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Post-16 Staff Mobile Communication Policy

Policy Statement
Wickselm House Learning Centre recognises that post-16 young people on our roll are developing increased independence and preparing for further education, employment and adulthood. Appropriate communication between staff and post-16 young people can support successful transitions, promote independence and ensure timely support with learning and administrative matters.
This policy outlines the appropriate use of staff work mobile telephones for communication with post-16 young people whilst maintaining professional boundaries, safeguarding and data protection.

Purpose
The purpose of this policy is to:
· support post-16 young people in developing independent communication skills;
· provide timely guidance regarding education, learning and transition planning;
· maintain clear professional boundaries between staff and students;
· ensure all communication is safe, appropriate and recorded where necessary;
· comply with safeguarding, GDPR and professional conduct requirements.

Scope
This policy applies to:
· all Wickselm House employees using an authorised work mobile telephone;
· all young people accessing post-16 provision;
· students who have recently transitioned from Wickselm House where ongoing agreed support is in place.
This policy does not apply to personal staff mobile numbers and must not be used for correspondence with post-16 young people.


Appropriate Reasons for Contact
Students may contact designated staff using authorised work mobile numbers for matters relating to their education and transition, including:
Learning Support
· clarification regarding learning activities or coursework;
· requests for resources;
· submission of agreed work or evidence;
· support with revision or independent study;
· questions relating to functional skills or accredited qualifications.
Post-16 Transition Support
· college applications;
· apprenticeship enquiries;
· training providers;
· supported internships;
· careers guidance appointments;
· transition meetings;
· transition paperwork;
· enrolment queries.
Administrative Matters
· attendance queries;
· timetable information;
· examination dates;
· examination access arrangements;
· exam entry queries;
· results collection information;
· requests for documentation or reports.
Wellbeing Check-ins

Where agreed as part of a student's support plan, staff may undertake brief wellbeing check-ins to support engagement with education or transition planning. These conversations should remain educational in focus and should not replace therapeutic or crisis support services.

Methods of Communication
Communication may take place via:
· telephone call;
· text message (SMS);
· email.
No communication should occur using:
· personal mobile numbers;
· personal social media accounts;
· private messaging applications not authorised by Wickselm House.

Communication Hours
Staff work mobiles are monitored during normal working hours only.
Expected availability is:
Monday to Friday
8am – 6:00pm
Messages received outside these hours will normally be responded to on the next working day.
Students should not expect an immediate response.
There is no expectation that staff will respond during evenings, weekends, holidays or periods of leave.

Professional Boundaries
All communication must remain professional, respectful and directly related to education or transition support.

Staff will not engage in:
· social conversations unrelated to education;
· personal friendships;
· communication via personal social media;
· discussions outside their professional role;
· inappropriate or offensive messaging.
Students are expected to communicate respectfully at all times.
Inappropriate communication may result in communication arrangements being reviewed.

Safeguarding
If a student discloses information that raises a safeguarding concern through text message, email or telephone, staff will follow Wickselm House Safeguarding Procedures immediately.
Students should be reminded that work mobile numbers are not emergency contact numbers.
If a student is:
· at immediate risk;
· experiencing a mental health crisis;
· in danger;
they should contact emergency services (999), NHS 111, their parent/carer, or another appropriate emergency support service.
Safeguarding concerns arising from communications will be recorded on CPOMS in line with school procedures.

Confidentiality and GDPR
Communication will be conducted using authorised Wickselm House devices.
Staff will:
· protect student confidentiality;

· store information securely;
· avoid sharing personal information unnecessarily;
· ensure communication complies with UK GDPR and Data Protection legislation.
Relevant communications may be retained where they relate to safeguarding, attendance, examinations or educational support.

Supporting Independence
Where appropriate, staff will encourage students to:
· contact colleges independently;
· arrange appointments themselves;
· complete application forms with guidance rather than staff completing them;
· develop confidence in communicating with professionals.
Support will be gradually reduced where appropriate to promote successful preparation for adulthood.

Expectations of Post-16 Young People
Students are expected to:
· use staff work mobile numbers appropriately;
· communicate respectfully;
· keep messages related to education support;
· avoid repeated messaging where a response has not yet been received;
· understand that staff are unavailable outside working hours.

Withdrawal of Access
Access to staff work mobile communication may be withdrawn where:
· communication becomes inappropriate;
· professional boundaries are repeatedly disregarded;
· 

· safeguarding concerns indicate an alternative communication method would be safer.
Alternative communication methods will be discussed with the young person and, where appropriate, parents/carers.

Monitoring
The use of work mobile communication will be reviewed by the Senior Leadership Team to ensure:
· safeguarding compliance;
· professional standards;
· effectiveness in supporting post-16 learners;
· adherence to data protection requirements.

Related Policies
This policy should be read alongside:
· Safeguarding and Child Protection Policy
· Staff Code of Conduct
· Behaviour Policy
· Data Protection (GDPR) Policy
· Online Safety Policy
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