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1. Aims
This remote learning policy for staff aims to:

· Ensure consistency in the approach to remote learning for pupils who aren’t in school
· Set out expectations for all members of the school community with regards to remote learning
· Provide appropriate guidelines for data protection
2. Roles and responsibilities
2.1 Teachers

When providing remote learning, teachers must be available between 9.00am – 3pm. This is ONLY in event of school closure. Staff will not be expected to provide remote learning whilst teaching full time in school. 
If they’re 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. 
When providing remote learning, teachers are responsible for:

· Setting work – cover details like:

· Provide core subjects of English (reading and writing) and Maths for their class/year group.
· At least one piece of work for each of the 3 subjects 
· The work needs to be available by 9am. 
· During Lockdown Jan 2021, Work books provided to each child as selected by class teacher. Work packs put together by teachers. Videos made by teachers with teaching element.

· Videos to be uploaded on school You tube account, as unlisted, 3,30pm the day before release.
· Work should be uploaded onto class dojo portfolios.
· They should co-ordinate with their partner teacher (in the same year group), including those teaching in school, to ensure consistency across the year/subject and to make sure pupils with limited access to devices can still complete the work

· Workbooks provided by school for children to work in rather than printing sheets, needing paper. Also allows for a number of children to watch videos at different times and then complete work in books. 

· Where a family has no devices/internet access, school can either loan the family a ‘lockdown’ device, provide data sim card or request for free increase in data allowance from their provider whenever possible. 

· Providing feedback on work:

· Pupils will upload a photo of their work on their student portfolio or complete directly onto portfolio.
· Staff are expected to provide a general comment unless it is clear to see a specific issue that can be identified and addressed.
· Keeping in touch with pupils who aren’t in school and their parents:
· Staff remind parents about getting in touch to share children’s work. If a member of staff has not had any communication through dojo from a parent during a week, they should inform the schools Pastoral support worker who will then contact the family either by phone or visit. All communication between families and teachers is through class dojo unless phone call is deemed appropriate.  
· Staff are expected to respond to dojo messages from parent during work hours and have ‘quiet’ hours set so when parents message they know they may not receive a response during quiet hours. Staff can respond if they choose especially using the delay response setting by setting a date and time in the future. 
· Any safeguarding concerns must be reported on my concern and the initial message can be uploaded and shared with DSL/DDSL.
· Attending virtual meetings with staff, parents and pupils:

· Staff will dress appropriately as stated in the Staff handbook
· Staff will think carefully about locations (e.g. avoid areas with background noise, nothing inappropriate in the background, preferably in school rather than home.)
2.2 Teaching assistants
When assisting with remote learning, teaching assistants must be available during their contracted working hours.
If they’re 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 as stated in the staff handbook.  When assisting with remote learning, teaching assistants are responsible for:

· Supporting pupils with SEN or who were receiving interventions.
· Upload intervention activities/tasks to pupil’s portfolio pages on class dojo.
· Invite pupils with SEN to a 1:1 TEAMs sessions for educational/wellbeing support.
· Attending virtual meetings with staff, parents and pupils:

· Staff will dress appropriately as stated in the Staff handbook

· Staff will think carefully about locations (e.g. avoid areas with background noise, nothing inappropriate in the background, preferably in school rather than home.)

2.3 Subject leads
The term ‘subject lead’ refers to anyone co-ordinating subject provision across our federation. 
Alongside their teaching responsibilities, subject leads are responsible for:
· Considering whether any aspects of the subject curriculum need to change to accommodate remote learning

· Working with teachers teaching their subject remotely to make sure all work set is appropriate and consistent
· Working with other subject leads and senior leaders to make sure work set remotely across all subjects is appropriate and consistent, and deadlines are being set an appropriate distance away from each other

· Alerting teachers to resources they can use to teach their subject remotely
2.4 Senior leaders
Alongside any teaching responsibilities, senior leaders are responsible for:
· Co-ordinating the remote learning approach across the Federation. 
· Monitoring the effectiveness of remote learning through regular discussions (particularly during Professional Development 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
2.5 Designated safeguarding lead

The DSL is responsible for:
· Ensuring communication with vulnerable families is taking place regularly

· Any concerns are recorded and reported as soon as practically possible 

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

· Alert teachers if they’re not able to complete work

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

2.7 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
· Holding the Senior Leadership team to account with regards to their role in providing remote learning

· Keep up to date with developments/decisions regarding remote learning.

· Ensuring that staff are certain that remote learning systems are appropriately secure, for both data protection and safeguarding reasons
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 Parent, Pastoral support worker or Senior Leader
· Issues with IT – communicate with IT staff

· Issues with their own workload or wellbeing – talk to their line manager

· Concerns about data protection – talk to School Business Manager or Executive Headteacher
· Concerns about safeguarding – talk to the DSL/DDSL
4. Data protection
4.1 Accessing personal data

When accessing personal data for remote learning purposes, all staff members will:

· Only communicate with parents via Class dojo unless in school and phone calls can be made. 
· Only access pupils personal information/data on school devices. 
4.2 Processing personal data

Staff members should not need to collect and/or share personal data such as email addresses, telephone 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 the device among family or friends

· Installing antivirus and anti-spyware software

· Keeping operating systems up to date – always install the latest updates
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