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Langenhoe Community Primary School Tapestry Policy 
 

1. How we use Tapestry  
 

Our online journal is used in two ways. To keep parents of our Reception children 
informed about what happens in class through group activities and as a record of each, 
individual  child’s learning. It is a tool which enables both our School and parents to 
contribute to a joint record of a child’s early learning journey and development. 
 
Group Photographs and Group Observations 
Most of the learning children do in their reception year is collaborative. It is therefore 
inevitable that photographs taken to capture learning will be of more than one child. On 
signing up to a Tapestry agreement, parents are therefore asked for permission for 
their child to appear in other children’s journals. (Appendix 1). Children will only be 
included in the observation (i.e. it will appear on their journal) if they took part in the 
activity or we feel the post is relevant to them. The assessment underneath the 
observation is specific to each child, as this feeds into the tracking of their 
development. When we add group observations, we split the observation and the 
assessment of each child and adapt it where necessary. The assessments parents see 
on these observations are relevant to their child. 
 
Individual observations:  
Staff members add individual observations about a child as a way of tracking their 
development and progress, planning next steps in their learning and gaining an insight 
into their learning behaviours.  
 
2. Monitoring good levels of development 
We use information from Tapestry for the following: 

 Inputting data on Target Tracker 
 Half termly gap analysis   
 Half termly Early Years Report  
 Snapshot analysis of a child’s development 
 Next observations and steps 
 Track children’s progress 
 Evidence base for moderation  

 
3. Secure profile 
 

 Each child has their own profile on the system. 
 Each parent is given a secure login for their child’s profile. 
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 The activation process is started by Langenhoe Primary School. The parent or carer 
is emailed by Tapestry giving them a link to set up their own secure password to the 
system. 

 Each parent can only see the profile of their own children and / or other children they 
care for (where permission has been given by the parent e.g other childcare settings). 

 Each child can have more than one “family member” attached to their profile with 
parental permission. 
 
4. Photos: 
 
Our journals often include group photographs of children. Parents give us permission 
upon registration at the School to allow these photos to be included and acknowledge 
that their child may appear on another child’s journal as part of a group photo (see 
Appendix 3). Parents can change their mind at any time if they no longer give 
permission for this.  
 
Photos are only taken on school ipads and are removed when they have been 
uploaded. No photos are left on the cameras during holiday times. Photos are uploaded 
to Tapestry directly from the ipad. 
 
5. Frequency of posts  
 
During the sessions the staff are focused on the children. As the School day is busy, 
admin and paperwork is often completed outside school sessions. Online observations 
are added in staff’s own time and may be added in an irregular frequency. We aim to 
add at least one observation within a fortnightly cycle for each child and weekly activity 
observations. The same is true for any comments or observations you post to us, staff 
will be viewing these outside of school sessions so won’t be able to give an immediate 
response, but will reply as soon as possible. 
 
6. Updating off-site 
 
These journals are often updated by staff off-site, through their secure login and in 
accordance with this Tapestry Policy. All new parents are asked to opt-in to this 
agreement on our registration form. Parents can object to off-site updates at any time 
by emailing admin@langenhoe.essex.sch.uk.  
 
7. Email notifications  
 
When you first login to the system, parents can edit their personal information and opt 
in to receiving an email when a new observation is added to their child’s journal. To do 
this – you click on your name at the top right hand side of the screen and then Edit 
Preferences from the drop down menu. 
 
8. Safeguarding 
 

 All staff using Tapestry are recruited through our Safer Recruitment process (please 
refer to our Safeguarding policy). 

 All staff are DBS checked and subscription registered.  
 All staff are given their own login and fictitious passwords to avoid them being 

guessed. 
 Trainee Teachers will also have a temporary log in whilst on placement at the school. 
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 All staff sign our Acceptable Use Agreement when starting at Langenhoe Primary 
School and are asked to do so annually (please see the e-safety policy) 

 All staff sign our Tapestry Agreement before using the programme and are asked to 
do so annually (please see appendix 2) 

 All staff are aware that failure to adhere to the above usage criteria will result in 
disciplinary action. 
 
9. Data Collection and Storage 
 

 You can view Tapestry’s Data Protection and Privacy Policy on: 
https://tapestry.info/privacy.html/ 

 Children’s profiles are downloaded and deleted from Tapestry when they leave. 
 Parents whose children leave the School, or whose children move up into year 1, are 

made inactive and deleted, unless they have other children at the School. 
 When staff leave the school their profiles will be inactive and deleted immediately. 
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Appendix 1: 
 

Tapestry consent (EYFS only) 
 

At Langenhoe, in Reception class, you will be able to view your child’s Learning Journal online, using a piece 
of educational software called ‘Tapestry’.  By logging in with a secure username and password, you will be 
able to view your child’s observations, photographs and even videos. This will enable you to follow their 
individual progress closely and reflect upon your child’s achievements together with them.  
 
You will see a ‘thumbs up’ icon, which you can click to ‘like’ an observation and add your own observations 
from home. These can be linked to your child’s individual next steps, home learning or things that they are 
really enjoying doing out of school. These are really valuable to us as we like to plan our learning around 
the things the children enjoy and are really ‘into’! Observations from home can also provide an opportunity 
for your child to share home experiences with their teachers and their peers, by looking at them together in 
the classroom. 
 
We know that children love to bring work home to show you so their work will be photographed and added 
to Tapestry, along with an explanation of the learning that went with it, and then it can be sent home for 
you to share together. 
 
Because children play in close proximity with each other, it would not reflect a true picture of their time at 
school if photographs were only of a single child. Therefore photos of your child may appear on their 
friends’ learning journals. In order for you to continue to see your children interact with each other, we have 
asked for your permission for your child to appear in photos and/or videos that will be seen by other parents 
on their child’s journal. 
 
Parents will only be able to view their own child’s journal and all the information is stored on a highly secure 
server, which is monitored closely. In order to set up your account we will need your email address and for 
you to sign the agreement below. 
 

 
Child’s Name________________________ 
 

I would like you to set up a tapestry account linked to my child’s learning journal for the following 
people: 

Name: ___________________________ Relationship to child: __________________ 
 
Email address: _________________________________________________________ 
 
Name: ___________________________ Relationship to child: __________________ 
 
Email address: _________________________________________________________ 

 
I am happy for photographs of my child to appear on other children’s journals 
I will not share photos or videos that contain other children on social media. 
I am happy for staff to update my child’s learning journal using tapestry offsite and out of school 
hours. 
I am happy for posts from home to be shared in the classroom to allow my child to share home 
experiences with their peers.  Please note you can indicate which posts you are happy or not happy to 
share by commenting when posted. 

 
 

Signed: ____________________________(Parent/carer) Date: __________________  
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Appendix 2: 
 

Langenhoe Community Primary School  
Acceptable Use Agreement: 

 
Staff, Governor and Visitor  

Acceptable Use Agreement / Code of Conduct 
 
ICT and the related technologies such as email, the internet and mobile devices are an 
expected part of our daily working life in school.  This policy is designed to ensure that all staff 
are aware of their professional responsibilities when using any form of ICT.  All staff are 
expected to sign this policy and adhere at all times to its contents.  Any concerns or clarification 
should be discussed with Hazel King.  
 
I will only use the school’s email / Internet / Intranet / Learning Platform and any related 
technologies for professional purposes or for uses deemed ‘reasonable’ by the Head or 
Governing Body. 
 I will comply with the ICT system security and not disclose any passwords provided to me 

by the school or other related authorities.  
 I will ensure ICT devices are left locked/password protected or turned off when unattended 

to prevent unauthorised access and to protect personal data. 
 I will ensure that all electronic communications with pupils and staff are compatible with my 

professional role. 
 I will not give out my own personal details, such as mobile phone number and personal 

email address, to pupils.  
 I will only use the approved, secure email system(s) for any school business. 
 I will comply with the school GDPR policies and procedures and ensure that personal data 

(such as data held on INTEGRIS) is kept secure and is used appropriately, whether in 
school, taken off the school premises or accessed remotely.  Personal data can only be 
taken out of school or accessed remotely when authorised by the Head or Governing Body. 

 I will not install any hardware of software without permission of Hazel King. 
 I will not browse, download, upload or distribute any material that could be considered 

offensive, illegal or discriminatory.  
 Images of pupils and/ or staff will only be taken, stored and used for professional purposes 

inline with school policy and with written consent of the parent, carer or staff member.  
Images will not be distributed outside the school network without the permission of the 
parent/ carer, member of staff or Head teacher. 

 I understand that all my use of the Internet and other related technologies can be monitored 
and logged and can be made available, on request by the Head teacher.   

 I will respect copyright and intellectual property rights. 
 I will ensure that my online activity, both in school and outside school, will not bring my 

professional role into disrepute. 
 I will support and promote the school’s e-Safety policy and help pupils to be safe and 

responsible in their use of ICT and related technologies.  
 
User Signature 
I agree to follow this code of conduct and to support the safe use of ICT throughout the school 

Signature …….………………….………… Date …………………… 

Full Name ………………………………….........................................(printed) 

Job title: ………………………………………………………………….. 
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 Appendix 3: 
 

Consent Form – Using Images of Children 
Internal 
We take pictures of the children at our school for our internal use, e.g. for assessment, records and display 
boards. Children’s names sometimes appear alongside their images on display boards within the school.  
Children’s learning journeys contain images as part of recording their learning and experiences.  These are 
shared with other children, teachers and Governors within the school and with the child’s own 
parents/carers.   From time to time educational professionals, including OFSTED, will look at a random 
selection of children’s learning journeys within the school for monitoring purposes.  

 

External 
We may use these images in externally published material, e.g. our handbook or in other printed 
publications that we produce, as well as on our website or on project display boards at special events.  
Newsletters are shared with all parents/carers and displayed on the website so also count as external 
publications.  We may also make video recordings, skype/zoom calls for school-to-school conferences and 
within the school, including class to class zoom meetings, for monitoring or other educational use.  We will 
not identify or name individual children in photographs, images or videos used externally for these 
purposes. 
 
From time to time, our school may be visited by the media who will take photographs or film footage of a 
high profile event.  Pupils will often appear in these images, which may appear in local or national 
newspapers, or on televised news programmes.  For example, we regularly provide articles and photographs 
for the Evening Gazette.  Children’s names are often asked for by Media to appear in their articles alongside 
images published. Anything printed or broadcast by the media is often published or shared online and can 
be shared online by others once in the public domain.   
 
To comply with the Data Protection Act 2018, we need your permission before we can photograph or make 
recordings of your child.  Please answer questions below, then sign and date the form where shown. This 
consent will last for the time your child attends our School but you can withdraw or change your consent at 
any times by contacting us.  We will offer you opportunities to review this consent during the time your child 
is it our school. 

 
Consent Form – Using Images of Children 

Please circle your answer 
Internal 
1.      May we use your child’s photograph or digital material for internal purposes: 
For example; as pictorial evidence for assessment purposes; on project display boards; on slideshow 
presentations within school etc.  
           YES/NO 
2. Are you happy for your child’s name to appear alongside their image on display boards around the 
school? 

YES/NO 
External 
1. May we use your child’s photograph or digital material in the handbook and in other printed 
publications or displays that we produce for promotional purposes?     
          YES/NO 
2. May we use your child’s image (not named) on our website? 

              YES/NO 
4. May we store your child’s image on digital devices for short-term purposes within the school (e.g. 
School I-pad, tablets, cameras, which are only used by members of staff)?      
          YES/NO 
5. May your child take part in supervised skype/online video conversations for educational purposes?
  
           YES/NO 
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6. Are you happy for your child to appear in the media, including having their name published alongside 
their image? 
            YES/NO 
 
For new Reception pupils only:  
Do you give permission for your child to be included in a class photograph for the evening gazette school 
starters supplement.* 
*This photograph will appear in both the online and paper edition. The children will not be named.  
          YES/NO 
 
7.  Are you happy for your child’s picture to appear on another child’s Tapestry account?   
          YES/NO 
Tapestry is an online learning journal, which is accessed via a secure website used in Preschool and 
reception. Parents have a log in and can only see observations with their children in. There is a separate 
consent for this for Preschool and reception children but this is a consent for your child’s picture to appear 
in a younger child’s Tapestry account as your child moves through the school.   
Please note that websites can be viewed throughout the world and not just in the United Kingdom where UK 
law applies. 

 
Please note that the conditions for the use of these photographs below. 

When you have read them please sign below. 
CONDITIONS OF USE 

1. This form is valid from the date you sign it for the period of time your child attends the School.  We 
will give you opportunity to review your consent regularly during this time.  At any point you can ask to 
change or withdraw your consent. 
2. We will not use the personal details or full names (which means first name and surname) of any child 
or adult in a photographic image on digital recordings, on our website, in newsletters, in our school 
prospectus or in any other of our printed publications. 
3. We will not include personal e-mail or postal addresses, telephone or fax numbers on digital recorders, 
on our website, our school prospectus, in newsletters or in other printed publications. 
4. If we use photographs of individual pupils for external purposes we will not use the name of that child 
in the accompanying text or photo caption. 
5. If we name a pupil in any text used for external purposes, including newsletters, we will not use a 
photograph of that child to accompany the article. 
6. We may include pictures of pupils and teachers that have been drawn by the pupils. 
7. We may use group or class photographs or footage with very general labels such as “learning outside” 
or “investigating mini beasts” for external purposes, including newsletters. 
8. We will only use images of pupils who are suitably dressed, to reduce the risk of such images being 
used inappropriately. 
9. The media usually insist on full names when printing individual/small group photographs in 
newspapers/magazines, which can also be published online, and when including individuals on TV 
broadcasts.   
10.      The media includes printed newspapers & magazines, online newspaper & magazines (articles, 
websites & social media pages), and occasionally TV broadcasts, from which clips may be shared online. 
I have completed the consent form and read and understood the conditions of use. 
Signed  
(Parent/carer) ______________________________Date _____________ 

 

 


