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This policy outlines the safe, responsible, and educational use of Microsoft Sway by Tannochside Primary School. Microsoft Sway is a digital presentation and communication platform provided through Microsoft 365. It allows staff to create and share learning updates, newsletters, information, achievements and photographs with parents and carers.
The school recognises the value of digital communication in strengthening home-school partnerships while maintaining high standards of safeguarding, GDPR and online safety.

This policy applies to:
· All teaching and support staff using Microsoft Sway
· All class and school Sway presentations
· All photographs, videos, and pupil work shared through Sway
· Parents and carers accessing Sway links

Aims of Using Microsoft Sway
The school aims to use Microsoft Sway to:
· Share learning experiences and achievements with parents/carers in a secure format.
· Share class news and updates
· Promote creativity, collaboration, and pupil voice.
· Support home-school communication.
· Share photographs of class / whole school activities
· Communicate Week Beginning and lunch information



Rationale for Using Microsoft Sway
Microsoft Sway supports the school’s commitment to providing high-quality learning experiences using modern digital tools. The platform allows teachers to present information in a flexible and accessible way that can include text, images and embed learning resources.
Using Sway can:
· Increase pupil engagement and motivation.
· Allow pupils to present their learning creatively.
· Enable parents/carers to view and celebrate pupil achievements.
· Encourage safe and responsible use of digital technologies.
The school will ensure that all use of Microsoft Sway aligns with safeguarding, GDPR, and acceptable use policies.

Security and Privacy
Safeguarding is paramount in all digital communication. Tannochside Primary is committed to protecting the privacy and personal data of pupils, staff, and families.
· All Microsoft Sway content created and shared by the school will be password protected or restricted to authorised users where appropriate.
· Sway links and passwords will only be distributed to parents/carers through the school’s approved communication platform, Groupcall.
· Passwords should not be shared publicly or via social media
· Staff must use school authorised Microsoft accounts only
· Access to Sway presentations will only be provided to intended audiences.
· Staff will ensure that no sensitive personal information is shared on Sway.
· Any use of pupil work, photographs will comply with the school’s data protection and safeguarding procedures (no pupil is identified by name alongside photographs)
· Images used reflect pupils positively and respectfully
· Photographs are checked carefully before being published.


Consent for Photographs and Media
Photographs of pupils will be included in Microsoft Sway presentations to celebrate learning and school activities.
The school will:
· Seek permission from parents/carers before a child’s photograph is included on Microsoft Sway.
· Respect any decision made by parents/carers regarding the use of images.
· Ensure that pupils are not identified with names.
· Regularly review content to ensure it remains appropriate and secure.
· Remove content if consent changes
Parents/carers may allow/withdraw consent at any time by contacting the school.

Staff Responsibilities
Staff using Microsoft Sway are responsible for:
· Ensuring content is appropriate, accurate, and educational.
· Maintaining pupil confidentiality and safeguarding standards.
· Using secure passwords and following school ICT security procedures.
· Monitoring and reviewing content before sharing.
· Ensuring that all shared material reflects the values and standards of the school.
· Report any misuse concerns immediately
· Use school devices and approved Microsoft accounts.

Pupil Responsibilities
Where pupils contribute to Microsoft Sway content, they will be expected to:
· Use digital technologies responsibly and respectfully.
· Follow the school’s acceptable use agreements.
· Create content that is appropriate for an educational setting.
· Respect the privacy and rights of others.

Parental Engagement / Responsibilities
The school values the support of parents/carers in promoting safe and positive use of digital technologies.
Parents/carers are encouraged to:
· Engage with Sway presentations shared by the school.
· Support children in using digital tools safely and responsibly.
· Inform the school of any concerns regarding online content or privacy.
· Keep passwords secure
· Not share Sway links outside the school community
· Not download, copy or repost images of children 

Monitoring and Review
This policy will be reviewed annually to ensure it remains effective, compliant with current guidance, and reflective of school practice. It will be reviewed sooner if: national or local guidance changes, safeguarding concerns arise or digital platforms or procedures change. 
The Head Teacher and senior leadership team will oversee the implementation and monitoring of this policy.
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