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Rationale  

Evolution International School embraces the use of technology throughout the school, however, as with all powerful technology, students must 

learn to use it responsibly and at appropriate times. This policy aims to set out what is acceptable use within the context of a school. 
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iPad Policy and Procedures 

 

Rationale 

The focus of the iPad programme is to provide tools and resources that match the needs of today’s students. Excellence in education requires 

that technology is seamlessly integrated throughout the educational programme. Students with access to technology are empowered to take 

control of their own learning. Technology is an important part of all our lives and training students in its responsible use is essential preparation 

for life beyond school. The technology transforms the role of the teacher from a director of learning to a facilitator. iPads can be used to extend 

the boundaries of the classroom. 

This policy is provided to make all users aware of the responsibilities associated with efficient, ethical, and lawful use of iPad resources. If a 

person violates any of the terms and conditions named in this policy, privileges may be terminated, access to the school technology resources 

may be denied, and the appropriate disciplinary action shall be applied. 

The policies, procedures and information within this document apply to all iPads used at Evolution International School as well as any other 

device considered by the administration to come under this policy. Teachers may set additional requirements for use in their classroom. 

Acceptable use of the iPad 

Any student who does not adhere to the guidelines outlined in this document will be subject to the school Positive Behaviour Management 

Policy. 

Receiving an iPad 

iPads will be distributed to students each year using specific procedures determined by the school. Parents and students must sign and return 

the Acceptable Use Policy and the iPad Student Pledge document before the iPad can be issued to their child. Students will be issued an 

Evolution iTunes account. iPads can only be synced with this iTunes account. 

Periodically, students will be required to submit their iPads for “check-in”. These check-ins are an opportunity for the school to ensure that the 

devices are functioning correctly and are being appropriately maintained. All efforts will be made to ensure that check-ins will not interfere with 

the student’s use of the iPad for learning. 



 
Students who graduate early, withdraw, are expelled, or terminate enrolment in Evolution for any other reason must return their individual 

school provided iPad on the date of termination. If a student fails to return the iPad upon termination of enrolment, the school reserves the 

right to withhold school records until such time as the iPad is returned or replacement costs are provided.  

Repairing or Replacing the iPad 

Students will be responsible for any damage to the iPad and must return the iPad and accessories to the school in satisfactory condition. In case 

of any damage, a student is responsible to take the iPad to Tradeline or any authorised Apple Care store to get it repaired. Lost items will be 

charged the actual replacement cost. 

Stolen/Lost Devices 

Any loss/theft of an iPad must be reported to the school office immediately. The school will replace the iPad for the replacement fee. 

iPad Care and Protective Cases 

Students are responsible for the general care and maintenance of the iPad that they have been issued by the school. iPads that are broken or fail 

to work properly must be taken to the school office for an evaluation of the equipment. The iPad is school property and all users will follow this 

policy and the School Acceptable Use Policy. All iPads will be distributed with protective case to protect the iPad from normal treatment and 

provide a suitable means for carrying the device within the school. iPads should always be within the protective case. 

• The iPad screens can be damaged if subjected to rough treatment. The screens are particularly sensitive to damage from excessive pressure on 

the screen. 

• Do not lean on the top of the iPad when it is closed. 

• Do not place anything near the iPad that could put pressure on the screen. 

• Do not place anything magnetic on or near the screen; no cleansers of any type. 

• Do not place anything in the carrying case that will press against the cover. 

• Clean the screen with a soft, dry cloth or anti-static cloth. 

• Do not “bump” the iPad against lockers, walls, car doors, floors, etc. as it will eventually break the screen. 

• Do not leave the iPad in a location where it is extremely hot or extremely cold e.g. inside a car. 



 
• Cables must be inserted carefully into the iPad to prevent damage. 

• iPads must be left in the classroom on the iPad rack during breaks and the room must be locked by the homeroom teacher. 

● iPads must never be left in unlocked or unsupervised in areas including hallways, cars, playground, canteen, etc. 

• Students are responsible for keeping their iPad’s battery charged for school each day and bringing their own power-pack if required. 

• iPad covers must remain free of any writing, drawing, stickers, or labels that are not sanctioned by the school. No labels or stickers may be 

applied to the iPad itself. 

• Any Software malfunctions must be reported to the school’s office. The school will be responsible for fixing software. iPads that have been 

damaged from student misuse or neglect will be repaired with cost being borne by the student. 

• iPads that are lost or stolen must be reported immediately to the school office. 

Using the iPad at School 

As a result of the school’s migration to Google and Microsoft Applications students and staff are now able to access their school-related 

information through the “cloud” computing environment. Therefore, iPads are intended for use at school each day. In addition to teacher 

expectations for iPad use, school messages, announcements, calendars and schedules may be accessed using the iPad. 

Students must bring their iPad to all classes, unless specifically instructed not to do so by their teacher. 

If a student leaves his/her iPad at home, he/she is responsible for getting the course work completed as if he/she had his/her iPad present. If a 

student repeatedly (three or more times as determined by any staff member) leaves the iPad at home, he/she will be required to “checkout” the 

iPad from the Head of Section each morning for one week. In this way, we hope to build the habits necessary to ensure all students are prepared 

each day. 

iPads must be brought to school each day in a fully charged condition. Students need to charge their iPads each evening. Repeat violations 

(minimum of 3 days- not consecutively) of this policy will result in students being required to “check out” their iPad from the Head of Section for 

one week. In cases where use of the iPad has caused batteries to become discharged during the school day, students will be able to use their 

own power bank. 

Screensavers/Background Photos 



 
1. Inappropriate media may not be used as a screensaver or background photo. 

2. The presence of guns, weapons, pornographic materials, inappropriate language, alcohol, drug, gang/hate related symbols or pictures will 

result in disciplinary actions. 

Sound, Music, Photos, Games, or Programmes 

● Games are not allowed during school hours unless as part of the lesson approved by the teacher. 

● Sound must be muted at all times unless permission is obtained from the classroom teacher. 

● Appropriate educational videos may be loaded onto the iPad but should be deleted when no longer needed. 

● Music is allowed on the iPad and can be used at the discretion of the teacher. 

● Photo/image storage on the iPad will be for school projects only. Storage of student personal photos or downloaded images is not 

permitted. 

● All software/Apps provided by the school must be loaded and available on the iPads at all times. 

● Data Storage will be through Google Applications. 

● Students should be mindful of the 32-gigabyte storage capacity of the iPads. 

Printing 

Printing will not be available with the iPad within school. Students may save in their class folder for the teacher to send for printing. 

Networking 

For purposes of security and network manageability, the iPads are equipped with Wi-Fi networking capabilities only and will access the school’s 

network via a managed Wi-Fi connection.  Adding 3G/4G capability is not allowed on the school device. 

Students will be allowed to set up wireless networks on their iPads. This will assist them with iPad use while at home. However, students must 

ensure that they do not adjust settings in such a way as to interfere with the WiFi network use at school. 

Managing Files and Saving Work 

It is strongly recommended that students use Google/Microsoft Applications for document storage and other cloud technologies for storage 

where appropriate. E-mail is an effective way to transfer files. Since the iPads will not be backed up by the school, proper document 

management is important. It is the student’s responsibility to ensure that work is not lost due to mechanical failure or accidental deletion. iPad 



 
malfunctions are not an acceptable excuse for not submitting work. In certain circumstances, students may save work to the home directory on 

the iPad. However, the amount of storage space on each device is limited. 

Software on iPads 

All required instructional and productivity Apps, as well as textbook Apps and online textbooks will be provided by Evolution. The software/Apps 

selected and purchased by the school must be installed and remain on the iPad in usable condition and be easily accessible at all times. 

Specialized software will be loaded on all iPads to manage the loading of Apps. As the result of software updates and as required by curricular 

and productivity needs, upgraded versions of licensed software and/or Apps will be available from time to time. Students must only download 

from the School’s Self-Service.  

Students may be required to check in their iPads for periodic updates and inspection. Students may be selected at random to provide their iPad 

for inspection. Failure to comply may lead to suspension. If technical difficulties occur or inappropriate software/Apps are discovered, the iPad 

will be restored from backup. The school does not accept responsibility for the loss of any software or documents deleted due to a re-format 

and re-image. 

Summer Use of iPads 

All students will check-in their iPads for maintenance and updates during the final weeks of school. The specific date for returning iPads will be 

announced each year. Students who do not return their iPad on the specified date will not be issued school records until it is returned or the 

replacement cost is paid. If requested by their teacher, IGCSE and IB students may check-out their iPads for summer work. All required forms 

must be complete and on file with the IT Department before an iPad can be checked out. 

ACCEPTABLE USE OF TECHNOLOGY 

It is our expectations that all students will be good “digital citizens” when using the iPads and all other technology resources throughout the 

school. All students are required to sign the Acceptable Use Policy and the Student iPad Pledge.  

If a student violates any of the terms and conditions named in this policy, the school Positive Behaviour Management Policy will be applied. In 

certain circumstances suspension/expulsion for students may apply. When applicable, the police may be involved. 

Parent/Guardian Responsibilities 

Parents/guardians should talk to their children about the values and standards that their children should follow on the use of the Internet just as 

you do on the use of all media information sources such as television, telephones, movies, and radio. 



 
School Responsibilities 

• Provide Internet and e-mail access to its students. 

• Provide Internet filtering of inappropriate materials. 

• Instruct the students to Digital Citizenship. 

• Much like school lockers, iPads are school property. As such, the school reserves the right to review, monitor, and restrict information stored 

on or transmitted by the devices. Additionally, iPads may be confiscated at any time to investigate inappropriate use of school technology 

resources. 

• Provide staff guidance to aid students in doing research and help assure student compliance of the acceptable use policy. 

Student Responsibilities 

• Using computers/devices in a responsible and ethical manner as good digital citizens. 

• Obeying general school rules concerning behaviour and communication, online and otherwise. 

• Using all technology resources in an appropriate manner so as to not damage school equipment. 

• Helping the school protect our computer system/device by contacting a teacher or SMT member about any security problems they may 

encounter. 

• Monitoring all activity on their account(s). 

• Turning off and securing iPads after they are done working to protect their work and information. 

• Informing appropriate Administrator of inappropriate use of technology, including inappropriate emails. Students should submit any 

offensive/inappropriate information to a teacher or SMT member. 

• Checking-in their iPads immediately upon request from the school. 

Student Activities Strictly Prohibited 

• Jail-breaking a school iPad 

• Changing pre-set iPad and network settings 



 
• Using another student’s iPad 

• Illegal installation or transmission of copyrighted materials. 

• Any action that violates existing school policy or public law. 

• Sending, accessing, uploading, downloading, or distributing offensive, profane, threatening, pornographic, obscene, or sexually 

explicit materials. 

• Plagiarism 

• Gaining access to other student’s accounts, files, and/or data. 

• Use of the school’s internet/e-mail accounts for financial or commercial gain or for any illegal activity. 

• Use of anonymous and/or false communications. 

• Students are not allowed to give out personal information, for any reason, over the Internet. 

• Participation in credit card fraud, electronic forgery or other forms of illegal behaviour. 

• Vandalism (any malicious attempt to harm or destroy hardware, software or data, including, but not limited to, the uploading or 

creation of computer viruses or computer programs that can infiltrate computer systems and/or damage software components) of 

school equipment will not be allowed. 

• Transmission or accessing materials that are obscene, offensive, threatening or otherwise intended to harass or demean recipients. 

• Bypassing the school Internet web filter through a web proxy. 

• Spamming (sending mass or inappropriate e-mails). 

• Playing unauthorised games 

• Students are not allowed to change the device’s name 

Legal Propriety 

• Students will comply with trademark and copyright laws and all license agreements. Ignorance of the law is not immunity. If you are unsure, 

ask a teacher or parent 

• Plagiarism is a violation of the student Code of Conduct. Give credit to all sources used, whether quoted or summarized. This includes all forms 

of media on the Internet, such as graphics, movies, music, and text. 

• Use or possession of hacking software is strictly prohibited and violators will be subject to appropriate discipline by the school. 

Theft of another student’s iPad by a student will be prosecuted to the fullest extent of the law. 

Protecting and Storing the iPad 



 
Student and staff iPads will be inventoried and labelled by the school. Labels and identifying marks should not be removed. iPads can be 

identified in the following ways: 

• Record of serial number 

• School Label 

• Internal MAC address 

When students are not using their iPads, they should be stored on the iPad rack. When stored in the pigeonhole, nothing should be placed on 

top of the iPad. Students must take their iPads home every day after school, regardless of whether or not they are needed. iPads should not be 

stored in a student’s vehicle at school or at home. 

Under no circumstances should iPads be left in unsupervised areas. Any iPad left in common areas is in danger of being stolen. 

If an iPad is found in an unsupervised area, it will be taken to the main office. The first time this occurs, the iPad will be returned to the student 

upon his/her request. If repeated, there will be escalation. 

 

 

  



 
Evolution International School Student Pledge for iPad Use 

• I will use my iPad in ways that are appropriate, meet the school expectations and are educational 

• I will use appropriate language when using e-mails, journals, wikis, blogs, or any other forms of communication. I will not create, or encourage 

others to create, discourteous or abusive content. I will not use electronic communication to spread rumour, gossip, or engage in any activity 

that is harmful to other persons 

• I will never leave the iPad unattended and I will know where it is at all times 

• I understand that my iPad is subject to inspection at any time without notice and remains the property of Evolution International School 

• I will follow the policies outlined in the iPad Acceptable Use Policy and the iPad Student Pledge 

• I will take good care of my iPad 

• I will protect my iPad by only carrying it while in the case provided 

• I will never loan out my iPad or give my password to other individuals 

• I will not let anyone else use my iPad other than my parents or guardians 

• I will charge my iPad's battery daily and arrive at school with my device charged 

• I will not play games on my iPad during school unless directed by the teacher 

• I will keep food and beverages away from my iPad since they may cause damage to the device 

• I will clean the screen with a soft, antistatic cloth ONLY; no cleaners 

• I will not disassemble any part of my iPad or attempt any repairs 

• I will not remove or deface the serial number or other identification on any iPad 

• I will notify the main office immediately in case of theft, loss, vandalism, or damage to my iPad 

• I will be responsible for all damage or loss caused by neglect or abuse 



 
• I agree to return the iPad, case and power cords in good working condition 

At the end of each school year, students must return their school issued IPads for updates. 

Students who graduate early, withdraw, are suspended or expelled, or terminate enrolment in Evolution International School for any other 

reason must return their school issued iPad on the date of termination. 

I agree to the stipulations set forth in the above documents including Evolution International School iPad Policy, Evolution International School 

Acceptable Use Policy, the iPad Protection Plan and the Student Pledge for iPad Use. 

Student Name (Please Print): _____________________________________________ 

Student Signature: _______________________________________ Date: ______________ 

Parent Name (Please Print):___________________________________________________ 

Parent Signature_________________________________________ Date: ______________ 

 

  



 
E-safety Policy 

Evolution recognises that IT and the internet are fantastic tools for learning and communication that can be used in school to enhance the 

curriculum, challenge students, and support creativity and independence. Using IT to interact socially and share ideas can benefit everyone in the 

school community, but it is important that the use of the internet and IT is seen as a responsibility and that students, staff and parents use it 

appropriately and practice good e-safety. It is important that all members of the school community are aware of the dangers of using the internet 

and how they should conduct themselves online. 

E-safety covers the internet but it also covers mobile phones, laptops, and other electronic communication technologies. We know that some 

adults and young people will use these technologies to harm children. The harm might range from sending hurtful or abusive texts and emails, to 

enticing children to engage in sexually harmful conversations or actions online, webcam filming, photography or face-to-face meetings. There is a 

‘duty of care’ for any persons working with children and educating all members of the school community on the risks and responsibilities of e-

safety. It is important that there is a balance between controlling access to the internet and technology and allowing freedom to explore and use 

these tools to their full potential. This policy aims to be an aid in regulating IT activity in school, and provide a good understanding of appropriate 

IT use that members of the school community can use as a reference for their conduct online outside of school hours. E-safety is a whole-school 

issue and responsibility. 

Cyber-bullying by students will be treated as seriously as any other type of bullying and will be managed through our anti-bullying procedures 

which are outlined in our behaviour policy. 

Making use of IT and the internet in school 

The internet is used in school to raise educational standards, to promote student achievement, to support the professional work of staff and to 

enhance the school’s management functions. Technology is advancing rapidly and is now a huge part of everyday life, education and business. We 

want to equip our students with all the necessary IT skills that they will need in order to enable them to progress confidently into a professional 

working environment when they leave school. 

Some of the benefits of using IT and the internet in schools are: 

For students: 

• Unlimited access to worldwide educational resources and institutions such as art galleries, museums and libraries. 

• Contact with schools in other countries resulting in cultural exchanges between students all over the world. 



 
• Access to subject experts, role models, inspirational people and organisations. The internet can provide a great opportunity for students to 

interact with people that they otherwise would never be able to meet. 

• An enhanced curriculum; interactive learning tools; collaboration, locally, nationally, and globally; self-evaluation; feedback and assessment; 

updates on current affairs as they happen. 

• Access to learning whenever and wherever convenient. 

• Freedom to be creative. 

• Freedom to explore the world and its cultures from within a classroom. 

• Social inclusion, in class and online. 

• Access to case studies, videos and interactive media to enhance understanding. 

• Individualised access to learning. 

For staff: 

• Professional development through access to international developments, educational materials and examples of effective curriculum practice 

and classroom strategies. 

• Immediate professional and personal support through networks and associations. 

• Improved access to technical support. 

• Ability to provide immediate feedback to students and parents. 

• Class management, attendance records, schedule, and assignment tracking. 

For parents: 

● Ease of access to communication with school 

● Ready access to student learning and progress 



 
● Availability of assessments and student reflections 

 

Learning to evaluate internet content 

With so much information available online it is important that students learn how to evaluate internet content for accuracy and intent. This is 

approached by the school as part of digital literacy across all subjects in the curriculum. Students will be taught: 

• to be critically aware of materials they read, and shown how to validate information before accepting it as accurate 

• to use age-appropriate tools to search for information online 

• to acknowledge the source of information used and to respect copyright. Plagiarism is against the law and the school will take any intentional 

acts of plagiary very seriously. Students who are found to have plagiarised will be disciplined. If they have plagiarised in an exam or a piece of 

coursework, they may be prohibited from completing that exam. 

The school will also take steps to filter internet content to ensure that it is appropriate to the age and maturity of students. If staff or students 

discover unsuitable sites, then the URL will be reported to the Director of Digital Learning or any member of the SMT. Any material found by 

members of the school community that is believed to be unlawful will be reported to the appropriate agencies. Regular software and broadband 

checks will take place to ensure that filtering services are working effectively. 

Managing information systems 

The school is responsible for reviewing and managing the security of the computers and internet networks as a whole and takes the protection of 

school data and personal protection of our school community very seriously. This means protecting the school network, as far as is practicably 

possible, against viruses, hackers and other external security threats. The security of the school information systems and users will be reviewed 

regularly by the IT technicians/network manager and virus protection software will be updated regularly.  

Some safeguards that the school takes to secure our computer systems are: 

• ensuring that all personal data sent over the internet or taken off site is encrypted 

• making sure that unapproved software is not downloaded to any school computers. Alerts will be set up to warn users of this 

• files held on the school network will be regularly checked for viruses 



 
• the use of user logins and passwords to access the school network will be enforced 

 

Emails 

The school uses email internally for staff and students, and externally for contacting parents, and is an essential part of school communication. It 

is also used to enhance the curriculum by: 

• initiating contact and projects with other schools nationally and internationally 

Staff and students should be aware that school email accounts should only be used for school-related matters, i.e. for staff to contact parents, 

students, other members of staff and other professionals for work purposes. This is important for confidentiality. The school has the right to 

monitor emails and their contents but will only do so if it feels there is reason to. 

• Staff should only use official school-provided email accounts to communicate with students, parents or carers.  

• Emails sent from school accounts should be professionally and carefully written. Staff are representing the school at all times and should take 

this into account when entering into any email communications. 

• Staff must tell a member of the SMT if they receive any offensive, threatening or unsuitable emails either from within the school or from an 

external account. They should not attempt to deal with this themselves. 

• The forwarding of chain messages is not permitted in school. 

• In school, students should only use school-approved email accounts 

• Excessive emailing will be restricted 

• Students should tell a member of staff if they receive any offensive, threatening or unsuitable emails either from within the school or from an 

external account. They should not attempt to deal with this themselves. 

• Students must be careful not to reveal any personal information over email or arrange to meet up with anyone who they have met online without 

specific permission from an adult in charge. 

Published content and the school website 



 
The school website is viewed as a useful tool for communicating our school ethos and practice to the wider community. It is also a valuable 

resource for parents, students, and staff for keeping up-to-date with school news and events, celebrating whole-school achievements and personal 

achievements, and promoting school projects. The website is in the public domain and can be viewed by anybody online. Any information 

published on the website will be carefully considered in terms of safety for the school community, copyrights and privacy policies. No personal 

information on staff or students will be published, and details for contacting the school will be for the school office only.  

 

Policy and guidance of safe use of children’s photographs and work 

Colour photographs and students work bring our school to life, showcase our students’ talents, and add interest to publications both online and 

in print that represent the school. However, the school acknowledges the importance of having safety precautions in place to prevent the misuse 

of such material. 

On admission to the school parents/carers will be asked to sign a photography consent form. The school does this so as to prevent repeatedly 

asking parents for consent over the school year, which is time-consuming for both parents and the school. The terms of use of photographs never 

change, and so consenting to the use of photographs of your child over a period of time rather than a one-off incident does not affect what you 

are consenting to.  

Using photographs of individual children 

The vast majority of people who take or view photographs or videos of children do so for entirely innocent, understandable and acceptable 

reasons. Sadly, some people abuse children through taking or using images, so we must ensure that we have some safeguards in place. It is 

important that published images do not identify students or put them at risk of being identified. Only images created by or for the school will be 

used in public and children may not be approached or photographed while in school or doing school activities without the school’s permission.  

• Electronic and paper images will be stored securely. 

• Names of stored photographic files will not identify the child. 

• Images will be carefully chosen to ensure that they do not pose a risk of misuse. This includes ensuring that students are appropriately dressed. 

Photographs of activities which may pose a greater risk of potential misuse (for example, swimming activities), will focus more on the sport than 

the students (i.e. a student in a swimming pool, rather than standing by the side in a swimsuit). 



 
• For public documents, including in newspapers, full names will not be published alongside images of the child. Groups may be referred to 

collectively by grade/class name. 

• Events recorded by family members of the students such as school plays or sports days must be used for personal use only. 

• Students are encouraged to tell a member staff if they are concerned or uncomfortable with any photographs that are taken of them or they are 

being asked to participate in. 

• Any photographers that are commissioned by the school will be fully briefed on appropriateness in terms of content and behaviour, will wear 

identification at all times, and will not have unsupervised access to the students.  

Social networking, social media and personal publishing 

Personal publishing tools include blogs, wikis, social networking sites, bulletin boards, chat rooms and instant messaging programmes. These 

online forums are the more obvious sources of inappropriate and harmful behaviour and where students are most vulnerable to being contacted 

by a dangerous person. It is important that we educate students so that they can make their own informed decisions and take responsibility for 

their conduct online. Social media sites whilst in school are prohibited unless they are part of their work and are approved by the supervising 

teacher.  

Social media sites have many benefits for both personal use and professional learning; however, both staff and students should be aware of how 

they present themselves online. Students are taught about the risks and responsibility of uploading personal information and the difficulty of 

taking it down completely once it is out in such a public place. The school follows general rules on the use of social media and social networking 

sites in school:  

• Students are educated on the dangers of social networking sites and how to use them in safe and productive ways. They are all made fully aware 

of the school’s code of conduct regarding the use of IT and technologies and behaviour online. 

• Any sites that are to be used in class will be risk-assessed by the teacher/Director of Digital Learning prior to the lesson to ensure that the site is 

age-appropriate and safe for use. 

• Official school blogs created by staff or students/classes/school clubs as part of the school curriculum will be password-protected and run from 

the school website with the approval of a member of the SMT/DDL and will be moderated by the teacher. 



 
• Students and staff are encouraged not to publish specific and detailed private thoughts, especially those that might be considered hurtful, 

harmful or defamatory. The school expects all staff and students to remember that they are representing the school at all times and must act 

appropriately. 

• Safe and professional behaviour of staff online will be discussed at staff induction. 

Mobile phones and personal devices 

While mobile phones and personal communication devices are commonplace in today’s society, their use and the responsibility for using them 

should not be taken lightly. Some issues surrounding the possession of these devices are:  

• they can make students and staff more vulnerable to cyberbullying 

• they can be used to access inappropriate internet material 

• they can be a distraction in the classroom 

• they are valuable items that could be stolen, damaged, or lost 

• they can have integrated cameras, which can lead to child protection, bullying and data protection issues. 

The school takes certain measures to ensure that mobile phones are used responsibly in school. Some of these are: 

• The school will not tolerate cyberbullying against either students or staff. Sending inappropriate, suggestive or abusive messages is forbidden 

and anyone who is found to have sent a message of such content will be disciplined.  

• Mobile phones can be confiscated by a member of staff, and the device can be searched by a member of the SMT if there is reason to believe 

that there may be evidence of harmful or inappropriate use on the device. 

• Mobile phones must be switched off during school lessons or any other formal school activities unless their use has been approved by the 

teacher. 

• Any student who brings a mobile phone or personal device into school is agreeing that they are responsible for its safety. The school will not 

take responsibility for personal devices that have been lost, stolen, or damaged. 

• Images or files should not be sent between mobile phones in school. 



 
Mobile phone or personal device misuse 

Students 

● Students bringing their own mobile phones must not use them for contacting parents during school hours. Any contact to parents should be 

done through the office. 

● Mobile phones are for personal safety during travel to and from school. 

• Students who breach school policy relating to the use of personal devices will be disciplined in line with the school’s behaviour policy. Their 

mobile phone may be confiscated. 

• Students are under no circumstances allowed to bring mobile phones or personal devices into examination rooms with them. If a student is 

found with a mobile phone in their possession it will be confiscated. The breach of rules will be reported to the appropriate examining body and 

may result in the student being prohibited from taking that exam. 

Staff 

• Under no circumstances should staff use their own personal devices to contact students or parents either in or out of school time. 

● Staff wishing to contact parents should do so through the appropriate channels as outlined in the communication policy. phone calls, if absolutely 

necessary, must be done through the office phones with the full knowledge of an SMT member. 

• Staff are not permitted to take/post photos or videos of students with their devices other than for academic purposes. If photos or videos are 

being taken as part of the school curriculum or for a professional capacity, the school equipment will be used for this. 

• The school expects staff to lead by example. Personal mobile phones should be on ‘silent’ during contact time. 

• Any breach of school policy may result in disciplinary action against that member of staff.  

Cyberbullying 

Cyberbullying, as with any other form of bullying, is taken very seriously by the school. Information about specific strategies or programmes in 

place to prevent and tackle bullying are set out in the behaviour policy. The anonymity that can come with using the internet can sometimes make 

people feel safe to say and do hurtful things that they otherwise would not do in person. It is made very clear to members of the school community 



 
what is expected of them in terms of respecting their peers, members of the public and staff, and any intentional breach of this will result in 

disciplinary action. 

If an allegation of bullying does come up, the school will: 

• take it seriously 

• act as quickly as possible to establish the facts. It may be necessary to examine school systems and logs or contact the service provider in order 

to identify the bully 

• record and report the incident 

• provide support and reassurance to the victim 

• make it clear to the ‘bully’ that this behaviour will not be tolerated. If there is a group of people involved, they will be spoken to individually and 

as a whole group. It is important that children who have harmed another, either physically or emotionally, redress their actions and the school will 

make sure that they understand what they have done and the impact of their actions. If a sanction is used, it will correlate to the seriousness of 

the incident and the ‘bully’ will be told why it is being used. They will be asked to remove any harmful or inappropriate content that has been 

published. They may have their internet access suspended in school. Repeated bullying may result in a fixed-term exclusion. 

Managing emerging technologies 

Technology is progressing rapidly, and new technologies are emerging all the time. The school will risk-assess any new technologies before they 

are allowed in school and will consider any educational benefits that they might have. The school keeps up to date with new technologies and is 

prepared to quickly develop appropriate strategies for dealing with new technological developments. 

Protecting personal data 

Evolution believes that protecting the privacy of our staff and students and regulating their safety through data management, control and 

evaluation is vital to whole-school and individual progress. The school collects personal data from students, parents, and staff and processes it in 

order to support teaching and learning, monitor and report on student and teacher progress, and strengthen our pastoral provision. We take 

responsibility for ensuring that any data that we collect and process is used correctly and only as is necessary, and the school will keep parents 

fully informed of the how data is collected, what is collected, and how it is used. Assessment results, attendance and registration records, special 

educational needs data, and any relevant medical information are examples of the type of data that the school needs. Through effective data 



 
management we can monitor a range of school provisions and evaluate the wellbeing and academic progression of our school body to ensure that 

we are doing all we can to support both staff and students. 

The school will use the following principles of good practice when processing data: 

• ensure that data is fairly and lawfully processed 

• process data only for limited purposes 

• ensure that all data processed is adequate, relevant and not excessive 

• ensure that data processed is accurate 

• not keep data longer than is necessary 

• process the data in accordance with the data subject's rights 

• ensure that data is secure 

• ensure that data is not transferred to other countries without adequate protection. 

There may be circumstances where the school is required either by law or in the best interests of our students or staff to pass information on to 

external authorities. These authorities are up to date with data protection law and have their own policies relating to the protection of any data 

that they receive or collect. 

Consent form for photographs and student work 

Name of child .................................................................. Date of birth ............................................ 

Name of parent ............................................................... 

Evolution believes that celebrating the achievement of children in school is an important part of their learning experience and personal 

development. Taking photographs and videos of students for internal display and displaying student work enables us to celebrate individual and 

group successes as a school community. We would also like to use photographs and videos of the school and its students to promote the good 

educational practice of the school. Children’s full names will never be published externally with their photographs, but may be published internally 

(for example, on display with their work). 



 
By signing this form, you are consenting to the use of images of your child being used in school materials.  

Signed: .................................................................................................. Date: ........ 

  



 
Social Media Policy 

 

Rationale 

The social media policy is to clearly outline the school’s expectations for the use of social media by staff, students and parents to ensure that it is 

used appropriately and is not used to cause annoyance or distress both within and outside school hours. 

Policy 

● Respect is to be shown both online and offline at all times  

● Do not post slanderous, obscene or insulting comments  

● Do not view, post or download illegal, or degrading material  

● Do not post overheard/private conversations without permission of all those involved  

● Do not post work, thoughts or opinions of others without permission.  

● Do not log into, explore, change nor create other students and staff password protected environments  

When inappropriate use of social media has been discovered the school’s senior management team (SMT) should be informed immediately and 

further steps will be taken. Violation of these rules can result in a student being subject to the school behaviour policy, a staff member being 

disciplined, and a parent being cautioned.  

Social safety precautions  

● Protect your personal information by double-checking the privacy settings on social media.  

● Make sure you always log out after you are finished.  

● Ensure that the automatic locks on your devices are enabled and that the lock time if the device is not in use is minimal.  

● Never share your password.  

● Do not open emails or messages that do not look authentic or are sent by people you do not know.  

Identity theft, bullying, stalking  

● Never give out passwords.  

● Never give personal details on-line e.g. address, telephone and holiday plans.  



 
● Never meet with someone you only know online.  

● Never post photographs of yourself or others on-line in an unprotected environment.  

● Students should always inform your parents and/or teacher if something does happen.  

Staff 

● Staff must always show restraint when using social media and separate their private life from school life by customising privacy settings 

plus avoid publishing inappropriate personal information - even if settings are private as they have no control over the setting of their 

friend’s accounts.  

● Staff are personally responsible for anything they publish.  

● Staff should avoid discussing school issues in public forums or on a site which may be accessed by parents/students. 

● Staff posting information/communication in a school capacity must only do so through the school’s approved communication channels. 

● Any information posted through social media on behalf of the school must be approved in advance by the school director.  

● Information through social media channels should be factual and avoid inflammatory statements or arguments. If further discussion of a 

topic should be required, this should be done by meeting through appointment on the school’s premises in the knowledge of the relevant 

Head of Section.  

● School administrators, teachers and board are always a representative of the school.  

● Staff may not publish confidential information on social media.  

● Staff must not argue with a student or parent on social media.  

● All staff must be aware that publications on social media are always discoverable.  

● When inappropriate use of social media is discovered the school director should be informed immediately.  

● Respect is to be shown both online and offline. 

Parents 

● Parents should avoid making inflammatory statements about the school or individual staff members on social media 

● Parents should respect school working hours (07:30-15:30) and not expect to correspond with staff members outside of these times. 

● Parents should avoid arguing with staff on social media. If further discussion is needed regarding a previous communication or issue, 

parents should seek an appointment with the school during work hours. 

 


