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Tomaree High School  

Mobile Device Management Policy 
For the purposes of these procedures, ‘mobile phones and other personal electronic devices’ 
includes smart watches and all other electronic devices (including iPods and other branded tablets), 
as well as their associated listening accessories – such as, but not limited to, headphones, ear pods 
and ear buds.  

1. Ra�onale and objec�ves 

Tomaree High School supports the restric�ons of mobile devices in accordance with the NSW 
Department of Educa�on: Students’ Use of Mobile Phones in Schools policy. Mobile phone use in 
schools can impact student learning and wellbeing. Restric�ng mobile phone use, and associated 
devices, at school aims to increase focus in classrooms, remove distrac�ons and promote posi�ve 
social interac�on, while reducing the poten�al for online bullying. Tomaree High School has strong 
teaching and learning prac�ces to support students in the classroom using various forms of 
appropriate technology, which maximises the benefits and minimises the risks of digital 
environments and prepare students for life beyond school. We foster a safe learning environment 
which supports and enhances each child’s social and emo�onal health through our wellbeing and 
learning support teams.  

Tomaree High School has elected to use the following approach. All mobile phones will be ‘off and 
away’ for the full school day, including recess and lunch. This will mean that students will have a 
responsibility to turn off their phone and store it safely in their school bag for the course of the 
school day. This is an approved NSW Department of Educa�on op�on and will limit unnecessary 
distrac�ons and complement our ongoing approach to ensure every student maximises their 
learning and social growth in a safe and suppor�ve environment. 

2. Exemp�ons and accommoda�ons 

Tomaree High School understands there may be students who have a medical, wellbeing or learning 
need which will require them to access a mobile phone as defined in this plan. Exemp�ons can be 
sought by parents/carers by contac�ng the relevant deputy principal and comple�ng the Mobile 
Phone Exemp�on Applica�on (Appendix C). A leter from a medical professional sta�ng when and 
how the mobile phone is to be used will be required. The deputy principal will work with 
parents/carers and refer the requests to the school’s Learning and Support team (LST). The LST will 
review the request, assign an appropriate case manager and complete a (Appendix E).  

Note: No Phones are to be used for canteen purchases, including by those who have an exemp�on. 

3. Contac�ng students  

Tomaree High School understands there will always be emergencies when parents need to get in 
contact with students or vice versa during the school day. We try to keep this to a minimum, with the 
excep�on of emergencies, to avoid disturbing the students’ learning. Parents and carers can make 
contact with the school through the school office on (02) 49811444. Students will also be able to 
contact parents or carers through the school office if urgent. 
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4. Use of mobile phones or other personal electronic devices 

Students will have their device confiscated if: 

4.1 They are using their device in class (excluding laptops) or in the playground without 
permission. 

4.2 The device is used to harass or in�midate people through any voice call, text message, 
photographic, video, or other data transfer system available on the device. 

4.3 Students use digital devices to disrupt the learning environment or interfere with the 
opera�on of the school. 

4.4 Students use devices to record images, video, or sound without permission. 
4.5 The device has been used to contravene the law. 

5. Student expecta�ons 

5.1 Students may not use mobile phones and other personal electronic devices while on school 
grounds at any �me. ‘School grounds’ extends to school excursions, sports carnivals, and 
other events at the school or off site where an approved school ac�vity takes place, unless 
otherwise advised. 

5.2 Mobile phones are to be ‘off and away’ all day from the �me students enter school grounds 
in the morning un�l they are in the designated bus line area or have le� school grounds at 
the end of the day. This includes before school and at break �mes. 

5.3 Students must switch their smart watch to ‘aeroplane mode’ for the dura�on of the school 
day. 

5.4 Students will comply with reasonable staff instruc�ons outlined in this policy. 
5.5 Students must take full responsibility for any mobile phone or similar device brought to 

school. The school or staff will not be responsible for their loss, the�, or damage. Students 
who bring their devices to school, do so at their own risk. 

5.6 Purchasing at the canteen: students will be required to use a card/cash to pay for purchases 
at the canteen. Students and parents are encouraged to use Flexi Schools to preorder prior 
to coming to school. Phones are not to be used for purchases. 

6. Staff expecta�ons 

6.1 All staff will use best prac�ce behaviour management techniques which where possible: 
6.1.1 Is discretely managed to lessen the chance of student escala�on. 
6.1.2 Provides clear choice with reference to the Tomaree High School Mobile Phone 

Consequence Flowchart (Appendix B). 
6.1.3 Allows for student take up �me to make the right choice. 
6.1.4 Delivered in a calm and respec�ul manner. 

6.2 Office staff enter incident details on to Millennium. 
6.3 For first offence, office staff send scripted text message home. 
6.4 For repeated offences, DP manages incident and contacts home. 
6.5 Staff member, Head Teacher and Deputy Principal add further, necessary details to the 

Millennium incident in a �mely manner. 
6.6 Deputy Principal present at office each a�ernoon to manage students collec�ng phones. 

Note: Staff have indicated an expecta�on of themselves to only use their personal mobile device for 
work related ac�vi�es while on duty and in the presence of student. 
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7. Parent or caregiver expecta�ons 

In accordance with the procedures parents/carers will: 

7.1 Contact the school Front Office to pass on messages rather than contac�ng a student directly 
on their device (for acceptable reasons only, students will be permited to use a phone in the 
front office to contact their parents/carers under the supervision of the Deputy Principal). 

7.2 Understand that the school takes no responsibility for loss or damage to phones or personal 
electronic devices. 

7.3 Work collabora�vely with the school and help reinforce Tomaree High School’s Mobile Device 
Management Policy with their child/ren. 

8. Phone/device management procedures 

8.1 If requested by a teacher or staff member, students will place their mobile phone or 
electronic device into the Phone Breach Envelope (Appendix G). Ini�ally, the envelope will be 
delivered by the staff member to the front office and be stored there for the remainder of 
the day. The incident will be recorded on Millennium and on the Daily Phone Register. 

8.2 Student refusal to comply with staff instruc�ons will result in escala�on through the process 
outlined in THS Mobile Phone Consequence Flowchart (Appendix B). 

8.3 For repeated incidents, consequences may be applied according to THS Mobile Phone 
Consequence Flowchart (Appendix B). These include but, are not limited to: 
8.3.1 Confisca�on of the device un�l the end of the day. 
8.3.2 Confisca�on of the device un�l such �me as their parent or caregiver can atend 

school to collect the device. 
8.3.3 A possible 10 day ban where the phone/device is stored at the Administra�on Office 

each day. 
8.3.4 Issuing of a Formal Cau�on to Suspend, or a Suspension, for persistent failure to 

follow the procedures of this policy and the School’s Behaviour Support and 
Management Policy. 

8.4 It is appropriate to confiscate devices from students when: 
8.4.1 Students have failed to meet the school’s expecta�ons rela�ng to appropriate use of 

mobile phones or other personal electronic devices. 
8.4.2 Have and use phones in contrary to this policy. 
8.4.3 It is necessary to examine the device as there are reasonable grounds to suspect 

inappropriate material may be on the device. Senior Execu�ve will be involved in 
such incidents. 

8.4.4 In cases where students are suspected to have threatened and/or harassed other 
students or staff via a device or where the device has been used to film, take 
photographs, or upload/display inappropriate material. 
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Appendix A. Tomaree High School Mobile Phone Management Procedures 

• Students may not use mobile phones and other personal electronic devices while on school 
grounds at any �me. ‘School grounds’ extends to school excursions, sports carnivals, and other 
events at the school or off site where an approved school ac�vity takes place, unless otherwise 
advised. 

• Mobile phones are to be ‘off and away all day,’ from the �me students enter school grounds in 
the morning un�l they are in the designated bus line area or have le� school grounds. This 
includes before school and at break �mes. 

• ‘Mobile phones and other personal electronic devices’ include smart watches (permited on 
airplane mode) and all other electronic devices (including iPods and other branded tablets), as 
well as their associated listening accessories – such as, but not limited to, headphones, ear 
pods and ear buds.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

First Offence 
Or student does not 

comply with staff 
instruc�on 

Refer to HT 
 

Students follows staff instruction, places phone/device in the phone envelope. 
Staff member takes the envelope to the front office. 
Office staff record the incident on Millennium, sends text message 
home. Staff member should amend to add relevant detail(s). 
Staff member takes necessary/further appropriate ac�ons. 
Office staff records on Daily Phone Register and stores for remainder of day. 
Student returns at end of school day and waits outside front office. 
DP instructs students to enter, collect phones/device. 

Second Offence 
Or student does not 

comply with HT instruc�on 
Refer to DP 

CRT/HT requests student places phone/device in the phone envelope. 
CRT/HT takes the envelope to the front office. 
Office staff record the incident on Millennium, sends text message 
home. CRT/HT should amend to add relevant incident detail(s). 
HT takes necessary/further appropriate ac�ons. 
Office staff records on Daily Phone Register and stores for remainder of day. 
Phone retuned to adult upon nego�ated agreement. 
DP instructs students to enter, collect phones/device. 

Third Offence 
Or student does not 

comply with DP instruc�on 
 

 

DP requests student places phone/device in the phone envelope. 
DP takes the envelope to the front office. 
Office staff record the incident on Millennium, sends text message 
home. CRT>HT>DP should amend to add relevant incident detail(s). 
DP takes necessary/further appropriate ac�ons. 
Office staff records on Daily Phone Register and stores for remainder of day. 
10 Day phone ban nego�ated with pare/carer. 
DP instructs students to enter, collect phones/device. 

Fourth Offence 
Or Student does not 

comply with DP instruc�on 
 

Principal informed 

Relevant student factors considered 
Parents/carers contacted, aim to find resolu�on 
Possible 10 day ban extended, phone stored daily in front office 
Possible Formal Cau�on 
Possible Suspension 
Parent/carer mee�ng, iden�fied support and accountability 
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Appendix B. Tomaree High School Mobile Phone Consequence Flowchart 

At Tomaree High School we appreciate that our students are largely diligent and compliant 
members of the school community. In the event that a student con�nues to breach the 
procedures outlined in this policy, the consequences below will be enacted. 

 

 

Note: A student does not need to move through this flowchart in sequen�al order. 
Depending on the incident severity, a student may escalate through to any step of this 
flowchart. In accordance with the school’s Behaviour Support and Management policy, each 
incident will be assessed on a case by case basis. 

Note: students should reset to the beginning of the flowchart at the beginning of each term. 

 

1st

• Phone confiscated to office for remainder of the day
• P5 incidents will see phone confiscated the next day
• Phone is returned to student at the end of school day
• Refusal escalates to HT/Step 2

2nd

• Phone confiscated to office
• DP to contact parent/carer
• Phone only returned to parent/carer
• Refusal escaltes to DP/Step 3

3rd

• Phone confiscated to office
• DP to contact parent/carer, only returned to them
• 10 day ban, phone signed into office daily
• Parent/carer meeting support and strategies

4th

• Phone confiscated to office
• DP to contact parent/carer, only returned to them
• Possible Formal Caution
• Possible suspension from school
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Appendix C. Tomaree High School Mobile Phone Exemp�on Applica�on 
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Appendix D. Tomaree High School Mobile Phone Informa�on Leter 

 

Dear parents, caregivers and students, 

 

You may have heard recently about the changes to the use of mobile phones in NSW high schools 
beginning in Term 4, 2023.  

Tomaree High School acknowledges the benefits of using various forms of appropriate technology to 
support teaching and learning. Whilst this may minimise the risks of digital environments and 
prepare students for life beyond school, we also recognise that incorrect use may cause harm. We 
are commited to suppor�ng our students to use technology in a safe, responsible and respec�ul 
way, to enhance student learning and engagement.  

During Term 4 we will be trialling the use of the ‘Off and Away’ strategy at Tomaree High School. This 
means that student will be required to turn their phone off and store it in their bag for the en�rety of 
the school day. Some schools are using the terminology of ‘gate to gate’ which is a good way to think 
about it. 

Important changes coming in Term 4 

• Mobile phones will not be used during school hours, including break �mes such as lunch and 
recess, as well as during school excursions. However, you will always be able to contact your 
child in an emergency via the front office.  

• Phones can not be used to purchase food at the canteen, students will need cash/card. 
• Students will need a physical copy of their �metable from Term 4 onward. 
• Students will s�ll be able to carry their phones while travelling to and from school. 
• School staff can allow students to use their mobile phones in specific circumstances, such as 

for an educa�onal purpose, for their wellbeing or to support students with specific needs. 
• Individual student requests for exemp�on will be assessed and considered by the school for 

medical and learning needs. 
 
During the remainder of Term 3 we will be implemen�ng Phones Off Fridays to help support student 
adjust to managing school life without access to their phones. Where possible, please encourage 
students to know their �metable, have cash/card for the canteen and to store their phone in their 
bag. This will be a suppor�ve approach with no puni�ve consequences taken. 
 
Considera�ons for exemp�on 

If you have concerns about your child not having access to a mobile phone, we would be happy to 
discuss this further with you. Students with special needs, including medical and learning needs, may 
apply for an exemp�on. These will be considered on a case-by-case basis. 

Parents/carers wishing to apply for an exemp�on should contact the relevant deputy principal who 
will manage requests for exemp�on. They will be granted in consulta�on with teachers, students and 
families, and require an applica�on and agreed implementa�on plan, which will be completed during 
this consulta�on process. 
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We will be upda�ng our school website with addi�onal informa�on as the beginning of Term 4 
approaches. If you have any ques�ons or concerns, please contact the relevant year group deputy 
principal. We look forward to working with you to implement these changes in our school.  

 

Sincerely, 

Paul Baxter 

Principal 
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Appendix E. Tomaree High School Mobile Exemp�on Plan 
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Appendix F. Tomaree High School Mobile Exemp�on Pass 

Technology Exemp�on Pass 
Student: 

Dates valid: 
 

Review date: 
 

Technology provision/s: 

Co
nd

i�
on

s o
f u

se
 

Mild: 

Moderate: 

De-escala�on: 

Student Signature: 
 

DP Signature: 
 

 

Appendix G. Tomaree High School Mobile Phone Breach Envelope 

Mobile Phone Breach 
Student Name Year 

Staff Name Date/Time 

Phone Condi�on: indicate any damage 

 
Check: 

� Phone is turned off 
� All personal items are removed from phone/case (cards, 

money, etc) 
Student Signature Staff Signature 

Collec�on Name, Signature, Date and Time 



THS  Mobile Device Management Policy  12 
  

Appendix H. Tomaree High School Mobile Phone Parent Message Script(s) 

 

First Offence Text Message 

Please be advised that #NAME phone has been sent to the front office for the remainder of the 
school day for breaching the school’s Off and Away mobile device management policy. They can 
collect their phone at the end of the school day. A second offence this term will require an adult to 
collect the phone. If you would like further details please contact the school on 49811444. 

First Offence Text Message – Period 5 

Please be advised that #NAME was in breach of the school’s mobile device Off and Away policy 
during Period 5 today. They will be expected to hand in their phone to the front office on the next 
school day. If you would like further details please contact the school on 49811444. 

Second Offence Text Message 

Please be advised that #NAME as had their phone confiscated for the second �me this term. The 
phone will be stored in the front office un�l an adult is able to collect it. Deputy Principal #NAME will 
contact you soon to make necessary arrangements. Alterna�vely, please contact the school on 
49811444 at your convenience.  

Refusal Text Message 

Please be advised that #NAME was in breach of the school’s Off and Away mobile device 
management policy today. Unfortunately, they refused to comply with staff direc�on to surrender 
their phone. The phone has since been confiscated by school execu�ve and is now stored in the front 
office. It will need to be collected by an adult at an arranged �me. Deputy Principal NAME will 
atempt to contact you shortly. 
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Appendix I.a. Tomaree High School Mobile Phone Classroom Poster 
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Appendix I.b. Tomaree High School Mobile Phone Classroom Poster 
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Appendix I.c. Tomaree High School Mobile Phone Classroom Poster 
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