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1. Child protection 
 
1.6 Media Usage  
  
Policy Statement 
 
Comeytrowe Under Fives Preschool believes that the safety of children is paramount. 
The main aims of this policy are to ensure that our duty to safeguard children is 
maintained, to prevent the setting and its staff members from becoming exposed to legal 
risk and to ensure that the setting’s reputation is not adversely affected or 
misrepresented.  
 
The Preschool recognises that staff will bring their mobile phones, which may have inbuilt 
cameras, to work. This policy sets out how those and other such devices may be used on 
the premises.   
 
Every employee has an opportunity to express themselves and to communicate online.  
The preschool does not wish to discourage an online presence.  However, staff are 
expected to use their own good judgement regarding what material is appropriate to 
share online. This policy sets out guidelines that all employees, students and volunteers 
should follow for all online communications regarding Comeytrowe Under Fives Preschool.  
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Mobile phones 
▪ Any personal phones owned by staff, students, visitors or parent helpers must be 

kept in the office on silent so as not to present a distraction nor interfere with the 
running of Preschool.  

▪ In the event of an emergency, anyone who needs to contact staff should, where 
possible, use the Preschool phone number. In an emergency, staff are also able to use 
this phone.  

▪ If, for any reason staff need to make a phone call during their working day, this 
should be done in the office where no children are present.  



 

2 
 

▪ Staff members should not use their mobile phones either for calls or to access the 
internet while in the setting, unless on their allocated break.  Mobile phone use is only 
permitted in the office, following the guidelines outlined in this policy.  

▪ If staff take a group of children out of the setting, for example to the shops or for 
a walk, then staff will take two mobile phones in case of an emergency.    

▪ Staff members are not permitted to have contact details for families of children 
who attend the preschool stored on their mobile phones, unless they are already 
friends outside of the work environment. 

▪ Preschool business should only ever be discussed with parents/ carers over the 
telephone during preschool hours / inset days, while the member of staff is within 
the setting and using the preschool phone.  The only exceptions may be for the 
Manager or Business Administrator, who may be required to make occasional work-
related phone calls when away from the setting, for example for business continuity 
during severe weather conditions, or in the event of supporting a hospital visit.  

▪ Staff must follow The General Data Protection Regulation (GDPR) 2018 when using 
the Staff WhatsApp Group Chat. 

▪ Staff should never give their personal contact details to parents.  
 
Cameras and Smart watches 
▪ Camera and video phones and their use in the setting, especially to photograph 

children in the setting or on trips, are subject to the same restrictions as mobile 
phones. They may not be used at work for the purpose of photography unless express 
permission has been granted by both the parent and Manager.  

▪ Staff are not permitted to wear Smart watches or Smart Glasses in the setting. 
▪ Employees found to be in breach of this policy will be subject to an investigation 

which may lead to disciplinary action. Employees who breach this policy could also 
face criminal prosecution. 

▪ The preschool will make appropriate arrangements for photographs to be taken if 
necessary and will ensure that permission is obtained from the parent/carer to 
ensure compliance with General Data Protection Regulations 2018.  

 
Display Screen Equipment (DSE) 

A display screen equipment user is defined as someone who habitually uses display 
screen equipment (a computer) as a significant part of their normal work.  Managers 
and employees should ensure that any display screen equipment is appropriately used 
and discuss where appropriate adjusting the workplace to suit their needs before 
commencing work. You should ensure that you vary your work and undertake different 
duties to ensure that you have regular breaks from the screen.  A guidance and self-
assessment form is available on the Health & Safety Executive website here: 
http://www.hse.gov.uk/pubns/ck1.pdf  
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Projector 
▪ Staff set up the projector to have access to You Tube and BBC I-Player for the 

purposes of accessing Yoga, Nursery Rhymes, Stories and other such child friendly 
material.  Children do not have access to use the equipment, and it is turned off when 
not in use. 

 
Alexa 
▪ Preschool has an Amazon Alexa in the setting to play music, games, ask questions etc.  

The device is only switched on when in use and is set with Parental Controls.   
  
Social Media / Website 
▪ This policy applies to, but is not limited to, personal blogs, personal websites, 

Facebook, Twitter, WhatsApp, Snapchat etc.  
▪ Any material presented online by an employee, student or volunteer is the 

responsibility of the individual posting it.  Individuals must take care to ensure that 
any interactions made on social media do not reflect poorly on the preschool nor 
damage working relationships between employees, service users and anybody else 
involved in the setting, including committee members or members of the local 
community.  

▪ Under no circumstances should any posts be made in reference to children, parents 
or other professionals that employees may meet through the preschool.  

▪ Staff are prohibited from posting remarks or comments that either breach 
confidentiality or are deemed to be of a detrimental nature to the preschool or other 
employees, either in direct wording or though implied meaning.   

▪ Staff members must not connect with parents of children who attend the setting on 
social media sites, for example they must not be “friends” on Facebook, nor must they 
identify Comeytrowe Under Fives Preschool as their employer. 

▪ Staff members should not access social networking sites using mobile devices while 
they are at work unless on their allocated lunch break and in the office or outside 
the setting.   

▪ Preschool run a Facebook page and Website for promotional and communication 
purposes. Only photos identifying children connected to the Preschool with 
parental/guardian consent obtained, may be used.  Pictures of staff may only be used 
with the express permission of the members of staff concerned.  

 
Cyber Bullying  
▪ The preschool is committed to ensuring that all its employees are treated with dignity 

and respect at work. Bullying and harassment of any kind will not be tolerated in the 
workplace. Your manager can provide clear guidance on how bullying and harassment 
can be recognised. Cyber bullying methods could include using text messages, mobile 
phone calls, instant messenger services, by circulating photos or video clips or by 
posting comments on web sites, blogs or in chat rooms.  
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▪ Personal blogs that refer to colleagues without their consent are also unacceptable. 
Employees who cyber-bully a colleague could also face criminal prosecution under 
various laws, including the Malicious Communications Act 1988.  

▪ Parents / families of children who attend the preschool are also expected to treat 
preschool employees and other parents / family members with respect and cyber 
bullying, as outlined above, will not be tolerated. In extreme cases children may be 
excluded from the preschool as a result of such parental behaviour.   
  

Storing data on computers, cameras and other electronic devices   
▪ The setting has access to the internet by use of broadband. Staff may only access 

the internet within the setting for purposes directly relating to their employment 
and with the knowledge and express permission of the Manager, unless on an allocated 
lunch break in the office. 

▪ No information containing personal details of children and families at the setting may 
be stored on a personal computer or device.  

▪ No photographs of children and families at the setting may be stored on a home 
computer or device.  

▪ Staff are not permitted to use personal laptops or any personal devices for storage 
of any Preschool material.  

▪ Staff use I-pads within the setting to take photos/videos of children to enhance 
their observations on Tapestry.  The I-pads are password protected for additional 
security.  Photos are removed from the I-pads within two months, if unused on 
observations, by the Manager or Deputy. 

▪ The settings I-pads and cameras are stored securely in a locked cupboard within the 
preschool, whilst the preschool is closed.  

  
Monitoring Media Usage  
▪ Comeytrowe Under Fives Preschool reserves the right, but not the duty, to monitor 

any and all aspects of its electronic resources, how the preschool is represented 
online and adherence to the guidelines laid out in this policy. Staff usage of media, 
including data stored on mobile phones, may be subject to periodic checks by the 
Manager or the Chairperson of the Committee.  

▪ This includes, but is not limited to data, email and voice mail boxes, other employer 
provided electronic storage systems, employee mobile phone records and social media 
contact lists.   

▪ The preschool also reserves the right for business and security purposes to audit and 
monitor the information on all systems, electronic mail, telephone and information 
stored on computer systems or media, without advance notice or to retrieve the 
contents of any employee communication in these systems.   

▪ This process is in place to maintain the integrity of the setting’s electronic systems, 
the rights of the other users, and to ensure compliance with our policies and 
obligations.  
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▪ Any member of staff found to be breaching these guidelines may face disciplinary 
action in line with disciplinary procedures.  

 
Employees found to be in breach of this policy will be subject to an investigation which 
may lead to disciplinary action. Employees who breach this policy could also face criminal 
prosecution under various laws.  
 
This policy was updated at a meeting of Comeytrowe Under Fives Preschool 
Management Committee 
 

Held on: 27th January 2026 
Date to be reviewed: January 2027 

Signed on behalf of the 
Management Committee: 

 

Name of signatory: Sarah Greenslade 
Role of signatory: Chairperson 
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