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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. Use of remote learning 

All pupils should attend school, in line with our attendance policy. 

We will consider providing remote education to pupils in circumstances when in-person attendance is either not possible or contrary to government guidance. 

This might include: 

·  Occasions when we decide that opening our school is either: 

· Not possible to do safely

· Contradictory to guidance from local or central government

·  Occasions when individual pupils, for a limited duration, are unable to physically attend school but are able to continue learning, for example because they have an infectious illness

A pupil’s first day or two of being educated remotely might look different from our standard approach while we take all necessary actions to prepare for a longer period of remote teaching.

3. Roles and responsibilities

3.1 Teachers

When providing remote learning, teachers will be available between 8.30am and 3.15pm

When providing remote learning, teachers should:

· Provide pupils with access to remote education as soon as reasonably possible

· Make reasonable adjustments for pupils with SEND to access remote education
They are also responsible for:

· Setting work

· Providing feedback on work

· Keeping in touch with pupils who aren’t in school and their parents

· Attending virtual meetings with staff, parents and pupils
Early Years

· Home learning will be set via the class pages of the school website
· Some story sessions will be accessible via Google Classroom

Key Stage 1 

· The expectation is for teachers to provide 3 hours of learning each day for Key Stage 1 pupils
· Pupils in Key Stage 1 will be set work for the first two days of home learning via the school website class pages
· Pupils will be asked to send their completed work to the year group email address and feedback will be given via email
· Teachers will send a Marvellous Me message when work has been uploaded to the school website
· Parents can communicate directly with the teacher via email
· If pupils have not returned any work at the end of the first day, teachers will contact the parent to find out if there is anything school can do to support
· After the first two days, live lessons will commence via Google Classroom and pupils will be set activities following these lessons 
Key Stage 2

· The expectation is for teachers to provide 4 hours of learning each day for Key Stage 2 pupils
· Pupils in Key Stage 2 will be set work for the first two days of home learning via the school website class pages

· Pupils will be asked to send their completed work to the year group email address and feedback will be given via email

· Teachers will send a Marvellous Me message when work has been uploaded to the school website

· Parents can communicate directly with the teacher via email

· If pupils have not returned any work at the end of the first day, teachers will contact the parent to find out if there is anything school can do to support

· After the first two days, live lessons will commence via Google Classroom and pupils will be set activities following these lessons 

3.2 Teaching assistants

When assisting with remote learning, teaching assistants must be available during their normal working hours. 
When assisting with remote learning, teaching assistants are responsible for:

· Taking registers if whole classes are attending live lessons
· Supporting pupils who aren’t in school with learning remotely 
· Contacting parents of pupils who have not joined the Google Classroom lesson after the register has been taken
3.3 Designated safeguarding lead (DSL)

The DSL is responsible for:
· The DSL is responsible for managing and dealing with all safeguarding concerns. For further information, please see the Safeguarding and Child Protection Policy.

3.4 IT staff

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

3.5 Pupils and parents

Staff can expect pupils learning remotely to:

· 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
· Attend live lessons

· Follow the Code of Conducts
Staff can expect parents with children learning remotely to:

· Engage with the school and support their children’s learning and to establish a routine that reflects the normal school day as far as reasonably possible 
· Make the school aware if their child is sick or otherwise can’t complete work

· Seek help from the school if they need it 
3.6 Governing Body
The Governing Body 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
4. Who to contact

If staff have any questions or concerns about remote learning, contact the school office either by telephone or email on - 
office@swainhouse.bradford.sch.uk
01274 639049

For specific year group support email – 

Greatoak@swainhouse.bradford.sch.uk
Reception@swainhouse.bradford.sch.uk
Year1@swainhouse.bradford.sch.uk
Year2@swainhouse.bradford.sch.uk
Year3@swainhouse.bradford.sch.uk
Year4@swainhouse.bradford.sch.uk
Year5@swainhouse.bradford.sch.uk
Year6@swainhouse.bradford.sch.uk
5. Data protection

5.1 Personal data
Staff members may need to collect and/or share personal data, such as information on pupils’ attainment or their contact details. This is necessary in furtherance of the school’s official functions and therefore individuals will not need to provide authorisation for this to happen. However, staff are reminded to collect and/or share as little personal data as possible online, and should speak to their line manager if they are unsure. Teachers and teaching assistants should not store pupils’ personal data on their own electronic devices.
5.2 Keeping devices secure

All staff members will take appropriate steps to ensure their devices remain secure. This includes, but is not limited to: 
· Using strong password protection, with passwords that are at least 8 characters, with a combination of upper and lower case letters, numbers and special characters 

· Ensuring the hard drive is encrypted, so that if the device is lost or stolen the files on the hard drive cannot be accessed by attaching it to a new device 

· Making sure the device locks automatically if left inactive for a period of time 

· Not allowing family or friends to use the device 7 

· Storing the device securely to avoid theft 

· Ensuring that anti-virus and anti-spyware software is up to date 

· Installing updates to ensure that the operating system remains up to date
Any parent wishing to loan a device for their child for remote learning will need to read and sign a loan agreement. (Appendix 1)
6. Safeguarding

Staff should ensure that all safeguarding concerns are reported immediately to a designated safeguarding officer. If you are unable to contact someone and it is an urgent matter, speak to a member of the Senior Leadership Team. All safeguarding policies and procedures continue to apply. Please follow the guidance that you were given during your training.
7. Monitoring arrangements

This policy will be reviewed annually. At every review, it will be approved by the Full Governing Body.
8. Links with other policies

This policy is linked to our:

· Behaviour policy

· Safeguarding and Child protection policy 
· Data protection policy and privacy notices

· Home-school agreement

· Online safety policy and mobile phone policy
Appendix 1 – Device loan agreement
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Home Device Loan Agreement

The device s given to 52 loan and shallremain the property of Swain House.
Primary School.

e parent/guardian (Name. ) agrees to abide by the speciic terms and conditions as

follows:

understand that the device s for personal use only by the named child above and villonly be used for
work which s ecucational n nature

It my responsibiity to charge batteries during the 10an period using the charger provided

I willtake good care of the device and avold exposing o extremes of temperature, humidity o it
il store th device n a secure place taking reasonable steps o prevent ts damage, oss or theft
Ifthe device or any elated parts are damaged, lostor stolen st on 10an to me, [ will be held
responsible for refunding the current repai or replacement cost

| agree to return the device inthe same state in which it was received

The device willbe returned t0 school at the end of the Ioan agreement. This date will be provided by
the school

| understand that the device is monitored by Securely software,  forensic monitoring tool, which
monitors what children are typing, images they are looking at and provides a filering service —any.
misuse is reported back to school

1 have read and accept the terms and conditions laid out above.

Name (printed

Signature

Date.

Device No:
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