
 

 

 

 

 

 

Digital and Social Media Policy 

 

 
 

MACS are committed to ensuring the protection and safety of children, young people, staff and 

clients in our use and supervision of digital information and media access. 

 

We have adopted safe procedures for mobile phones, internet access and multimedia equipment that 

include Wireless, Bluetooth and 3G/4G access with children, young people and staff. We also aim to 

maintain data protection practices when transmitting digital information to clients. 

 

Policy adopted by the Board of Directors of MACS on 

 

Date Policy adopted:          09 Sep 2008 

 

Date Policy Reviewed:       07 October 2008 after parental consultation. 

Date Policy Reviewed:       13 January 2010  

 

Policy Amended:         21 June 2013  

Policy Amended:         30 November 2015               

 

 

Signature:     Penny Anderson 

 

Position:       Director 

 

 

Signature:    Mary McDowall 

 

Position:      Director 

 

 

Signature:     Elaine Croll 

 

Position:       Director



 

 

 

 

Digital and Social Media Procedures 

 

Children and young people’s access to digital information and social media  

 
Recent surveys indicate that 1 in 5 children have experienced some form of bullying from 

receiving mobile phone texts or emails through social networking sites or the internet e.g. 

Facebook, MSN and Instagram. We do recognise that many children and young people are 

responsible whilst using mobile phones, mobile devices with media or games equipment that 

can access internet access or social networking sites. However, we believe that through 

providing information and workshops to children and young people on potential dangers that 

exist and how to combat them, we can ensure that Cyber Bullying and its impacts are 

minimised. We also have an obligation to ensure children are safe from harm from images 

and data that is not appropriate to their age and stage of development. 

 

At MACS we believe that to ensure children are safe we ask that no child brings their mobile 

phone out at MACS without the express permission of a senior staff member. We ask that 

you and your child adhere to the following: 

 

 If your child attends High School and makes their own way to MACS during term 

time, we will have an arrangement with yourself if your child has a mobile phone. If 

we are concerned when your child does not turn up at MACS by the agreed time, this 

enables us to contact them on their phone to find out reasons and establish where they 

are. It is important that the MACS project number is also stored on the young person’s 

phone so that they may contact us in the event of an emergency.   However, when they 

arrive at MACS they will be required to turn it off and store it safely in an agreed 

place at the project. If you need to speak to your child in the event of an emergency 

they can be contacted by calling the Project landline or mobile. 

  

 If any child brings their mobile phone to MACS, they will be asked to turn it off and 

given the option to put it in their bag or give to a Senior Staff member for safekeeping. 

If there is a reason for a child or young person to use their phone or other media 

equipment this will always be on a daily agreement with a senior staff member and 

will be monitored. This will be at the managers’ discretion in each project. 

 

 We discourage children from bringing their own mobile devices, handheld games with 

cameras or 3G/4G connections to MACS at any time.  If you wish your child still to 

bring in any mobile devices or handheld equipment to MACS during term time or 

holidays, you and your child will be asked to sign an ICT agreement. The parent form 

details the safe conditions of use your child is expected to follow and the agreement 

that MACS does not accept responsibility for equipment brought to projects. The form 

for children and young people also advises responsible use of equipment whilst at 

MACS including netiquette and keeping themselves safe.  



 

 

 If the mobile equipment has a camera, we will ensure the camera is covered over with 

tape (Micropore) before use at MACS. Photographs should not be taken of staff, other 

children and parents at any time, especially without permission. It is also you and your 

child’s responsibility to ensure the games and downloaded media is appropriate for 

your child’s age group. Instant messaging between media which includes linking up 

through equipment will not be permitted. We cannot allow children and young people 

to use media storage devices as they may unknowingly contain virus material. We will 

provide Areas during the holiday service for the children to book in and out of with 

staff. There may be limited opportunities within projects during term time for older 

children to safely use digital and mobile equipment within the school where the 

project is located. Some children are able to access school computers with their school 

log on. The rules that apply within school for safe responsible use also apply whilst at 

MACS.  

 

 We will ensure that we include regular talks and workshops with children and young 

people about how to keep themselves safe and appropriate conduct whilst interacting 

with other children and young people. This will include the situations that they could 

find themselves in when using social networking services or by having mobile phones 

or games equipment with Bluetooth, Wireless facilities or internet access. 

 

 We will display tips from groups such as Respect Me and Stop Text Bully that will 

provide children with techniques to keep themselves safe and how to report texts or 

emails that are threatening. Texts or emails that are considered Cyber bullying are 

covered in the Communications Act 2003 and could result in a Breach of the Peace 

charge. In some cases these have been considered that communication can constitute 

threatening behaviour. 

 

 At MACS any incidences of cyber bullying that occurs whilst at MACS would be 

dealt with according to our Promoting Positive Behaviour Policy. We do believe that 

these incidences should be minimal by the effective use of the above procedures. 

 

 We will provide information on sites that can offer parents further advice and 

guidance as and when we become aware of them. 

 

e.g.  Respect Me:   www.respectme.org.uk 

  Stop Text:   www.stoptextbully.com 

                                   www.thinkyouknow.co.uk 

Start the school year safely: http://www.internetmatters.org/back-to-

school/?gclid=CJey5tSduMkCFRNmGwod608HWQ 

           Kids Smart Interactive Site:  http://www.kidsmart.org.uk/ 

 

 

 

 

 

http://www.respectme.org.uk/
http://www.stoptextbully.com/
http://www.thinkyouknow.co.uk/
http://www.internetmatters.org/back-to-school/?gclid=CJey5tSduMkCFRNmGwod608HWQ
http://www.internetmatters.org/back-to-school/?gclid=CJey5tSduMkCFRNmGwod608HWQ
http://www.kidsmart.org.uk/


 

 

 Partnership with Parents, Carers and Guardians  

 

As there are many benefits from children and young people using the internet and digital 

media we wish to ensure that a mutually understood set of principles exists between MACS 

and parents, carers or guardians. 

 

MACS will endeavour to ensure that any content children and young people access will be 

appropriate however, it is not possible to guarantee this. Should your child come into contact 

with inappropriate material you will be advised accordingly and support offered it required. 

It is important that MACs and parents have regular discussions with children and young 

people about their online presence and how to keep safe. This reduces the risk of children 

and young people becoming vulnerable whilst online. 

 

Ensuring that your child understands the appropriate use of any digital media and internet 

access supports the staff at MACS and enables a consistent approach to managing social 

rules and boundaries. This includes reminding them not to initiate contact with staff members 

to ‘friend’. If a child or young person does misuse access to the internet or social media we 

will discuss with you next steps which may involve restricted or no access to these resources.  

 

Parents, carers and guardians will inform staff if there are any concerns with the use or 

access to digital or social media either at MACS or from elsewhere (e.g. home or school) that 

may affect their child. 

 

We recognise that parents, carers’, guardians may wish their child to be in contact with them 

during their time at MACS (particularly in the school holidays where care hours are longer). 

We ask that children are encouraged to speak to MACS staff before using mobiles to contact 

parents so that we can advise appropriately or address any concerns your child may have. 

 

When we communicate with parents, carers, guardians we will endeavour to ensure data of a 

private nature (addresses, contacts etc.) are treated with security and confidentiality. On 

occasions where information cannot be transmitted securely you will be advised in order that 

your preferred method of receiving information is discussed. 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

    Staff procedures with social and digital media 

 

 All staff at induction are informed of regulations relating to child protection and codes 

of work practice. Personal mobile phones should be switched off when they arrive at 

MACS before they start their shift.   They will be advised of a safe place to put their 

belongings by senior staff.   If a staff member needs to make an urgent call or receive 

a call they will be advised that MACS phone lines can be used for this purpose. 

 

 We will provide training for all staff on safe use of Social Media sites as well as the 

potential dangers of cyber bullying and what steps to take with children to support 

them through situations including informing parents of any incidents that occur.  

 

 Staff are regulated by both the Care Inspectorate and under codes of work practice 

from the SSSC (Scottish Social Services Council) that highlight best practice when 

using social media sites. Online presence can be beneficial for its rich resources for 

professional networking and research and staff should ensure that they do not identify 

their workplaces (with the exception of LinkedIn or other similar professional 

networks) or any client group in discussions (this includes professional networks) nor 

bring the company name into disrepute. 

 

 Staff should always follow a common sense approach to online netiquette which 

reflects the nature of the professional body they are registered with. This includes 

respectful content at all times whether in private or professional discussions. Making 

remarks that are considered offensive or can be perceived as aggressive could have an 

effect on professional registrations and may result in disciplinary action. 

 

 Staff may not take photographs or record video of children on personal devices. Any 

research or professional work that requires images must have the express permission 

of both the company and the parents or guardians of any children being depicted. 

 

 At induction staff must advise conflict of interests with social media applications if 

they have ‘friended’ a child 16 years or under (that is known to them personally e.g. 

family friend, relative). This only applies if the child and their family are clients of 

MACS. Staff must consider child protection as part of the values of their professional 

registration and postings that young people have access to should not conflict with 

these standards. The staff member must provide evidence of permissions from a 

parent or guardian that it acceptable for them to ‘friend’ their child. 

 

 Staff who use the office as a work base either on a regular basis or temporary basis 

must consider the appropriateness of material viewed or downloaded in relation the 

working environment of the company. 

 

 


