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Administrative Procedure 145 

 

USE OF PERSONAL COMMUNICATION DEVICES 
 

Background: 
The ownership and use of a personal communication device (PCD) have grown exponentially 
over the past decade. While personal devices offer potential opportunities for communication, 
information access and enhanced opportunities for instruction, regulated use of personal 
communication devices in schools and the Division is required to ensure the promotion of 
caring and respectful learning and working environments. Appropriate use of personal 
communication devices contributes to the safety and security of students and staff, minimizes 
risk to personal wellbeing and disruption to instruction, and protects personal privacy and 
academic integrity. 
 

Definitions: 
Personal communication device: 
personal digital devices that connect to the internet through Wi-Fi, a cellular network or other 
mobile devices. 
 

Procedures: 
1. Student Use of PCDs  

1.1. Divisions 1 and 2 (kindergarten to Grade 6)  
1.1.1. Students shall not access a PCD at school unless the use is for:  

1.1.1.1. a diagnosed medical condition; or 
1.1.1.2. an identified inclusive-educational need. 

1.1.2. PCDs brought to school for a diagnosed medical condition or an identified 
inclusive-educational need shall be stored according to the school PCD 
plan when not required. 

1.1.3. Students shall not have access to a PCD during break periods—for 
example, recess and lunch breaks. 

1.2. Division 3 (grades 7 to 9)  
1.2.1. Students may not access a PCD unless given permission by the teacher for 

a specific educational task or purpose. 
1.2.2. PCDs shall not be on the student unless the use is for:  

1.2.2.1. a diagnosed medical condition; or 
1.2.2.2. an identified inclusive-educational need. 

1.2.3. Each school shall develop a plan for the storage—locker, classroom 
pouches—of PCDs. 

1.2.4. Students shall have access to a PCD during break periods only—for 
example, recess, class breaks and lunch breaks. 

1.3. Division 4 (grades 10 to 12)  
1.3.1. Students may not access a PCD unless given permission by the teacher for 

a specific educational task or purpose. 
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1.3.2. PCDs shall not be on the student unless the use is for:  
1.3.2.1. a diagnosed medical condition; or 
1.3.2.2. an identified inclusive-educational need. 

1.3.3. Each school shall develop a plan for the storage—locker, classroom 
pouches—of PCDs. 

1.3.4. Students shall have access to a PCD during break periods only—for 
example, class breaks, lunch breaks and spares. 

1.4. Students General  
1.4.1. PCDs are not to be taken into test or examination settings unless 

students have been permitted to do so. 
1.4.2. Each year, the principal shall require all students in grades 4, 7 and 10—

as well as all those new to the Division in grades 4 to 12—to complete the 
Student Responsible Technology Use Agreement (Form 140-1). 

1.4.3. Students who bring PCDs to the school under the above guidelines are 
expected to comply with Administrative Procedure 350: Student Code of 
Conduct. Students who refuse to comply with the Division's procedures 
for the use of PCDs in the school setting may be subject to disciplinary 
measures. 

1.4.4. PCDs are not to be used in change rooms, washrooms, private counselling 
rooms or any setting that has the potential to violate a person’s 
reasonable expectation of privacy. 

1.4.5. PCDs are valuable electronic devices. Students bring PCDs to school at 
their own risk. The security and storage of these items is the sole 
responsibility of the owner and user. The Division assumes no 
responsibility for the safety, security, loss, repair or replacement of PCDs. 
Owners and users of PCDs who bring and use their devices in 
contravention of this policy are accepting the risk their devices may be 
confiscated. 

2. Staff Conduct  
2.1. All Division employees serve as role models and as such, must only use PCDs as 

outlined in Board policies and administrative procedures to ensure the promotion 
of caring and respectful learning environments. 

2.2. The Associate Superintendent of Human Resources shall ensure all new staff, 
contractors and volunteers sign the Staff Contractor, Volunteer Responsible 
Technology Use Agreement (Form 140-2). 

2.3. Division employees who bring PCDs to school shall comply with AP 140: 
Responsible Use and Security of Learning Technology and AP 141: Mobile Device 
Security. 

2.4. As PCDs can be a distraction in the workplace, all Division employees are asked to 
leave cellphones at their desk or in a secure place. Division employees should only 
use PCDs for defined educational and work purposes or during scheduled break 
and lunch periods. 

2.5. In the event a PCD is necessary, it shall be carried on silent mode or vibrate mode. 

https://eipsca.sharepoint.com/sites/Intranet/SitePages/Division-Forms.aspx?xsdata=MDV8MDF8fGZlMjQwYzNiNDVmOTRjMDQ5MDBjMDhkYjhkMjA4MmFhfDllNDdhZmVhNWU1NzQwYzM4NDQzZjJkZjRhMmY0YjNmfDB8MHw2MzgyNTg5NDI5NzM3NDMxMTZ8VW5rbm93bnxWR1ZoYlhOVFpXTjFjbWwwZVZObGNuWnBZMlY4ZXlKV0lqb2lNQzR3TGpBd01EQWlMQ0pRSWpvaVYybHVNeklpTENKQlRpSTZJazkwYUdWeUlpd2lWMVFpT2pFeGZRPT18MXxMMk5vWVhSekx6RTVPamswTnpoaVpEZ3dOamc0TmpRMlpqWmlPVFZrT1RZNE1tUTJZVGcwTm1OaFFIUm9jbVZoWkM1Mk1pOXRaWE56WVdkbGN5OHhOamt3TWprM05EazJOall6fDA2NGY3NGI3OGNmMzQzYTQ5MDBjMDhkYjhkMjA4MmFhfDU3MDQ1YjM2NzBiNDRiYjk5OGMzMjI5NTExMzNhNDIx&sdata=aEVNYW5XdXdLSm5vMDBGR1UrYy82SmxaejFxdzlBWXNHNXNYYi9teGgxRT0%3D&ovuser=9e47afea-5e57-40c3-8443-f2df4a2f4b3f%2CAlex.Ferrari%40eips.ca&OR=Teams-HL&CT=1690480981944&clickparams=eyJBcHBOYW1lIjoiVGVhbXMtRGVza3RvcCIsIkFwcFZlcnNpb24iOiIyNy8yMzA3MDMwNzMzMCIsIkhhc0ZlZGVyYXRlZFVzZXIiOmZhbHNlfQ%3D%3D
https://www.eips.ca/about-us/administrative-procedures/350
https://www.eips.ca/about-us/administrative-procedures/350
https://www.eips.ca/download/40591
https://www.eips.ca/download/40591
https://www.eips.ca/about-us/administrative-procedures/140
https://www.eips.ca/about-us/administrative-procedures/140
https://www.eips.ca/about-us/administrative-procedures/141
https://www.eips.ca/about-us/administrative-procedures/141
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2.6. Division employees are expected to exercise the same discretion when using PCDs 
as they do when using Division devices. Excessive personal use during the 
workday, regardless of the device used, can interfere with teaching, learning and 
working environments. 

2.7. Staff who refuse to comply with the Division's procedures for the use of PCDs in 
the school setting may be subject to disciplinary measures. 

2.8. PCDs are not to be used in change rooms, washrooms, private counselling rooms 
or any setting that has the potential to violate a person’s reasonable expectation 
of privacy. 

3. School Plan  
3.1. The Superintendent requires principals, in consultation with appropriate 

stakeholders such as school councils, to formulate and implement procedures at 
their school site consistent with the Division’s requirements.    

3.1.1. Each school shall develop a PCD plan that addresses the following:  
3.1.1.1. the specific circumstances that a PCD can be used in class; 
3.1.1.2. how PCDs will be stored while at the school; 
3.1.1.3. how themes related to digital citizenship and digital wellness 

will be incorporated into classroom programming; 
3.1.1.4. the specific progression of disciplinary measures to be 

implemented to address infractions; and 
3.1.1.5. in the event of an emergency, such as a lockdown or 

evacuation, the acceptable use of PCDs in that situation. 
 

Reference: 
Section 31, 52, 53, 196, 197, 222  Education Act 
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