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The Legal Framework 
There is certain legislation and guidance that this policy needs to be based on: 

• Data Protection Act 1998  
• EYFS Statutory Framework 2012 
• General Data Protection Regulation (GDPR) 2018 
• NSCB Norfolk Safeguarding Children’s Board 

 

Procedures 
Photograph & Video Use 

• Peapod Pre-School follows the Data Protection Act of 1998 by requesting parental consent, on 
registration, to take and use images of children who join our setting. That consent must be based 
upon a clear and full understanding of what the images will, and will not, be used for. These images 
are stored on the Pre-School’s computers, laptops, tablets, which are password protected. They will 
be deleted when no longer required.  

• Staff use tablets daily to record the children’s learning journeys. On occasion they may wish to 
access the internet on these devices for a classroom activity. Only one tablet in each room has open 
access to the internet. Those tablets are under the control of the room supervisors. Staff must ask 
the supervisors if they require a tablet for access to the internet for an activity. The managers will 
regularly check the history of the tablets to ensure that only suitable sites are being accessed. 

Aim of Policy 
At Peapod Pre-school the children’s development is recorded in a variety of ways 
including by photographs and videos. Staff upload many of these images onto digital 
tablets which are saved into electronic journals. These journals can be viewed by the 
relevant parents through use of secure passwords. The benefits of such systems are 
great, but Peapod understands the importance of effectively managing the use of any 
devices that can record images of children to minimise the potential misuse.  
The aim of this policy is to provide clear guidance to all users of the setting including: 
staff, visitors, volunteers and students on our rules regarding the recording and storing of 
images. Our procedures are intended to minimise any potential risks to the safety and 
welfare of all children in our care, as well as safeguarding all users of the setting.  
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• All staff are expected to act responsibly when using and storing the Pre-School’s tablets and 
cameras and should be locked away securely in the pre-school at the end of the day. 

• Often images may contain other children in the background. Staff must ensure that permission has 
been given for these to be used. If not, the backgrounds must be removed, or the images deleted.  

• Events such as sports day, outings, Christmas and fundraising events may be recorded or 
photographed by staff and parent/carers. Peapod cameras and tablets must be returned to the pre-
school at the end of the event. We ask parents/carers not to share photographs or video clips via 
social networking sites, such as Facebook; images are for private use only.   

• On occasion, images of the children taking part in an activity may be used to advertise or promote 
our Pre-school via our website, or on our Facebook page, or in other media. Parental consent is 
required beforehand.  

• Children should not be photographed in any compromising positions or in inappropriate clothing, 
such as their underwear. 

 
Portrait Photography in Pre-School 

• The Pre-school does arrange for an outside photographer to come into the setting and take 
photographic portraits which can be ordered by parents/carers at a cost. 

• The Pre-school cannot take responsibility for issues such as copyright and the use of images held by 
the photographer.  

• The Pre-school will take reasonable steps to ensure the bona fides of the photographer. 
• Parents will be informed about the photo sessions BEFORE they take place so that they have an 

opportunity to withdraw their children. 
• The Pre-school will provide supervision during the photo session. 

 
Mobile Phones: Use by Members of Staff 

• Mobile phones have inbuilt cameras which can quickly send images online. To safeguard the 
children, staff mobile phones must not be carried around and should be locked away securely. They 
should only be used when away from the children during breaks. 

• In cases of a personal emergency all personal calls should be directed through Peapod’s mainline 
telephone. Staff are asked not to make personal calls during their working hours. In urgent cases, a 
call may be made or accepted by arrangement with their supervisor or manager. 

• Mobile phones are strictly prohibited from use in the toilet or nappy changing areas. 
• It is the responsibility of all members of staff to be vigilant and report any concerns regarding use of 

children’s images, or misuse of devices, to the managers. Concerns will be taken seriously, logged 
and investigated appropriately (see allegations against a member of staff policy within our 
Safeguarding Policy).  

• The managers reserve the right to check the image contents of a staff member’s mobile phone 
should there be any cause for concern over its appropriate use. 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.  

• Peapod Pre-School does not accept responsibility for theft, loss or damage to mobile phones within 
the setting. 

 
Mobile Phones: Use by Parents & Visitors 
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• We ask parents/carers and visitors to refrain from using their mobile phones on the premises. Signs 
are posted throughout the pre-school highlighting this request. 

• Any visitors, (including parents who intend to stay on the premises for a lengthy period of time) will 
be asked to hand over their mobile phone to a member of staff, where it will be securely locked 
away in the office for the duration of their visit. 

 

Other Related Policies and Procedures 
The following policies provide additional information regarding the safeguarding and welfare of the 
children in our care:  

• Acceptable Use Policy  
• Children’s Rights and Entitlements Policy 
• Confidentiality Policy 
• Complaints Policy 
• Disciplinary & Grievance Policy 
• General Data Protection Regulation (GDPR) Policy 
• Safeguarding Policy (Including Child Protection) 
• Tapestry Policy 
• Whistleblowing Policy 
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