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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

Teachers will provide work for children in their current class who are learning at home in the event of self-isolation, bubble closure, or wider school closures. This includes teachers who remain in school to support Key Worker/Vulnerable children and teachers who are working from home. As per DfE guidelines, this work must mirror the work set in school as far as possible and must follow the school’s curriculum in all subject areas as far as possible and practical. Teachers will use Google Classroom to set the work.  
Teachers may use resources provided by the Oak National Academy, White Rose Maths and BBC Bitesize, as well as other resources identified by school curriculum leaders. 
In the event that a teacher is unable to come into school due to the closure of a bubble, whole school closure or self-isolation, they must ensure that they are available between 9am and 3.30pm to facilitate home learning unless they are ill themselves. 
It is understood that some teachers will also have to care for their own children at home and therefore some degree of flexibility must be applied. If teachers are unable to make themselves available they must make SLT aware. 
If teachers 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. 

Registering children at home
Teachers must register their current class twice a day using Google Meets. Teachers will arrange a Google Meet session in the morning for registration and to give instructions for the morning’s work and after lunch for registration and an explanation for the afternoon’s work. Each class will arrange Meets at the following times in order to ensure all siblings can attend from home. 
Reception: 9.00 and 13.15
Year 1: 9.05 and 13.30
Year 2: 8.55 and 13.25
Year 3: 8.50 and 13.00
Year 4: 9.10 and 13.05
Year 5: 9.15 and 13.10
Year 6: 9.20 and 13.20 
Teachers may wish to arrange additional Meet sessions for story time or additional lessons, however this is at their discretion. 
During Meet sessions teachers must ensure there is minimal background noise and that visible backgrounds are appropriate. (See Safeguarding of teachers section below)
Keeping in touch with pupils and parents

Teachers will keep in touch with all pupils via Google Meets twice a day for registration. Teachers will inform the school office of any absences.  

If a pupil is absent it is expected that the parents/carers will inform the school office. If a pupil is absent from the Meet sessions and parents/carers have not informed the school office or the class teacher, normal absence procedures will be followed. 

Parents will be able to contact teachers via email through the school office email and teachers should respond to all emails from parents within 24 hours. Parents will not have access to teacher’s personal school email addresses. 

Children and parents are able to comment on assignments on Google Classroom and teachers should answer questions about and provide feedback for any work received using the personal comments facility. Children working at home should receive feedback at least weekly. 
Setting work for children who do not have access to online platforms at home

It is understood that there are some children who do not have internet access or access to devices at home. This includes children with siblings with whom they share devices. These children have been identified and teachers made aware.

Paper packs of work must be provided for these children and posted to them as soon as soon as possible. 
Setting work for children with special educational needs
Teachers will work collaboratively with families, putting in place reasonable adjustments as necessary, so that pupils with SEND (including those with an EHCP) can successfully access remote education alongside their peers. 
2.2 Teaching assistants
Teaching assistants will act under the direction of the class teacher. If teaching assistants feel that they cannot meet the expectations of the class teacher they should contact the IT lead or the head teacher. 
2.3 Key Stage Teams
In the event of teacher absence, key stage team partners will be responsible for setting work for children at home following the absent teacher’s plans and supported by the class TA. In this instance registration via Google Meets will only take place once a day.
Teams are as follows:

FS2- in the event that C. Leyland is absent J.Goulding will be responsible for setting work for her class. 

Year 1- In the event that A. Collins is absent J. Yardley will be responsible for setting work for their class and vice versa (Part time hours will be honoured and agreed in advance).

Year 2- In the event that J.Goulding is absent A.Collins or J. Yardley will be responsible for setting work for her class. 

Year 3- In the event that C. Mitchell is absent S. Holroyd will be responsible for setting work for her class. 

Year 4- In the event that S. Holroyd is absent C. Mitchell will be responsible for setting work for her class. 

Year 5- In the event of R.Arden being absent E.Sanders/S.Ashley will be responsible for setting work for her class.

Year 6- In the event of E.Sanders/S.Ashley being absent R.Arden will be responsible for setting work for his class.
In the event of teacher absence please see R.Arden for access to their class on Google Classroom. 
2.4 Senior leaders
Alongside any teaching responsibilities, senior leaders are responsible for:
R.Arden is responsible for co-ordinating the remote learning approach across the school and monitoring the security of remote learning systems, including data protection and safeguarding considerations through liaison with IT services and Google Education systems. 
DE, RA, CM and JG will be responsible for monitoring the effectiveness of remote learning through regular discussions with designated PM staff. 
2.6 IT Services
In the event of problems with systems used to set and collect work, Daniel Leatherbarrow (IT4Schools) will be responsible for assisting with technical problems. IT4Schools can be contacted on 0151 666 5542
2.7 Pupils and parents

Staff can expect pupils learning remotely to:
· Be contactable during the school day (although it is understood children may not be in front of devices all day)
· 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

2.8 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
3. Data protection
3.1 Accessing personal data

When accessing personal data for remote learning purposes, all staff members will:
· Ensure that all data is saved securely in their Google Drive and not on portable devices
· Data should only be accessed through Google Drive or via secure school email addresses. 
3.2 Processing personal data

As part of the remote learning system children’s personal data has been shared with Wande and GSuite for Education as was necessary for the school’s official functions. 

However, staff are reminded to collect and/or share as little personal data as possible online.

3.3 Keeping devices secure

· Staff must use school laptops for remote learning in line with our e-safety policy in order to safeguard staff, pupils and school information 
4. Safeguarding
Any safeguarding concerns should be reported immediately to the Designated Safeguarding Lead as per the school’s Safeguarding Policy. The school’s Safeguarding Policy and the WSCP Guidance for Schools can be found on the school website. 

Safeguarding of children
Some of the normal safeguarding procedures will not be able to be followed if the child is not physically present at school and signs of abuse may not be recognized, therefore twice daily Google Meets registers will be taken. If any children are absent without prior notice, teachers will inform the school office and parents will be phoned as per the absence policy. 

If a child discloses anything to staff online (via Google Meets or chat), or if a member of staff sees or hears anything that concerns them, they must follow the procedures set out in the safeguarding policy.

Children are more likely to spend more time online while social distancing measures are in place and during times of bubble or whole school closure, therefore they may be more vulnerable to online dangers. Teachers will teach online safety regularly in school and during remote learning. Safe practices should be embedded across the school through creating opportunities for children to talk about their experiences and anything that is worrying them. Regularly discuss how they use the internet and any problems they have encountered. 

Make sure children and parents know where to access support and guidance (links on school website) including guidance on how to set up parental controls.
Only use agreed programmes and software to communicate with pupils online (Google Classroom, Purple Mash). Ensure all appropriate safety settings are enabled on Google Classroom and Purple Mash.
Those with additional needs or SEND could struggle without support. Staff must keep in regular contact with children who may need additional support at home in order to support their learning and to monitor their wellbeing. 

Children’s mental health and emotional wellbeing could be affected. Teachers should use registration times to monitor the emotional appearance of the children (it is recognised however that this will be difficult). During any lockdown, teachers should plan opportunities for children to complete activities which will have a positive impact on their mental wellbeing.
Safeguarding of staff during remote learning
All staff should familiarise themselves with gov.uk guidance on safeguarding and remote learning found at 
https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19#safeguarding-pupils-and-teachers-online
Teachers should mindful of how they can safeguard themselves during periods of remote learning. 
When using Google Meets to register children, teachers must follow the advice detailed below:

· The use of Google Meets will only be undertaken through the use of school accounts and not personal accounts

· School laptops should be used to conduct home learning

· Do not use Google Meets to have one-to-one contact with children
· Ensure your background is appropriate or blur/distort your background. Avatars may be used if you do not wish your face to be shown

· Teachers can mute their microphones and those of pupil participants
Guidance on the involvement of and interaction with parents and expectations of pupil behavior will be sent to parents prior to remote learning using Google Classrooms taking place. 
Staff well being and mental health may be compromised at this time for a variety of reasons- Covid anxiety, isolation through working at home or increased workload (managing class based teaching responsibilities and remote learning). If staff experience difficulties they should remember that they can approach SLT for an occupational health referral, seek advice from their own GP or ring the Employee Assistance line on 
5. Monitoring arrangements

This policy will be reviewed as necessary by R.Arden. This will be at least yearly. After every review, it will be approved by the governors on the Standards and Strategy committee. 
6. Links with other policies

This policy is linked to our:
· Behaviour policy

· Safeguarding policy and coronavirus addendum to our safeguarding policy
· Data protection policy and privacy notices

· Home-school agreement

· Online safety policy
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