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Mobile Phone Policy
This policy has been drawn up as a result of a working party made up of volunteers, parents, partners, staff and trustees; it is effective from 24 September 2014
It is the policy of Home-Start Corby that the use of mobile phones and cameras by volunteers and staff must be carefully monitored in order to keep all children and adults safe.
We ask that parents only take photographs of their own children at events and on trips and visits and do not get other people’s children in the image.
Office Mobile Phone
Families and Volunteers have the telephone number for the work mobile phone and can call and text this phone. All messages are responded to and recorded into the message book unless something specific and then this is recorded in the relevant family / volunteer files and then deleted from the handset in line with Data Protection. 
Staff 
Staff must take a work mobile phone with them on home visits to keep the administrator informed of their whereabouts and ensure they are able to contact the office or be contacted in an emergency.
Staff must take a mobile phone with them during off-site visits to ensure emergency phone calls are possible. Parent/carer numbers will be recorded on off-site paperwork and not stored on the mobile phone. Mobile contact numbers of workers off-site will be held in the office.
Volunteers
Volunteers will always have their own personal mobile phone with them on a visit to be used only to contact the office or in case of need to contact emergency services (fire, police or ambulance).
Volunteers will not provide their mobile phone numbers to any family they are supporting in their role as a volunteer with Home-Start. Non-compliance will be treated very seriously and may result in the volunteer no longer supporting the family in their role as a Home-Start volunteer. 
No mobile phone, lap-top or other electronic device or camera must be used in a family’s home or in work with them unless it is to contact the office, or in case of need to contact emergency services.
Photographs
Staff and volunteers must not take photographs of families and children on their own or the family’s camera.
[bookmark: _GoBack]Any photographs taken for publicity or at Home-Start events will be taken with the Home-Start camera by a member of the Home-Start staff team.  Consent forms signed by parents will be required for the use of any photographs of their child/children. These forms will be retained in the office. New consent is required for each photograph.
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