Safeguarding and Welfare Requirement: Information and Records

Providers must maintain records and obtain and share information to ensure the safe and efficient management of the setting, and to help ensure the needs of all children are met.


Ofsted helpline number 0300 123 1231
ICO Registration Number Z2694595
Our Designated Safeguarding Officer is Maggie Catmull
The Tapestry Administrator is Maggie Catmull

The Tapestry Managers are : Sarah Duffy & Maggie Catmull
The 3 Pre-school Directors are: Maggie Catmull -Overall Manager (Ofsted Nominated person),  

Sarah Duffy – Setting Manger, Katie Ramsey – Deputy Manager

10.14   Recording and monitor children’s progress through Tapestry
Policy statement

At Richmond Pre-school CIC we will work with children, parents and the community to ensure the rights and safety of children and to give them the very best start in life. We aim to use the Tapestry package as a means to record and store information about the learning and development of all children in our setting and to enable us to keep parents informed of their children’s progress.
Purpose of Tapestry 
Tapestry is an on-line system developed by The Foundation Stage Forum to enable practitioners to record and store information about their key children. This information builds a picture of each child’s development, where their current attainment is at, where practitioners should be looking to next observe their key child and the next steps that the child should be progressing towards; all of this forms the child’s Learning Journey. 
Implementation of Tapestry

In order to run Tapestry the setting must set up a subscription to the foundation stage forum, which must be renewed annually

In addition a licence for tapestry must be obtained for every child that will be put onto the system, this licence must be renewed annually. We hold a licence for 120 children.

Management of staff on the Tapestry system
The system will be set up with an administrator and at least two managers. The administrators and Managers will also be directors of the pre-school.
Each member of staff will be set up with full access to the system and will be assigned an e-mail address within the pre-school domain which will be in the format <forename>richmondpreschool@btconnet.com.

The system will be set up so that staff are sent daily notifications of their key children’s observations

This will be sent to their dedicated work e-mail address

Tablets are available at the setting for staff to manage their Tapestry account at any time
Personal devices can be used outside working hours provided an Acceptable use agreement for electronic devices form has been signed
All staff will be able to view and input observations of all children at the setting 

Equipment & administration of the Tapestry system
Android tablets will be used to record and access the Tapestry system at the pre-school

The Managers and the administrator will also use the computers in the office to access Tapestry
The setting runs a wireless internet system through BT into which the tablets are connected
The wireless network is password protected and computers in the office have a wired connection 
A mobile Tapestry app will be downloaded to all of the Tablets 
Staff will log into the Mobile app using a PIN only for speed

Staff can also use Tapestry via the internet browser

The tablets will be set to go into screen saving mode after 10 minutes

When the tablets go into screen saving mode the Tapestry app will perform a switch users function, logging the current user out
The tablets will be set up with a login pattern which will need to be drawn on the screen when taking it out of screen saving mode
Permissions
An account will only be set up once we are in receipt of a signed agreement form from the parents

Parents will be requested to give permission for:-

· Photos/videos of their chid to be taken and published on their child’s Tapestry account

· Photos/videos of their child in group situations to be taken and published on other children’s Tapestry account

Parents will be requested that images from tapestry should not be shared on other social media sites

Parents will nominate family members who they also wish to be sent e-mail notifications of their children’s Tapestry observations

Parents will be advised to download a mobile application to their phones or tablets to access their child’s observations within Tapestry

Staff, students and volunteers will need to sign an Acceptable use agreement for electronic devices  before being given access to the Tapestry system

Students and volunteers may be set up with pin only accounts

Pin only accounts only allow access to the tapestry system via a device that has already been logged onto by a full staff member and therefore can only be used on one of our tablets. Students or volunteers with pin only accounts cannot access Tapestry outside the setting.
Staff responsibilities
· Staff log into the mobile app using their user name and pin and the internet browser using their e-mail address and password
· Staff receive daily notifications from the Tapestry system via their work e-mail, check the bell icon once in tapestry
· Links from the daily notifications take the staff member to the internet browser, where they will need to login to retrieve the information

· Staff are permitted to view these notification e-mails and to login to the Tapestry system out of work hours, providing they have signed an Acceptable use agreement for electronic devices and adhere to the agreement.
· All saved observations should be completed and added to the learning journey on the day they were created, wherever possible
· Observations created in error should be deleted the same day

· Staff should ensure all comments from parents are responded to within two days
· All observations should be linked to the EYFS, these links are called assessments and where possible and this should be done within a week of creating the observation

· When assessing children staff must be aware of the child’s age and stage of development and should be making assessments that promote their learning and are relevant to their current stage of development. It is not necessary to record assessments for areas that the child is already documented as secure in through observations in the Tapestry system.
· Please see the pre-school practitioner’s job description for frequency and spread of observations made against areas of learning for each of your key children.

Process for recording observations and using the Tapestry App
All observations will be captured using the mobile applications on the pre-school tablets
Hand written observations may still be recorded for incidents and behavioural observations
Staff will first logon onto the mobile app

They then press + to commence a new observation and :-

· Select the child they are to observe by tapping on the child from the list provided
· Add a title and some notes

· Record a picture or a video

· Select the EYFS developmental matters steps & Birth To Five Matters that match the observation(this can always be done at a later stage)
· Either Publish the observation to the child’s learning journey ( this sends a link for the observation to the relatives assigned to the child within tapestry) or 
Save the observation to edit later 
If the internet session is lost during the recording of the observation or if the internet is down the photo or video taken will be stored on the tablets gallery. Once the internet service is restored then these images should be put into Tapestry by creating a new observation/editing the observation that was started earlier and instead of recording a new image or video, select the stored file on the tablet. Once this action is completed then the photo or video stored on the tablet needs to be deleted.

To do this go to the gallery, select the image or video that is no longer required and press delete.

If the tablet is used to capture video or still pictures that are not required for the Tapestry system then these should be shared with the child’s parent / carer that collects on the day they images were taken  and the reasons for keeping the footage should be discussed. If the parent does not agree to the image(s) being kept then they must be deleted immediately.
When the staff member has finished using the tablet they should select the ‘switch users’ option to temporarily log out of the session, enabling another pin only user to login afterwards without having to put in their full e-mail and password.
Maintaining the Tablets
The Tapestry Managers will look at the tablets daily and remind staff to assign any photos or videos in the gallery to observations and to complete observations that have not been added to the child’s Learning Journey
The Tapestry Managers will look at the tablets weekly (on a Friday) and delete all the remaining files within the Gallery
The tablets will be charged using the mains charger block in the office

The tablets will be removed from the floor before we open and put back out once the supervisor leaves the door and goes into the room.
Legal framework
Primary legislation
· Children Act (1989 s47)

· Protection of Children Act (1999)

· The Children Act (2004 s11) 

· Children and Social Work Act 2017

· Safeguarding Vulnerable Groups Act (2006)

· Childcare Act (2006)

· Child Safeguarding Practice Review and Relevant Agency (England) Regulations 2018

· SET Child Protection Procedures  (2019)
Secondary legislation
· Sexual Offences Act (2003)

· Criminal Justice and Court Services Act (2000)

· Equalities Act (2010)

· General Data Protection Regulations (GDPR) (2018)
·  Un convention on the Rights of the Child (1989 Ratified in the UK in 1931)

Further guidance

· Essex Partnership, Children & Families Hub Partner Access Map (March 2019)

· Working Together to Safeguard Children (2018) 
· What to do if you’re Worried a Child is Being Abused (HMG 2015)

· Children and Social Work Act 2017

· Tapestry systems security requirements from the Foundation Stage Forum
· Framework for the Assessment of Children in Need and their Families (DoH 2000)

· The Common Assessment Framework for Children and Young People: A Guide for Practitioners 

(CWDC 2010)

· Statutory guidance on making arrangements to safeguard and promote the welfare of children under section 11 of the Children Act 2004 (HMG 2008)

· Hidden Harm – Responding to the Needs of Children of Problem Drug Users (ACMD, 2003)

· Information Sharing: Advice for Practitioners providing Safeguarding Services (DfE 2018)

· Disclosure and Barring Service: www.gov.uk/disclosure-barring-service-check
· Revised Prevent Duty Guidance for England and Wales (HMG, 2015)

· Inspecting Safeguarding in Early Years, Education and Skills Settings, (Ofsted, 2016)

Forms linked to this policy
· Acceptable use agreement for electronic devices
· Tapestry permissions form from parents
Web sites 
· Effective Support for Children and Families in Essex  - https://www.essexeffectivesupport.org.uk/
· Tapestry site https://eylj.org/login/
· Early Years Foundation Stage Forum  https://eyfs.info/
· Disclosure and Barring service https://www.gov.uk/government/organisations/disclosure-and-barring-service
· Essex Safeguarding Children’s Board www.escb.co.uk 

Last updated by: Maggie Catmull on   4th September 2021.
Policy agreed for and on behalf of Richmond Pre-school CIC by all three directors on 4th September 2021
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