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Photograph Procedure
When a child starts at Ridgeway Under Fives their parents are asked to sign a consent form allowing staff to take photographs of children during pre-school sessions.

All staff will be made aware of any parents who have not signed the consent form via the additional information list and that child will not be photographed.

If any photographs taken are to be used for advertising, use on the website or publicity purposes an additional specific consent form will be required to be signed by the parents of the children involved before they are passed on to any third party

Any photographs taken will remain the property of Ridgeway Under Fives pre-school and will not be given out to anyone other than the child’s parents or carers unless consent has been specifically obtained.

At other times such as sports day, parties or nativities etc. any parents wishing to take photographs or videos of their child will only be allowed to do so with prior consent from all other parents or carers of children taking part.

We ask that photographs containing images of other children are for personal use only and wherever possible are not shared or published.

Staff will notify the supervisor immediately if they see any other persons other than staff members taking photographs of the children.

In this event, children will be removed from the vicinity and the person will be challenged. If concern is raised about any persons taking photographs of the children, parents or carers and the police will be informed.
Photographs are only taken on the setting’s digital camera/iPad and used for the Learning Journeys, photo album and displays.  Personal mobile phones are kept in the kitchen and never used for this purpose.  Wherever possible the photographs are printed off in the setting.
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· Amendments must be made to all copies.

· The amended section in the main text must be identifiable i.e.

· For paper copies use red ink and ensure any crossed out text can still be read.

· For electronic copies use ‘track changes’ to highlight amendments

· Amendments must by authorised by the document author.

· Major changes require a full review and possibly a new version.

· The amendment form should be cleared on production of a new version.
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