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AIMS
Harriet House School ensures that all children attending the setting have a personal learning journey.   To help us achieve this in a more productive way, Harriet House uses an on line learning journey software called Tapestry.  Tapestry provides a fantastic tool for capturing and sharing information between parents, carers and the school. This will record photos, observations and comments, in line with the Early Years Foundation Stage (EYFS) to build up a record of each child’s achievements during their time with us.  It will also show children’s developmental progress through the different age bands of the EYFS.  

This policy sets out our procedures for the safe and effective use of Tapestry and the management of on line learning journeys to ensure that the system works to the benefit of every child, information is secure and safeguarding procedures are rigorous.

WHAT ARE THE RESPONSIBILITIES OF HARRIET HOUSE?
Harriet House has overall responsibility for complying with the data protection requirements.  Once we have taken out a Tapestry subscription, we agree to their terms and conditions, which are available within the Tapestry control panel at any time.

Harriet House has taken care to:

· Think about what information is appropriate to share with whom given their situation and that of the children in our care.

· Ensure we have permission from parents/carers for the data we store about them and the way in which we use that data.

· Train staff about sensible security and confidentiality precautions

· Protect passwords

· Take care not to install software on computers that would compromise security

· Take care not to access material from inappropriate places where it cannot be kept appropriately confidential

· Prevent access to Tapestry for parents whose children’s profiles have been made inactive or have been deleted unless they have other children at the setting

· Give parents instructions about keeping the data protected by insisting that no photographs are uploaded onto social media sites. 
PROCEDURES

· Mrs. Hathaway decides what information is stored and who has access to the stored data.
· Harriet House will collect names and email addresses of parents/carers for information sharing.
· Harriet House will register the email addresses with Tapestry; Tapestry will then contact the parent/carer who will set up a personal account.
· Only Mrs. Hathaway, staff and the child’s parent/carers will have access to the child’s learning journey via a protected password and only parents who have signed the agreement will have access to the system.
· The children’s learning journey will consist of observations, assessments, photographs and occasional videos.
· Tapestry ONLY has access to our stored data in order to maintain the service and fix faults.  Harriet House owns all of the data, which makes Harriet House the ‘Data Controller’ and Tapestry the ‘Data Processor’.

STAFF AGREEMENT

· Staff will only use devices supplied by Harriet House for the intended use and in line with their role as an employee of Harriet House

· Staff agree to upload observations, assessments, photographs and videos of the children throughout their time at Harriet House  

· New observational entries to a child’s learning journey will be uploaded within a week of the observation being made

· Staff will not download images to personal computers, tablets or mobile phones
· Staff will not use devices for personal use

· Staff will not allow family members to use devices

· Staff will not share the information stored with anyone other than the Headmistress and EYFS staff and parents
· Staff will ensure that log in details remain confidential to themselves

· Staff must ensure that they are logged out when Tapestry is not in use

· Staff must ensure that devices are only used to access the internet via a secure network

· Staff will delete photos that have been stored on the device as soon as they have been added to the learning journey.
· To adhere to the code of conduct, staff must sign the agreement
WHO DO WE SHARE DATA WITH?

Tapestry does not share data unless requested by Harriet House. Harriet House will give staff and parents access to data.  As a school, we will download and print some or all of the data and share it with staff, parents or the relevant authorities where applicable.  When a child moves to another school or nursery, the stored data will be transferred if Tapestry is used in the setting.  Alternatively, parents will be given their child’s information in the form pf a PDF to print for their own records.
Tapestry is not to be used a general communication tool between home and school.
CAN DATA BE CORRECTED OR DELETED?

Yes.  Harriet House can correct or delete the data they store about their staff, children or parents.  The process of deletion is gradual; initially, deleted data is moved to a ‘deleted’ area in case it was deleted in error.  After a delay, the information is permanently deleted from our system.  After a further delay, the information is permanently deleted from Tapestry’s system

PARENTAL AGREEMENT

As part of our online safeguarding policy parents are asked to sign a consent form giving permission;

· To use Tapestry to record their children’s learning journey

· For their child’s image to appear in other children’s learning journey and to protect images of other children that may appear in any photos contained in their child’s learning journey.  Where a parent does not give permission, staff will ensure that every possible measure is taken not to include the said child in photographic evidence.  None of these photos will appear on social media
· Prior to accessing the system Parents/Carers have to sign to agree not to download and share the information on any other online platforms or social network sites

We encourage parents to be involved in the process as much as possible, not only by reading and commenting on the observations but also by uploading their own picture and comments of their children for us to enjoy and add to the assessment process.  This partnership creates a journal that grows for your child to keep.  Parent access allows the input of new observations, photographs or the addition of comments on the existing observations and photographs.  Parents do not have access to edit existing material.  Discussions regarding general progress and development of children will continue to be carried out at Parents Meetings and as and when necessary.
