
BOURNE COMMUNITY COLLEGE 

Dealing with Mobile Phone infringements – a guide for tutors and teachers 

 

Tutors and Teachers 
Remind students that whilst on school grounds mobile phones must be turned off and placed in bags. Any student without 
a bag must hand their phone in for safe keeping. 
 

Initiate the following procedure in the case of any infringement: 
 
 
 

 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

            Outline responsibilities for key staff 
 

Staff Role 
Oversight 

by 

Form Tutor 

Remind students that whilst on school grounds mobile phones must be turned off and 
placed in bags. Any student without a bag must hand their phone in to Finance for safe 
keeping, to be collected and signed for at the end of the day. Remind students that if 
parents need to contact their child in an emergency they must telephone the School 
Reception. Conversely, if students need to contact home urgently (i.e clubs cancelled), 
they must do it through their Leader of Year/Reception 

LoY 

LoY 
Deal with persistent infringements if parents and students have failed to respond 
appropriately to the actions of the Form Tutor. Respond to general enquiries from 
parents 

SLT 

Teachers 
Remind students that whilst on school grounds mobile phones must be turned off 
and placed in bags. Any student without a bag must hand their phone in for safe 
keeping. 

Curr. 
Leader 

 

Confiscate the phone and place 

in an envelope marked with 

student name, form group, date, 

time and name of staff member 

involved. Hand phone in to 

Finance Office who will record all 

details on a spreadsheet 

Student collects phone from Finance 
at the end of the school day and 

signs to confirm receipt 

Confiscate the phone and place in an 
envelope marked with student name, 
form group, date, time and name of staff 
member involved. Hand phone in to 
Finance Office. 
LoY contacts parents via email, phone or 
text to arrange for them to collect and 
sign confirming receipt at the end of the 
school day 

2nd and subsequent  

infringements 

1st infringement 


