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[bookmark: _Toc42788449]1. Aims
Where a class, group or small number of pupils need to self-isolate, or there is a local lockdown requiring pupils to remain at home, we aim to provide immediate high quality provision, following our school’s personalized curriculum. This remote learning policy for staff aims to:
Ensure consistency in the approach to remote learning for pupils who are not in school
Set out expectations for all members of the school community with regards to remote learning
Provide appropriate guidelines for data protection
[bookmark: _Toc42788450]2. Roles and responsibilities
2.1 Teachers
When providing remote learning, teachers must be available between 8.30am and 3.30pm. 
If they are unable to work for any reason during this time, for example due to sickness or caring for a dependent, they should report this using the normal absence procedure detailed in the staff handbook.
Remote education will be provided on the next working day following the child being sent home or in the case of a family following the sickness absence procedure and reporting the necessity for self-isolation. 
When providing remote learning, teachers are responsible for:
Setting work – 
· For children usually registered in their own class
· The amount of work will be closely matched, where possible, to the amount of work being shared with children who are having face-to-face education.
· Work needs to be available for any children accessing remote education by 9am each day
· Work should follow our school’s curriculum sequence
· Work will be uploaded through the school Seesaw account and may include links to purple mash, TT Rockstar, Purple Mash and any app used within school. Class dojo may be used as a communication tool for parents and children to compliment the use of Seesaw. Alongside paper-based supplementary resources and activity learning grids linked to topic work. The Oak National academy and BBC learning will be used to support home-learning.
· It is the family’s responsibility to inform the school of any ICT concerns or lack of devices, school will then work with the family to resolve this – there may be the need to access DfE funding for a laptop or provide paper based resources completely as an interim solution.
· Where whole class bubbles are in isolation, pre-recorded learning videos will be shared with the class.  These can be done to model the learning and will allow access to the families at convenient times, rather than live videos that incur time restraints for working parents.
· Pre-recorded videos can be shared via, Dojo, Seesaw and eventually Google Classroom.



Providing feedback on work – 
· Work may be returned electronically by children, this may take the form of uploads, photos or scans. If the device/format of work accepts digital annotations, these must be added for feedback in line with our school marking policy and in line with the experience of children in school.
· [bookmark: _GoBack]If the format does not allow digital feedback, then a general crib sheet with comments may be emailed in line with the school’s marking policy. The frequency of this will be appropriate to the task but not more than once daily and not less than alternative days.
· Parents will be asked to indicate to teachers how much of the work completed was independent and how much was supported, this information will be used to support assessment and planning 
· Teaching assistants may be used to support the marking or feedback of a child’s work. They may also be involved in responses to the child through the one daily email from the teacher, comments on the crib sheet, or – and if appropriate – the making of a single daily phone call.
Keeping in touch with pupils who aren’t in school and their parents -
· Teachers will keep in contact with their pupils via work communication listed above
· One communication each day may be responded to per child and this must be sent within directed school hours.
· Teachers are not expected to respond to daily multiple emails from one child/family or respond outside of their working hours – this is discouraged strongly for both the mental wellness of children and staff
· If a complaint is raised and cannot be simply resolved with a written reply or telephone call, please refer the email to the SLT in school
· If a child fails to complete work then gentle encouragement via the dojo message, email or phone call is the first step. The behaviour policy is applicable to children receiving remote education. Parents must be informed that the child has not completed tasks set and a reason established. If the child is unable to do this due to lack of adult support (parents working/childcare/grandparents etc) a mutually agreeable solution will be found. Families will be informed of the statutory nature of education.
· If the child or carer is ill and this negates work being completed, regular communication will be held to monitor the improvement of the situation and daily checks will be undertaken.
· School staff (Office/FSW/LM/Teaching Team) will make regular calls to during periods of individual self-isolation cases to check on the wellbeing of the child and the entire family. Support identified as required will be actioned in line with school’s policy for safeguarding, well-being and parental agreement forms.
· The Send-Co and pastoral support will be in regular contact with vulnerable children and families

Attending virtual meetings with staff, parents and pupils 
Rules laid out here will continue to be shared with every virtual invitation:

Let us remind you all of the rules for a Zoom Meeting:

By clicking the link, we will send you assumes that you, the adult, adhere to our terms and conditions set out
 
That any teaching video will be received in a family room, not a child's bedroom. If a desk top computer is used and it is in a bedroom, please ensure adult supervision in this room at all times
The meeting will not be recorded
Photographs of the screen will not be taken
Behaviour of the children whilst on-screen will be in line with the school behaviour policy - language will be appropriate, kindness shown to others, turn-taking and respect for others will be paramount. 
Only the child belonging to the class/cohort be on the screen at that time.




2.3 Subject leads
Subject Leaders have been significantly involved in the design of the recovery curriculum. They are not required to address individual learning needs with children outside of their own class but may give advice or support to colleagues if requested.
Year group phase teams have prepared a bank of e-learning resources which are available to support children at home and in school.  The subject leaders have identified core learning in each subject during the Autumn term (See Core Learning Document)
2.4 Senior leaders
Alongside any teaching responsibilities, senior leaders are responsible for:
Supporting the remote learning approach across the school – maths and English leads will prepare a bank of generic resources for all year groups
Monitoring the effectiveness of remote learning through regular meetings with teachers and subject leaders, reviewing work set or reaching out for feedback from pupils and parents
Monitoring the security of remote learning systems, including data protection and safeguarding considerations
Ensuring staff and families are up-to-date with the latest information for keeping children safe online through KCSiE 2020 updates 
2.6 Pupils and parents
Staff can expect pupils learning remotely to:
Be contactable during the school day – although consider they may not always be in front of a device the entire time
Complete work to the deadline set by teachers
Seek help if they need it, from teachers or teaching assistants (where appropriate and authorised by the class teacher)
Alert teachers if they are not able to complete work
Communicate once daily, if there is a problem with a learning area or lesson content this will be addressed in a timely fashion and ready for the next day’s lesson
Staff can expect parents with children learning remotely to:
Make the school aware if their child is sick or otherwise can’t complete work
Seek help from the school if they need it
Be respectful when making any complaints or concerns known to staff
2.8 Governing board
The governing board is responsible for:
Monitoring the school’s approach to providing remote learning to ensure education remains as high quality as possible
Ensuring that staff are certain that remote learning systems are appropriately secure, for both data protection and safeguarding reasons
Ensuring the wellbeing of the staff and the HT and that the additional work-load of supporting remote education does not exceed their directed time allocation or time in which they can effectively execute their role

[bookmark: _Toc42788451]3. Who to contact
If staff have any questions or concerns about remote learning, they should contact the following individuals:
Issues in setting work – talk to the relevant subject lead or SENCO
Issues with behaviour – talk to the Key stage leader, DH or HT
Issues with their own workload or wellbeing – talk to their line manager (Key stage leader, DH then HT)
Concerns about data protection – talk to the data protection officer, Mrs Gaitens
Concerns about safeguarding – talk to a DSL (Mrs Leeming / Mrs Nickson / Miss Musa). 

[bookmark: _Toc42788452]4. Data protection
4.1 Accessing personal data
When accessing personal data for remote learning purposes, all staff members will:
Use staff email accounts only – No personal emails
Information must not be sent to families through any personal social media platform. However general information may be shared using dojos and the school Facebook account
4.2 Processing personal data
Staff members may need to collect and/or share personal data such as parents email addresses and phone numbers as part of the remote learning system. As long as this processing is necessary for the school’s official functions, individuals won’t need to give permission for this to happen.
However, staff are reminded to collect and/or share as little personal data as possible online.
4.3 Keeping devices secure
All staff members will take appropriate steps to ensure their devices remain secure. This includes, but is not limited to:
Keeping the device password-protected – strong passwords are at least 8 characters, with a combination of upper and lower-case letters, numbers and special characters (e.g. asterisk or currency symbol)
Ensuring the hard drive is encrypted – this means if the device is lost or stolen, no one can access the files stored on the hard drive by attaching it to a new device
Making sure the device locks if left inactive for a period of time
Not sharing school device among family or friends
Installing antivirus and anti-spyware software
Keeping operating systems up to date – always install the latest updates
Use school phones to contact parents. If contact has to be made from outside the school premises, contact details must be withheld 

[bookmark: _Toc42788453]5. Safeguarding
5.1 Designated safeguarding lead
The school has trained DSLs throughout the school.  These include the HT/DHT/SBM/FSW/LM/Miss House, Mr Smith and Mrs Bloor. Their role is outlined in the school safeguarding policy, which is available on the school website. 

[bookmark: _Toc42788454]6. Monitoring arrangements
This policy will be reviewed termly. At every review, it will be approved by the curriculum committee.

[bookmark: _Toc42788455]7. Links with other policies
This policy is linked to our:
· Behaviour policy
· Safeguarding policy
· Data protection policy and privacy notices
· ICT and internet acceptable use policy
Online safety policy
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