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Christmas Hills Primary School 

SOCIAL MEDIA AND PORTABLE ELECTRONIC DEVICE POLICY AND PROCEDURES 

October 2019 

 

POLICY STATEMENT  

Christmas Hills Primary School and its employees participate in online social media applications for educational and 

publicity purposes. We follow the Department’s Guidelines for Social Media in Schools. Social media and photography in 

our school environment provide an opportunity to engage and interact with our various audiences such as parents, 

students, staff and the wider community and keep our parent community informed of events and activities taking place 

throughout the day within our School. 

Portable Electronic Devices (PEDs) are a valuable learning tool in our classroom environment. As a school we 

acknowledge the importance of allowing our students the opportunity to become proficient in the use of these tools as 

a means of allowing them to prepare for future learning and life experiences. We also recognise and value the 

opportunities these devices provide for multi-modal learning experiences and their potential for allowing students to 

develop understandings of key concepts in a way that meets their learning needs. 

PEDs also have photographic and film capability that provide us with important opportunities to capture Student 

learning and progress within the context of our classrooms and playground and also on Excursions, Camps and other 

Activities. Christmas Hills Primary recognises the importance of ensuring that film/photographic material containing 

the image of Students and Staff be used exclusively for educational purposes and in a way that upholds the Rights of 

the Child and adheres to Child Safety Standards and guidelines as set out in the School’s ‘Child Safety Policy and Code 

of Conduct’.   

Policy Aims 

 To provide enhanced risk control and security of Portable Electronic Devices. 

 To provide clear information for Parents regarding the use of personal Portable Electronic Devices 

 To provide guidelines for Student use of Portable Electronic Devices. 

 To provide guidelines for the use of Portable Electronic Devices for photographing Students and Staff and the 
appropriate uses and publication of such photographs or films. 
 

Implementation: 

For the purposes of this policy, Portable Electronic Devices include (but may not be limited to): 

 Staff personal mobile phones, laptops and iPads/tablets 

 Student personal mobile phones, laptops and iPads/tablets 

 School-owned or DET provided/leased mobile phones/laptops and iPads/tablets 

 
For the purposes of this policy, Social Media includes (but may not be limited to): 

 The School Website 

 The School Official Facebook page 

 The School Twitter account 
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Social Media and PEDs: Educational Guidelines  

Christmas Hills Primary School uses social media as an educational tool, aiming for the following student learning 

outcomes: 

 To provide students with skills in using ICT for creating, communicating and visualising thinking; and 

 To provide students with skills in cyber safety, empowering them to conduct themselves appropriately online in 

order to stamp out cyber-bullying. 

 To enable staff to capture visual evidence of academic and social outcomes or understandings in our students for 

the purpose of informing their reports and compiling student portfolios. 

 

The school endorses and will continue to implement student use of Google Apps for Education and other appropriate 

educational websites such as (but not limited to) Mathletics and Literacy Planet. The school will continue to advise 

students and parents of the dangers and legalities associated with social media platforms such as Facebook, Kik, Tumblr 

and Twitter; and of appropriate ways to use mobile and computer devices. 

 

Social Media and PEDs: Publicity Guidelines 

Christmas Hills Primary School uses social media for publicity purposes. The school has established and maintains an 

official Facebook page and an official Twitter account. 

The purpose of the school’s social media presence is to: 

 Maintain timely and vibrant communications with the school community through ‘live’ news feeds on Facebook 

and Twitter. The news feeds feature reminders, articles, photos and video. 

 Promote the school’s values, events, profile and programs to the wider community. 

 Promote and model safe and responsible use of social media. 

 Maintain regular contact with parents and work to provide them with insight as to the everyday experiences of 

their children in our school. 

The social media accounts are maintained and updated regularly by Staff in consultation with the Principal. The Staff and 

Principal may use mobile devices to update the pages throughout the day, and are available to moderate and edit 

comments that may appear on the page/feed. 

 

We value cyber-safety at the school and as such we have strong privacy management protocols in place: 

 Privacy settings are enforced to ensure the pages are accessed through a subscription model (i.e. ‘Like’ the 

Facebook page, ‘follow’ the Twitter feed). 

 Only the Staff or Principal can upload or post on behalf of the school. 

 Ambiguous or unwanted comments that appear on the pages are removed promptly. 

 Any account posting content/comments that are in breach of this policy or any contextual policies noted within 

will be reported to Facebook as abusive and in severe cases the police contacted  

 Children are never identified by full name on the pages 

 Only students that have signed consent from their parents/guardians will be featured on Facebook or the School 

Website. 
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School Staff and Social Media 

The following five standards apply to employees’ work use and personal use of social media at any time, when it has a 

clear and close connection with the Department. The Department will enforce these five standards as and when 

appropriate:  

 Always follow relevant department policies including the School’s Child Safe Policy and Child Safety Code of 

Conduct.  

 Do not act unlawfully (such as breaching copyright) when using social media.  

 Make sure your personal online activities do not interfere with the performance of your job.  

 Be clear that your personal views are yours, and not necessarily the views of the Department.  

 Do not disclose confidential information obtained through work. This includes all information stored in the 

Christmas Hills Primary School Google Drive. Information in the staff folder ‘Christmas Hills Primary Staff 

Folio’ is not to be shared, distributed or copied in any way without the express written permission of the 

Principal. This includes all planning documents and meeting minutes. 

 

Audience and applicability  

The terms and conditions contained in this policy document apply to all Christmas Hills Primary School Staff, Parents and 

Students and all casual, temporary and contract staff.  

This policy should be read and interpreted in conjunction with:  

• Using Social Media: Guide for DEECD Employees in Schools  

• Public Administrations Act 2004 (Vic) and the VPS Code of Conduct made under that Act, which applies to 

the public sector;  

• Part 2.4 of the Education Training and Reform Act 2006 and any relevant Ministerial Order made under that 

Act which applies to the teaching service;  

• Information Privacy Act 2000;  

• Relevant policies including the School’s Child Safe Policy and Child Safe Code of Conduct, Acceptable Use 

Policy for the Department’s ICT Resources and Professional Codes of Conduct such as the Victorian Teaching 

Profession Code of Conduct.  

 

Responsibilities and delegations for School Staff and Volunteers for use of Social Media and PEDs.  

The Principal is required to ensure this policy is understood by Staff and Volunteers working within the school.  

All Staff, Parents and Community Members are responsible for ensuring the procedures set out on Page Four of this 

document are followed and adhered to at all times.  
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SOCIAL MEDIA AND PEDs PROCEDURES 

Procedure: WHO 

DOES IT 

WHAT HAPPENS 

Storage of PEDs 

at the end of 

each school 

day.  

 

Classroom 

Teachers 

All Portable Electronic Devices to be properly packed in any storage cases or covers. 

Items are to be taken to the Filing Storage Room and locked in their relevant cabinets at the 

conclusion of the School Day by either Staff or Students. Classroom Teachers are to ensure 

items that were in use in their classroom, have been properly secured before departing for 

the day. 

Notification of 

damage/loss of 

School Portable 

Electronic 

Devices 

 

All Staff or 

Students 

 

The Principal is to be notified at the next break, or before or after school of any damage or 

loss of any School PEDs.  

Any information regarding how the incident occurred is to be recorded in the Principal’s 

Diary. 

Where the item is damaged, the Principal or Business Manager will liaise with the Technician 

to arrange repair if possible.  

Lost or stolen 

PEDs 

Principal 

 

Where the cause of loss is unable to be determined, the Principal and Business Manager will 

liaise with our Insurer to arrange a replacement. 

Where it is possible to clearly identify the perpetrator of loss or theft, disciplinary measures 

may be implemented. For Students, this may include Suspension, as set out in the Guidelines 

for Suspension. For Staff, the relevant Ministerial Orders would be considered 

Student 

Personal PEDs  

Students 

and 

Parents 

The School does not allow Students’ to use PEDs or bring them to school unless for a specific 

purpose and by written agreement with the Principal. 

Where students do bring personal PEDs to School, they are to be handed to a staff member 

and kept in the office during school hours. 

Parents are reminded that the School has no responsibility for any loss or damage to Student 

PEDs and will not engage in any investigation of such occurrences.  

Staff Personal 

PEDs (or DET 

provided 

devices) 

All School 

Staff 

 

Staff Laptops provided by DET are required to be used for classroom teaching and learning 

purposes. Staff should ensure that all content stored on their Laptop is appropriate and 

relevant to their work in the School.  

Staff Laptops are to be stored securely at all times at School and outside of School Hours. 

Staff Personal Mobile Phones/Tablets are able to be brought to school, however the School 

does not accept responsibility for any loss/damage to such items. 

Photography of 

Students or 

Staff with PEDs 

All Staff 

and 

Students 

Under no circumstance are Student personal PEDs to be used for photographing Students or 

Staff without their written consent and that of their Parents (in the case of Students). 

Staff and Volunteers may use their personal PEDs to film or photograph Students or other 

Staff within the classroom or playground for educational purposes under the following 

conditions: 

 Students or Staff are notified verbally that they are going to be filmed/photographed.  

 All film/photographic material containing images of Students or Staff is to be transferred 
before the next working day to the School’s Secure ‘S’ drive. Alternatively, Staff or 
Volunteers may email or text the material to the Principal if unable to access this drive (due 
to being out of the School) for example) for secure storage 

 Once this has been done, all such material is to be deleted from Staff or Volunteer PEDs 
immediately. 

 At no time may Student or Staff photos be shared externally (for example, newspapers or 
the School Website) without written consent from the Parents. 

 Staff or Volunteers may email or text Parents film/photographs of their child directly for 
communication purposes or special celebrations, but may only do so if it does not contain 
images of other Students or Staff. 



 

Page 5 of 5 

 

Evaluation 

This policy will be reviewed annually as part of the School’s Period Cycle of Review 


