
Off and Out of Sight  
 

 

 

Electronic Device and Earphone Policy 
GOLDEN RULE: Off and out of sight at all times (except at recess and 

lunch) unless the teacher has given you permission to use it for a 

legitimate educational purpose.  

 

If you have your devices out in class, your teacher will ask you to put your 

device away.  

 

If you refuse to do this, the teacher will confiscate your devices and will 

record the incident in Sentral and a Suspension Warning notification will 

be generated for failing to comply with school policy.  

 

Your devices will be held for the day at the Front Office and you can pick 

them up at the end of the day.  

 

Failure to surrender your devices when requested by the teacher will be 

recorded as a separate record in Sentral as disobedience. Further 

disciplinary action may result from this.  

 

On the second incident of device misuse, the incident will be recorded in 

Sentral and a Suspension notification will be generated for failing to 

comply with school policy.  



Off and Out of Sight  
 

 

 

Electronic Device and Earphone Policy Teacher Instruction 

GOLDEN RULE: Off and out of sight at all times (except at recess and 

lunch) unless the teacher has given you permission to use it for a 

legitimate educational purpose.  

 

  

 

 

 

 

 

 

 

 

 

 

Student has phone out Is this part of your 

lesson?  

YES 

Remind students of appropriate use of 

devices rules 

 

 

NO 

  

Does the student have a learning plan that allows them to use a device at times 

of need? 

If YES: Allow the usage 

If YES but they are not using the device according to their agreed plan calmly 

remind the student of their plan.  Follow plan for further action.  

Ask the student to 

place their device in 

their bag.  

If the student refuses, 

ask them a second 

time to place the 

device in their bag and 

warn them that their 

device will be 

confiscated for the 

day. Allow take up 

time. If the student 

responds the matter is 

resolved 

If the student refuses, ask the student to 

surrender their device. Allow take up 

time. 

 

If the student surrenders the device, 

record the matter in Sentral.  

 

Take the device to the box located in the 

Front Office. 

 

Remind student to collect the device at 

the end of the day 

If the student continues to 

refuse, warn them they will be 

referred to the Head Teacher 

for further disciplinary action.  

 

Resume the lesson.  

  

In Sentral record an entry for 

Prohibited Items Mobile 

Phones AND an entry for 

Disobedience.  Discuss with 

the Head Teacher after class.   

First Instance: Deputy Principal will issue Suspension Warning Notification 

Second Instance: Deputy Principal will issue a Suspension Notification up 

to 4 days for Continued Disobedience.  

 

Deputy Principal will respond 

on a case by case basis  



Off and Out of Sight  
Electronic Device and Earphone Policy Teacher Instruction 

Recording the incident in Sentral: Refusing to put phone away 

1. Create a new Wellbeing Entry 

2. Select Negative Incident: Prohibited Items 

3. Complete the date, period, location, your name and subject details 

4. In the description for the incident section please record the following message: For refusing to comply with the 

School Device policy despite receiving requests to place the device away.  

5. In follow up actions: please call the parent as per normal  discipline process and explain what happened 

6. In the notification part: please notifify your Head teacher and the Deputy Principal 

 

Recording the Incident in Sentral: Refusing to surrender the phone or further disobedience 

1. Create a Wellbeing entry as above to record the Phone incident 

2. Create a Wellbeing entry and select Negative Incident: Disobedience.  

3. Complete the date, period, location, your name and subject details 

4. In the description for the incident section please record what occurred.  

5. In follow up actions: please call the parent as per normal disciplines process and explain what happened. 

6. In the notification part: please notify your Head Teacher and the Deputy Principal 

 

 


