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[bookmark: _Toc53882453]1. Statement of intent
This remote learning policy for staff aims to:
Ensure consistency in the approach to remote learning for pupils who aren’t in school
Ensure that the education of the pupils is not disrupted by any closure, whether partial, local or national
Ensure the provision of education does not disadvantage any member of our community either through SEND, EAL or internet provision
Set out expectations for all members of the school community with regards to remote learning
Provide appropriate guidelines for data protection and safeguarding
[bookmark: _Toc53882454]2. Roles and responsibilities
In order for remote learning to be a success, the roles and responsibilities are outlined below.
2.1 Teachers
When providing remote learning, teachers must be available between 8.30am and 3.30pm. 
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:
· Setting appropriate English work every day: a PowerPoint presentation which is filmed (around ten minutes long, depending on the requirements of the activity) and saved as a video which explains the day’s task.
· Setting appropriate maths work every day: a PowerPoint presentation which is filmed (around ten minutes long, depending on the requirements of the activity) and saved as a video which explains the day’s task.
· Setting work for two foundation subjects every day: a PowerPoint presentation which is filmed (around ten minutes long, depending on the requirements of the activity) and saved as a video which explains the day’s task.
· In the event of a partial closure for a class or more, these will be short recorded instructional videos lasting around ten minutes (depending on the requirements of the activity) and supported by an activity which may be a worksheet. In the event of a single child or a couple being off this could be in the form of clear written instructions.
· Work set will be mindful of the restrictions which might be placed upon pupils such as access to internet and will have options to complete without extensive use of the internet to further support families.
· Where possible this work will be set through ClassDojo either using the class story or individual portfolios. Where ClassDojo is not appropriate / available, Powerpoint slides will be printed off and delivered to the pupil’s address. 

Providing feedback on work: – cover details like:
· Pupil’s work will be uploaded on ClassDojo as much as possible
· ClassDojo allows staff to respond to individuals’ work, set the occasional next step marking in line with our feedback policy and / or provide additional support / challenge.
· Where pupils do not have ClassDojo, work will need to be collected through consultation with parents.
· Work must be marked promptly, within 48 hours.

Keeping in touch with pupils who aren’t in school and their parents:
· ClassDojo will be the initial way of keeping in touch with pupils, with phone calls being made for those we are unable to reach.
· Parents might communicate through email (to the office), a phone call or ClassDojo. The expectation is for staff to respond between their directed hours of 8.30am-3.30pm, however they may wish to respond outside of these hours.
· Any issues (e.g. parental complaints) will be shared with the relevant staff, e.g.: Kieron McDonald for KS2, Elisabeth Peck for KS1, Sam Goody for EYFS, Fiona McCaghery for complaints relating to SEND.
· If pupils are not completing their work, communication will be made with the home environment first to see if any additional support that can be put in place. Details of when phone calls have been made will be kept to evidence this support.
2.2 Teaching assistants
When assisting with remote learning, teaching assistants must be available during their 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. 
When assisting with remote learning, teaching assistants are responsible for:
Supporting pupils who aren’t in school with learning remotely – cover details like:
· Regular communication with the class teacher concerning SEND intervention
· TA to support SEND children with learning on class dojo (If a laptop is available).

Online training and sharing of best practice
Preparing resources for the class teacher (these may be for current or future use).



2.3 Subject leads including SENDCO
Alongside their teaching responsibilities, subject leads are responsible for:
Working with teachers to ensure that their lessons are accessible to all.
Ensuring that EHCPs are still catered for whilst pupils are unable to get into school.
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 appropriately spaced out.
Monitoring the remote work set by teachers in their subject – explain how they’ll do this, such as through regular meetings with teachers or by reviewing work set.
Alerting teachers to resources they can use to teach their subject remotely.
Seeking feedback from teachers to see how effectively their subject is being taught remotely and to further develop provision.

2.4 Senior leaders
Alongside any teaching responsibilities, senior leaders are responsible for:
Co-ordinating the remote learning approach across the school – Kieron McDonald will oversee KS2 and Elisabeth Peck will oversee KS1 and Sam Goody will oversee EYFS.
Monitoring the effectiveness of remote learning – seeking weekly updates including uptake, how those not completing work have been tracked and confirmation that telephone communication is increased to daily if necessary, in order to promote the returning of work.
Monitoring the security of remote learning systems, including data protection and safeguarding considerations.

2.5 Designated safeguarding lead

There is one DSL and there are two alternate DSLs in school - they ensure constant communication between them using secure online documents requiring passwords.
The DSL Team is responsible for:
· Regular communication with those classed as vulnerable – the frequency is dependent on knowledge of the circumstances and the upkeep of these communications.
· Regularly reviewing of which pupils are called and how frequently.
· Making referrals to children’s services as necessary.
· Attending child protection conferences and other relevant meetings (core group, CIN, Family Network and professionals’ meetings) as appropriate.




2.6 Staff with responsibility for technical issues
The Academy helpdesk and Kieron McDonald (not exclusively) are responsible for:
Fixing issues with systems used to set and collect work and/or reporting these if unable to fix them
Helping staff and parents with any technical issues they’re experiencing
Reviewing the security of remote learning systems and flagging any data protection breaches to the data protection officer
Assisting pupils and parents with accessing the internet or devices

2.7 Pupils and parents
Staff can expect pupils learning remotely to:
Be contactable at points during the school day – there is no expectation for pupils to be online or contactable for the whole day.
Complete work to the best of their ability by the deadline set by teachers
Seek help if they need it, from teachers or teaching assistants using ClassDojo to ask questions.
Alert teachers if they’re not able to complete work, for example illness, technical issues.

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, raising questions through ClassDojo, phoning the school or emailing the office
Be respectful when making any complaints or concerns known to staff

2.8 Academy Council/ Trust
The local governing board is responsible for:
Monitoring the school’s approach to providing remote learning to ensure education remains of as high a quality as possible
Ensuring that staff are certain that remote learning systems are appropriately secure, for both data protection and safeguarding reasons

[bookmark: _Toc53882455]3. Who to contact
If staff have any questions or concerns about remote learning, they should contact the following individuals:
Issues in setting work – staff should talk to the relevant subject lead or SENCO through email
Issues with behaviour, including the lack of work being completed – refer to their key stage lead (Kieron McDonald KS2; Elisabeth Peck KS1; Sam Goody EYFS) by email
Issues with IT – Discuss issues with Kieron McDonald by email and/ or refer the problem using the EMAT helpdesk.
Issues with their own workload or wellbeing – report their concerns to a member of SLT or the staff Mental Health champion who will arrange a socially distanced face-to-face or phone call to discuss the support that can be put in place.
Concerns about data protection – talk to SLT about concerns by emailing.
Concerns about safeguarding – immediately take concerns to the DSL using the usual reporting channels which can include using the DSL phone numbers on the emergency contact tree.

[bookmark: _Toc53882456]4. Data protection
4.1 Accessing personal data
When accessing personal data for remote learning purposes, all staff members will:
Use Pupil Asset remotely on work devices only.
Access work through the Staff shared Drive part of the ONEDRIVE.

4.2 Processing personal data
Staff members should not need to collect and/or share personal data as part of the remote learning system. Where data is used, e.g. phone numbers or email addresses, this will be done within school and the data used in the building. As long as this processing is necessary for the school’s official functions, individuals won’t need to give permission for this to happen.
Staff are reminded to collect and/or share as little personal data as possible online and to always ask themselves what the purpose for collecting the data is, how it will be securely managed and then discuss this with SLT in order to ensure it is a relevant request (letters are always proof read before being sent out).

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

[bookmark: _Toc53882457]5. Safeguarding
Glade Academy Safeguarding arrangements for any further lockdowns:
If we are working on a rota, with a skeletal staff team on-site, and the remainder of the staff are working remotely, there will always be a DSL on duty on-site.
CPOMs has been shared with all members of classroom based staff, and they know that the same procedures for reporting are in place should we go into lockdown.
If we are on a rota during lockdown, then staff know that their first point of contact is the DSL on duty in the academy at that time; if they cannot contact the Duty DSL, they should then contact one of the others.
The DSLs have shared access to a confidential Safeguarding log on the school’s shared drive, we can update that log at any point and the other DSLs have immediate access to this meaning that we are each always aware of new developments.
The DSLs at Glade Academy are:
Tracey McCarthy (Headteacher and DSL);
Kieron McDonald (Deputy Principal and Alternate DSL);
Paul Reeve (Family Support Worker and Alternate DSL).
 A list of children on our safeguarding register will be generated prior to lockdown, and divided between the four DSLs.  Some families will be contacted on a weekly basis, some every other day, and some daily – this will be decided by the DSLs determined by the level of need.  
The DSLs will log their contact with these families on a confidential shared electronic document.  Any concerns will be discussed between the DSLs (encrypted emails / Microsoft Teams meetings) and escalated using standard procedures (contact with social workers / MARF referrals etc.).

Glade Academy will remain open with a skeletal staff on a rota basis in order to support the education and wellbeing of vulnerable children.

[bookmark: _Toc53882458]6. Monitoring arrangements
This policy will be reviewed July 2022 by Kieron McDonald, Deputy Principal. At every review, it will be approved by the local governing board.

[bookmark: _Toc53882459]7. Links with other policies
This policy is linked to our:
· Behaviour policy
· Child protection policy
· Data protection policy and privacy notices
· Home-school agreement
· ICT and internet acceptable use policy
Online safety policy
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