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Staff Work Mobile Phone and Device Policy 

Organisation: Willow Tree Learning Northants  
 

Policy Title Staff Work Mobile Phone and Device  

Reviewed By Lyndsay Carson 

Approved By Kirstie Dean 

Effective Date September 2026 

Review Date September 2027 or sooner if legislation or guidance changes.  

Version V 1.  

Applies To All staff, volunteers and children 

 

1. Purpose 

This policy outlines the expectations for the safe, professional and appropriate use of 
work-issued mobile phones and devices. It supports a calm, safe and focused learning 
environment by ensuring that all device use is purposeful, necessary and consistent 
with safeguarding, behaviour and data protection requirements. 

• A safe, consistent, and regulated environment for students 

• The behaviour approach of Willow Tree Learning (calm, predictable, relational) 

• Consistent adherence to safeguarding practice at all times. 

All use of work-issued devices must support these priorities and must not compromise 
professional standards, student safety, supervision, confidentiality or safeguarding 
practice. 

2. Core Principle 

At Willow Tree Learning Northants: 

Staff must remain attentive, available and actively engaged with students at all 
times. The use of any device must be limited to legitimate professional purposes 
and must never take priority over supervision, safeguarding responsibilities or 
professional duties. 
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The use of devices should: 

- Support de-escalation and regulation 
- Maintain positive relationships 
- Ensure active supervision and safety 

 

3. Link to Behaviour Policy 

Staff are expected to model the standards of conduct, attention and self-regulation 
expected of students. 

Consistency 

• Devices must not distract from the consistent implementation of the behaviour 
system, including reminders, warnings, resets, and restorative conversations. 

• Staff must remain present and engaged, especially during: 

- Lessons 
- Transitions 
- Unstructured times 

De-escalation 

Devices must not be used during the following situations unless their use is required for 
an immediate safeguarding, emergency or authorised professional purpose: 

- Behaviour incidents 
- Student distress or dysregulation 

Instead, staff must: 

- Use calm, direct communication 
- Focus on regulating the situation 

 

Professional Modelling 

• Staff must model: 

- Respect 
- Attention 
- Self-regulation 

Unnecessary, casual or personal use of phones or devices in the presence of 
students is not permitted, as it may undermine professional expectations, reduce 
supervision and create inconsistency in behaviour management. 
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4. Link to Safeguarding Policy 

Safeguarding is non-negotiable. Staff must maintain confidentiality, use approved 
systems and ensure that device use never places students, staff or sensitive 
information at risk. 

Confidentiality 

• Never store or share sensitive student information outside approved systems 

• Ensure screens are not visible to students or visitors when displaying 
confidential information 

 

Appropriate Communication 

All communication relating to students must take place through approved school 
systems and in accordance with safeguarding and data protection procedures. 

Staff must never contact students via: 

- Personal phone numbers 
- Social media 
- Unauthorised apps 

 

Images and Recording 

• Photos/videos of students: 
• Only taken when authorised 
• Only on work devices 
• Only stored securely in line with policy 

 

Vigilance 

Device use must not reduce the quality, consistency or effectiveness of supervision. 

Staff must remain aware of: 

- Student whereabouts 
- Risks 
- Changes in behaviour 
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5. Acceptable Use 

Work-issued devices may be used only where there is a clear professional purpose, 
including: 

• Recording behaviour, welfare and safeguarding information using approved 
systems such as CPOMS and iConnect 

• Accessing lesson materials 

• Supporting regulated learning activities 

• Communicating with colleagues where this is necessary for operational, 
safeguarding or educational purposes 

 

All use must be: 

• Purposeful 

• Time-limited 

• Appropriate to the situation 

 

6. Unacceptable Use 

Staff must not: 

• Use work-issued or personal devices for personal purposes during student-
facing time 

• Use devices while supervising students unless there is a clear, necessary and 
authorised professional purpose 
 
Devices must not be used during: 

- Behaviour incidents 
- De-escalation 
- Restorative conversations 
- Any situation in which a student may access or view staff devices 

 

7. Use During the School Day 

When students are present: 

• Devices must only be used when necessary for professional duties 

• Staff must remain visibly attentive and engaged 
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During incidents: 

• Device use must not distract from safety, supervision, de-escalation or 
behaviour management 

During breaks (staff): 

• Personal use is permitted only during authorised breaks, in staff areas and out 
of sight of students 

8. Security & Data Protection 

Staff are required to: 

• Lock devices when not in use and hand them to management at the end of the 
day 

• Report any loss or damage immediately 
• Not install unauthorised applications 

• Follow all data protection requirements under GDPR 

Willow Tree Learning Northants reserves the right to monitor the use of work-issued 
devices in accordance with applicable policies and data protection requirements. 

 

9. Staff Conduct & Accountability 

Failure to comply with this policy may: 

• Undermine behaviour systems 

• Create safeguarding risks 

• Impact student regulation and trust 

 

Breaches will be addressed proportionately and may include: 

• Professional discussion 

• Support and guidance 

• Formal procedures where necessary 

 

10. Key Non-Negotiables 

All staff must: 

• Prioritise student safety and attention over device use 
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• Never use devices during behaviour incidents 

• Always follow safeguarding communication rules 

• Model the standards expected of students 

 
 

 

 

11. Use of Personal Mobile Phones on Site at Willow Tree Learning 
Personal mobile phones must not be used during lessons or student-facing time. Staff 
must ensure that personal phones are switched off, stored securely and kept out of 
sight, unless there is an emergency or prior authorisation has been provided by 
management. This requirement supports professional standards, safeguards students 
and ensures staff remain fully attentive to their duties. 

 

 

“During lessons and student-facing time, devices must only be used where there is 
a direct and necessary link to professional duties. Personal use is not permitted in 

front of students.” 

 


