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

· Ensure consistency in the approach to remote learning for students 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
· Reflect the school’s commitment to the UN Conventions of the rights of the child specifically article 28, 29 and 31.

2. Roles and responsibilities
2.1 Teachers

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 procedures according to the attendance management policy. If it affects the completion of any work required, teachers must ensure that arrangements have been made with year group managers or SLT to ensure work is completed.
Teachers are responsible for: 
Setting Work

Staff will set all work for students on Class Charts. Lessons will follow the normal school timetable. Staff and students have access to their timetable on Class Charts. Staff will clearly label the work ‘Classwork for Today’ along with the date. The work set must be detailed, with clear information on the work to complete and resources and websites uploaded in order to support students where necessary. The link for any Microsoft Teams sessions can also be added to the classwork set. There should be clear information on how to contact teachers if they are struggling (through Class Charts or email).

Example of work set on Class Charts:
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Music Classwork for Today: Thursday 15th October

Hi Year 81 hope you are all well.
West African Music
Watch this video from The Oak National Academy and complete the performance tasks:

https://classroom.thenational.academy/lessons/performing-rhythms-of-the-song-kuku-guinea-crrp8d?
activity=video&step=1

Make sure you stop the video as and when needed to fully complete the activities throughout on. As
asked towards the end, make up your own version of Kuku, including the start, ostinato and stop. If youre feel
brave, add in some improvisation.

If you are able to, please record your performance (either sound or video) and upload to here so | can listen to
them.

Once completed, please complete the listening task on the piece *iri by the group Koko. The link for Yiri is:
https://m.youtube.com/watch/=21cRPQqvcuw

You only need to listen up to 1 minute 45 seconds, but please listen to it 5 times to be able to fully complete the
work.

This is a piece of extended writing, Please complete the question and upload your answer to here. This can either
be word processed or a photo of the work you have done. Or email harrisonc@ruskin.cheshire.sch.uk

I will check in during the lesson to see who has seen the task. Please message me during the lesson with any
questions and to let me know how you get on!

ANYONE WHO HAS SUBMITTED WORK WILL GET CLASS CHARTS POINTS! As this is your SUPPORT WEEK, this is
really important!!

iri Listening Ta:





· Ensuring that differentiated work according to the child’s ability is available on online learning platforms, including Mymaths, Linguascope. 

Providing feedback on work: 

· Students can send any completed work to teachers via email. 

· Teachers can email back feedback if required. 

· Teachers should respond to any emails from parents/children within 48 hours. 

Keeping in touch with students and parents: 

· Weekly email to be sent out to each class during non-contact sessions/PPA session with reminders for the following week and a link to the home learning page on the school website should parents need to use it.  
· Emails received from parents and students are to be checked between 9am and 3pm, Mon- Fri. Emails must be replied to within 48hrs. Only send replies between these times. Anyone can respond to year group enquiries it does not have to be the actual class teacher. 
· Any issues that are received are to be dealt with professionally by the class teacher and logged on CPOMs. If necessary teachers to contact a member of SLT for advice. If there is a safeguarding concern, alert the safeguarding team. 
· Attending virtual meetings with staff, parents and students. (e.g. avoid areas with background noise, nothing inappropriate in the background).
2.2 Pastoral and Welfare Manager 

The Pastoral and Welfare Managers 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 procedures according to the attendance management policy. If it affects the completion of any work required, staff members must ensure that arrangements have been made with year group partners or SLT to ensure work is completed.
The Pastoral and Welfare Manager/Attendance Officer/SLT link is responsible for:

· Daily checks of who is absent from school with follow up texts and calls to be sent in liaison with the admin team. 

· Discussions with parents about absences according to the current guidance.

· Keeping a covid log of testing and self-isolation with dates of return to school.

· Sending out the remote learning emails to relevant families.

· Attending virtual meetings with staff, parents and students. (e.g. avoid areas with background noise, nothing inappropriate in the background).
· Remain on call to speak to external professionals regarding safeguarding concerns such as Children’s Services. All contact is to be logged on CPOMs. 

All contact should be polite and encouraging. Staff must adhere to the email policy and not give out any personal details. Any concerns should be forwarded to a member of SLT who may choose to contact the parents directly. There is an expectation from school that work must be completed at this time.
2.3 Teaching Assistants
When assisting with remote learning, teaching assistants 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 procedures according to the attendance management policy. If it affects the completion of any work required, staff members must ensure that arrangements have been made with year group partners or SLT to ensure work is completed.

When assisting with remote learning, Teaching Assistants are responsible for:

· Completing any tasks given that are linked to remote learning under the direction of the class teachers/Year Achievement Managers/SENCO.
· Liaising with the SENCO to support individual students with home learning should this be required.

· Attending virtual meetings with staff, parents and students. (e.g. avoid areas with background noise, nothing inappropriate in the background).
2.4 Subject leads
Alongside their teaching responsibilities, as outlined above, subject leads are responsible for: 

· Monitoring the work set by teachers in their subject – review work set weekly on ClassCharts and via TEAMS. Give feedback to year groups teachers if changes need to be made.  
· Review your current subject in the light of home learning during the summer term. Evaluate what changes will need to be made ready for creating a subject action plan/catch-up plan.
· Alerting teachers to resources that can use to teach their subject remotely. 

2.5 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 the use of online learning platforms including ClassCharts/TEAMS live lessons.
· Supporting staff in communicating with parents and students
· Monitoring the security of remote learning systems, including data protection and safeguarding considerations
2.6 Designated safeguarding lead
The DSL is responsible for:

· Maintaining contact, collating, passing on information and responding to any concerns of a safeguarding nature, according to the guidelines set out in the Child Protection and Safeguarding Policy (September 2020) and Keeping Children Safe in Education, DfE, September 2020. 
· Ensure vulnerable students are contacted regularly during any closures/year group disruption and Social Workers/Family Support Workers informed.
2.6 Back office staff/administration team

When assisting with remote learning, the office staff 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 procedures according to the attendance management policy. If it affects the completion of any work required, support staff must ensure that arrangements have been made with their Line Manager/SLT to ensure work is completed.

When assisting with remote learning, office staff are responsible for:

· Ensuring that the central management system (SIMS) is kept up to date with the correct children information for staff to access at all times.

· To take calls from parents regarding any remote learning issues and pass to the relevant staff member for a resolution. To log any calls that raise concern on CPOMs.

· To support the Pastoral and Welfare Managers with attendance and monitor the absence record, following up any concerns under the direction of the Pastoral and Welfare Manager.

· To support teachers with any administration tasks that support remote learning. 

2.7 Students and parents

Staff can expect students learning remotely to:
· Be contactable during the hours of the school day 8.40am – 3.30pm – although they may not always be in front of a device the entire time. 

· 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 – staff should refer parents to the weekly emails, the website for the weekly timetables and other useful links for learning. 

· Be respectful when making any complaints or concerns known to staff.
· Parents will be made aware of this by a letter sent to all parents/carers when their child is asked to self-isolate. This will also include information about expectations and behavior. 
Please see Appendix 1.
Intervention Team

· Daily calls home to students who are self-isolating/quarantine (calls logged on ‘wellbeing’ part of ClassCharts).

· Daily contact and vulnerable students during year group disruption (concerns logged on CPOMS and DSL informed).

· Collation of work packs for those without access to ICT.

· Liaison with DSL/SENCO/Teachers if any concerns/issues.

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/ SLT 

· Issues with behaviour – talk to the Year Manager/SLT/Curriculum Leader
· Issues with IT – talk to Athene Atkinson (School Business Manager) or SLT who can contact support if needed with Novus
· Issues with their own workload or wellbeing – talk to their line manager/SLT 

· Concerns about data protection – talk to the data protection officer (Business Manager) 

· Concerns about safeguarding – talk to the DSL 

All staff can be contacted via the school email addresses.
4. Data protection
4.1 Accessing personal data

When accessing personal data for remote learning purposes, 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 in logged off. 

· School laptops and iPads are the school’s preferred devices to be used when accessing any personal information on students.
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.
All data breaches should be reported to the school as soon as it happens or becomes known.
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)

· Using OneDrive linked to the academy office 365 accounts to share data safely
· Making sure the device locks if left inactive for a period of 15 minutes
· 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

· Using a school’s encrypted USB pen to transfer any data from device to device
5. Safeguarding
Please see the following for updates concerning safeguarding in relation to home learning:

· COVID-19 amendments to the Child Protection and Safeguarding Policy this also details reference to remote learning curriculum and risks online. 

This policy is available on our website.  An addendum to the school’s Safeguarding policy has also been written.
6. Monitoring arrangements

This policy will be reviewed as and when updates to remote learning are provided by the government by a member of the SLT. At every review, it will be approved by the SLT and governors. 
7. Links with other policies

This policy is linked to our:
· Behaviour policy

· Child protection and safeguarding policy (September 2020) and coronavirus addendum to our child protection policy
· Data protection policy and privacy notices

· Home-school agreement

· ICT and internet acceptable use policy

· Online safety policy[image: image3.png]
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