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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
Remote Learning During Self-isolation, bubble or wider school Closure 

Staff at holden Clough Community Primary School will continue to provide the best possible education and support to our children who may not be able to attend school due to Covid-19 self-isolation, bubble closure or in the event of wider school closure. We will continue to use remote learning strategies we have developed and successfully used during the lockdown. The wellbeing of our pupils and their families is the priority and therefore we will always promote the need for children to take regular breaks, get fresh air, exercise and maintain a reasonable balance between online engagement and offline activities. 

During coronavirus (COVID-19) school closures, parents and carers will be concerned about their children’s education and the effect of missing school. Parents and carers should do their best to help children and support their learning but no one expects parents to act as teachers, or to provide the activities and feedback that a school would. We realise that the current circumstances, with a short notice school closures, will affect families in a number of ways. In our planning and expectations, we are aware of the need for flexibility. Some families will have limited access to technology, parents may be working from home or have several family members trying to access technology for different reasons. Bearing in mind the need for flexibility, no deadlines will be set and tasks shared will be able to be completed in a number of ways. However, we believe that it is in the best interests of our pupils that we continue to provide structured support to the best of our ability.
2.1 Teachers

Teachers will be available between 9am and 3pm. 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 procedures between 7:30 – 8:30 am on the designated absence number. If it affects the completion of any work required ensure that arrangements have been made with year group partners or SLT to ensure work is completed.
· Microsoft Teams announcement/ messages  daily to maintain contact with pupils and promote learning activities across the curriculum; 

· Share video messages for classes, where appropriate; 

· Plan appropriate activities for English, maths and topic subjects which are shared daily/weekly on learning mats, Microsoft Teams live or pre-recorded teaching, setting out work and monitoring.

· Plan activities that do not need to be printed at home and share ideas for offline activities via Dojo (or Teams Platform), prepare printed activities for collection where children have no access to a device. Once children are with no device identifies use the school’s DFE laptop loaning system to organise a pick up or a delivery of a laptop through the school office.
· Understand that learning remotely will be more challenging, so tasks will be set in smaller steps to allow for this – follow EEF, what makes a good remote learning lesson guideline
· Plan and share adapted activities for SEN pupils

· Maintain contact with families via Class Dojo, email and phone calls and Microsoft Teams as this is our main platform for remote learning. 
· Provide wellbeing activities for pupils and families via the Class Dojo/ Microsoft Teams

· understanding that the circumstances leading to our closure will affect families in a number of ways

·  Feedback on learning shared via Dojo or Microsoft Teams 

·  Working as a year group team to ensure the work is planned and there is a contingency plan in place ready as soon as school/ bubble closure is announced.
· Ensure all children in their bubble have access to an electronic device (use school’s DFE laptop loaning system) 
· Attending virtual meetings, live or pre-recorded Teams sessions with staff, parents and pupils:

· Dress code: people to follow code of conduct dress code policy 
· When choosing location avoid areas with background noise and avoid anything inappropriate in the background (Go onto more options tab on Microsoft teams at the top, next to the hand symbol, scroll down to apply background effects, select ‘blur’ option).
If teachers are still working in school, the work will be set for self-isolating child/ children on daily basis. They’ll still need to be provided with new learning (for example, streaming core subject lessons, where appropriate, in school to pupils learning remotely).
2.2 Learning Support Assistants
Teaching assistants must be available between 9am – 3pm, Mon to Fri. During a lock down or a bubble closure due to a positive case. They are expected to check work emails and be available to complete work related tasks. 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. 
Learning Support Assistants are responsible for: 
· Carrying out welfare checks for vulnerable children using a school mobile phone
· Carrying out online 1:1 or small group daily reading using school laptop
· Preparing or making resources for home learning
· Attend online training

· Working with the class teacher and supporting pupils with learning remotely

· When requested by the SENCO Attending virtual meetings with teachers, parents and pupils 
2.3 Subject leads
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

· 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 – DIMENSIONS Curriculum 
· Incorporate home learning into their subject action plans 
2.4 Senior leaders
Alongside any teaching responsibilities, senior leaders are responsible for:
· Co-ordinating the remote learning approach across the school –
· SLT Monitoring the effectiveness of remote learning 
· reviewing work set by teachers weekly, 
· monitoring 
· email correspondence between parents and teachers 
· Monitoring the security of remote learning systems, including data protection and safeguarding considerations 
2.5 Designated safeguarding lead

The DSL is responsible for:
· Maintaining contact, collating, passing on information and responding to any concerns. See the COVID-19 amendments to the Child Protection Policy
IT staff are responsible for:

· Fixing issues with systems used to set and collect work

· 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 Teachers and LSAs with accessing the internet or devices

2.7 Pupils 

Are responsible for: 

· Attend Microsoft Teams Teaching sessions daily (school/ bubble closure)

· Reading daily, either independently or with an adult 

· Complete daily English and maths tasks and upload the work on Teams platform for feedback (complete learning mats and upload for feedback if self-isolating)
· Complete reading and topic activities each week

· Share other achievements and creative activities via Teams
· Consider using the school closure time to learn a new skill, follow their own interests to discover more about the world around us or just be creative. 

· Stay active and manage screen time using a timer 

· Adhere to online safety rules. 
2.8 Parents

· Support their child’s learning to the best of their ability
· Ensure that the school have an up to date email and contact details 
· Ensure their child has access to a digital device (if not, contact the school for support)
· Provide a predictable routine to the day

· Ensure their child to access the remote learning sessions and engage with their teacher and peers.  remote learning on Microsoft Teams 
· Know they can continue to contact their class teacher Class Dojo/ email if they require support of any kind

· Check their child’s completed work set each day and encourage the progress that is being made

· Be mindful of mental well-being of both themselves and their child and encourage their child to take regular breaks, play games, get fresh air and relax

· Set age-appropriate parental controls on any devices your child uses and supervise their use of websites and apps

· Talk to their child about online safety 

· Manage screen time with a timer and break up screen time by getting their child to use books, write by hand and be active and get away from the screen regularly

· Encourage children to stop using digital devices at least an hour before bed. 
· Report to school if no device is available for home learning – organise pick up or home delivery of a school device. 
2.9 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 systems are appropriately secure, for both data protection and safeguarding reasons
3. Who to contact
If staff have any questions or concerns, they should contact the following individuals:
· Issues in setting work – talk to the relevant subject lead/SENCO/SLT 
· Issues with behaviour – talk to the SENCO/SLT 
· Issues with IT – talk to SLT, email One education IT support (Shaun or Jonathon) who can be contacted through email if needed 
· Issues with their own workload or wellbeing – talk to their line manager/SLT/ member of Wellbeing Group
· Concerns about data protection – talk to the data protection officer (Business Manager –DPO MaryAnne Davison) 
· Concerns about safeguarding – talk to the DSL Team (Jo, Jenna, Faik)
· All staff can be contacted via the school email or telephone 
4. Data protection
4.1 Accessing personal dataWhen accessing personal data, all staff members will:
· All staff have access to CPOMS to record any parent contact or concerns about children, this is accessed via a secure password. Ensure you log out after use. Do not allow access to the site to any third party. 
· Teachers are able to access parent contact details via SIMS, using a secure password 
· Do not share any details with third parties and ensure SIMS is logged off. 
· SLT have the ability to locate personal details of families when required through securely accessing SIMS remotely (This is available to all teachers on the new server – check connection instructions)

· School laptops and iPads are the school’s preferred devices to be used when accessing any personal information on pupils. 
4.2 Processing personal data

Staff members may need to collect and/or share personal data such as emails or phone numbers as part of the remote learning system. Such collection of personal data applies to our functions as a school and doesn’t require explicit permissions. While this may be necessary, 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 no use of pen drives. Everything must be saved on school system and accessed at home by remotely logging in.  Only use school device for school work and make sure the device locks if left inactive for a period of time 
Do not share school device among family or friends 
Installing antivirus and anti-spyware software Keeping operating systems up to date – always install the latest updates (see Shaun if in doubt)
5. Safeguarding
Please see the following for updates concerning safeguarding in relation to home learning. COVID-19 amendments to the Child Protection Policy this also details reference to remote learning curriculum and risks online.
Online safety

6. Online safety

Holden Clough Primary School recognises the importance of a safe online environment and encourages parents and carers to set age-appropriate parental controls on digital devices and use internet filters to block malicious websites. These are usually free, but often need to be turned on. The following resources have been shared to support parents and carers to keep their children safe online (more resources are available on school website): 
1. Thinkuknow provides advice from the National Crime Agency (NCA) on staying safe online 
2. Parent info is a collaboration between Parentzone and the NCA providing support and guidance for parents from leading experts and organisations 
3. Childnet offers a toolkit to support parents and carers of children of any age to start discussions about their online life, to set boundaries around online behaviour and technology use, and to find out where to get more help and support 
4. UK Safer Internet Centre has tips, advice, guides and other resources to help keep children safe online, including parental controls offered by home internet providers and safety tools on social networks and other online services

7. Monitoring arrangements
This policy will be reviewed as and when updates to home learning are provided. At every review, it will be approved by Mr Kordemir (Headteacher) and SLT.
8. Links with other policies

This policy is linked to our:
· Behaviour policy

· Pupil Code of Conduct for home learning 
· Child protection policy and coronavirus addendum to our child protection policy
· Data protection policy and privacy notices
· ICT and internet acceptable use policy

· Online safety policy
Appendix 1.

COVID Remote Learning Update 10.1.22
· Once the school is informed that a pupil has a positive PCR test, that is Day 0 (or the day they first showed

symptoms). On Day 0, the pupils will not be issued with a work link, it takes time for staff to be ready to remote

teach and so the school aim to assigned work in place by Day 1 since onset at the earliest and Day 2 after onset 

at the latest. You need to advise us of the positive case and let us know if your child is well enough to carry out 
work. 
· The Day 0: The school class website still has all of the folders with appropriate work that your child

         can access and complete at home if they are well enough to do so (if your child is ill we do not expect them to 
         be remote learning) 
· The Day1/2: Teachers will add relevant documents to Class Dojo. The Class Dojo link will allow your child to 

access all the work assigned (except PE, music, computing and Spanish). 
· It is vital that you have your child’s passwords for MS Teams, TT Rockstars, Numbots, Reading Eggs,
         Century Tech, Deepening Understanding and Spelling Shed. 
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