be kept out of sight (e.g. drawer, handbag, pocket) when staff 

are with children. 

 Calls/ texts/ emails must be made/ received in private during non-contact 

time. 

 Phones may only be used to take photographs of children or to store their 

personal data with the expressed consent of the Headteacher. 

 During group outings a nominated member of staff will be given the 

designated school mobile phone for emergency purposes only and for 

contacting the school office. In exceptional circumstances the member of staff 

may use their own personal phone. 

 In the event of an unplanned school closure (e.g. snow closure or a heating 

failure) the school will contact the parents using the text messaging service. 

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

concerns to the Head teacher. 

 Concerns will be taken seriously, logged and investigated appropriately. 

 The Headteacher reserves the right to check the image content 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 the Child Protection Co-

ordinator will be contacted immediately.  

 

Parents & other visitors: 

 

 We request that parents and visitors do not use mobile phones within the 

school building. 

 Mobile phones should only be used to take photographs of children in the 

school building, grounds or on educational visits at the expressed consent 

of the Headteacher. 

 All parents, helpers and visitors will be requested to turn their mobile 

phones to silent on entering the building.  

      Cameras 

 

 School Cameras must be used or the school memory card should be put 

into personal cameras. The memory card should then be removed and 

the content loaded onto a school computer not a personal computer. 

Wherever possible personal cameras should not be used. 

 Only the designated school cameras are to be used to take any photo 

within the school. 

 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. 

 The camera must be put away at the end of every session. 

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

possible on to a school computer, ideally once a week. 



 

 Images must only be down-loaded by the nominated member of staff. 

 

 Failure to adhere to the contents of this policy may lead to disciplinary 

procedures being followed. 

 Permission to take photographs at school performances, fruit raffles etc. 

must be granted by the Head Teacher. Permission will not be given for 

photographs to be placed on any social networking or internet sites. 

 

 Parents will be requested to sign a declaration confirming that they won’t 

post anything which is derogatory to members of staff, parents, pupils or 

the to the reputation of the school on social networking and internet sites. 

 

  Photographs taken at school events should not be posted on social 

networking or internet sites if they include children of other parents or staff 

without the expressed consent of the headteacher. 

 
We very much appreciate our staff, parents’ and visitors support in 

implementing this policy in order to keep your children / our pupils safe. 

 

 

 

 

 

 


