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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. Remote education is not viewed as an equal alternative to attendance in school. 

Pupils receiving remote education will be marked absent in line with the Pupil Registration Regulations.

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
· They are preparing for/or recovering from some types of operation
· They are recovering from injury and attendance in school may inhibit such recovery
· Their attendance has been affected by a special educational need or disability (SEND) or a mental health issue
The school will consider providing pupils with remote education on a case-by-case basis.
In the limited circumstances when remote learning is used, we will:

· Gain mutual agreement of remote education by the school, parents/carers, pupils, and if appropriate, a relevant medical professional. If the pupil has an education, health and care (EHC) plan or social worker, the local authority (LA) will also be involved in the decision
· Put formal arrangements in place to regularly review it and identify how to reintegrate the pupil back into school
· Identify what other support and flexibilities can be put in place to help reintegrate the pupil back into school at the earliest opportunity 
· Set a time limit with an aim that the pupil returns to in-person education with appropriate support
Remote education will not be used as a justification for sending pupils home due to misbehaviour. This would count as a suspension, even if the pupil is asked to access online education while suspended.

3. Roles and responsibilities
3.1 Teachers
When providing remote learning, teachers must be available between 8:45am – 3:45pm, except when covered for PPA or management provision.
If a member of staff is 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 to Mrs Nunns before school or the school bursar during the school day.
When providing remote learning, teachers should:

· Provide pupils with access to remote education as soon as reasonably practicable, though in proportion to the length of absence and disruption to the learning of all learners
· Make reasonable adjustments for pupils with SEND to access remote education, where required, informed by relevant considerations including the support families will require and the types of services that pupils can access remotely
They are also responsible for:

Setting work daily, such as:

· 3 hours a day on average across the cohort for Key Stage 1, with less for EYFS

· 4 hours a day for KS2

· Work should be set by 9am on the day (at the latest)

· Work to be uploaded to the Espresso Education site, with clear instructions for those who are unfamiliar with the system

· Due to the split class system, plans across each of the key stage area (EYFS, KS1, LKS2 and UKS2) will be consistent and in line with Pendle’s medium term planning, knowledge organisers, the Lancashire English scheme and Lancashire Maths Mastery

· Pupils with limited access can use the website to view lessons and work on a varying timescale to support their needs. If access is required for long periods of time, school will provide access to iPads for those in need, or pencil and paper where required. 

· The work provided will be in line with class provision and will strive to provide outstanding lessons for our children to continue their education. All tasks shall be meaningful, ambitious and cover a range of subjects, where possible. Members of the SLT will have the responsibility of monitoring this provision across their key stage, to ensure breadth, balance and consistency. 

· Where possible, school will provide extra support for those pupils with SEND or other additional needs by providing access to support through Teams or the telephone, adapted work or additional resources.

· Through planning the provision for remote learning, the teacher will consider the level of adult engagement required and the time needed for each activity.

· Teachers will provide feedback on work through either live feedback during Microsoft Teams sessions or by marking the uploaded work in the classroom and student area on Espresso Education.

· Teachers will provided clear timescales for work to be completed, taking into account different home situations.

· All children will be expected to participate in remote learning according to their age and needs. 

· Where needed, parents can contact teachers using the remote learning email for each class or by phoning 01200 423539 to talk to the teacher concerned. Teachers are only expected to view emails within school hours and no later than 6pm each day. Parents who wish for a speedier response should contact the school office on the number above. 

· Complaints or concerns should be handled in line with other school policies and safeguarding incidents should be passed to the relevant DSL or MRS W. Nunns as the Safeguarding Lead. 

· Behaviour issues should be dealt with in line with the school behaviour policy. 

· Please see the Remote Learning AUP for teacher expectations with regards to dress code, location and interaction etc.

3.2 Teaching assistants
When assisting with remote learning, teaching assistants must be available within their normal working hours and in line with their normal duties.
If a member of staff is 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 to Mrs Nunns before school or the school bursar during the school day.
When assisting with remote learning, teaching assistants are responsible for:

· Supporting pupils who aren’t in school with learning remotely through the use of Microsoft Teams breakout rooms or individual remote sessions or phone calls. If this is the case, best practice is that these interactions can be overheard, either by office staff or other TAs. 
· Please see the Remote Learning AUP for teacher/staff expectations with regards to dress code, location and interaction etc.
3.3 Subject leads
Alongside their teaching responsibilities, subject leads are responsible for:

· Considering whether any aspect of the subject curriculum needs 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 
· Monitoring the remote work set by teachers in their subject – by viewing lessons provided (where possible) or being shown a range of work produced. 
· Subject leads will pass on any necessary and updated information regarding their subject to assist and support school staff.
· Will work closely with the subject content provided by Espresso Education to ensure appropriate resources are being used to fulfil the curriculum.
3.4 Senior leaders
Mrs Nunns, and Mrs Schofield in her role as E-Safety lead, have an overarching responsibility for the quality and delivery of remote education.

Alongside any teaching responsibilities, senior leaders should continue to use the school’s digital platform for remote education provision and make sure staff continue to be trained and are confident in its use. 

They should continue to overcome barriers to digital access where possible for pupils by, for example: 

· Distributing school-owned iPads accompanied by a user agreement or contract (if possible) 
· Securing appropriate internet connectivity solutions where possible 
· Providing printed resources, such as textbooks and workbooks, to structure learning, supplemented with other forms of communication to keep pupils on track or answer questions about work 
· Having systems for checking, ideally on a daily basis, whether pupils learning remotely are engaging in its use, and work with families to rapidly identify effective solutions where engagement is a concern 
They are also responsible for:

· Co-ordinating the remote learning approach across Pendle Primary School
· Monitoring the effectiveness of remote learning through regular meetings with teachers and all stakeholders and reviewing created provision
· Mrs Schofield will continue to monitor any daily filtering reports and parents will be reminded to set parental controls on home access. 
· Mrs Schofield will update and train staff to fully use the platform as well as the Espresso Education support videos that can be accessed at any time
· Mrs Schofield will provide parents with any necessary and updated E-Safety advice and a parental AUP. 
· The school E-Safety policy and AUPs will be available on the website along with leaflets and advice for ways to stay safe online. 
3.5 Designated safeguarding lead (DSL)
Mrs W Nunns is responsible for ensuring the safeguarding of our pupils and the safeguarding policy and procedures. 
3.6 IT staff
IT staff are responsible for:

· Fixing issues with passwords
· Espresso Education support will assist staff with online set up difficulties on  0800 6 527 527
· Working with the online safety group to check for issues with filtering and content.
· Mrs Schofield will support staff and pupils with any access difficulties
3.7 Pupils and parents/carers
Staff can expect pupils learning remotely to:

· Be contactable during the school day, between the hours of 8:45am and 3:25pm
· Complete work in a given time when set by the teacher
· Seek help if they need it, from any school stakeholders
· Inform school if they are having any difficulties or if they are unable to complete the work set
· Act according to the information set in the AUP
Staff can expect parents/carers 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, where possible
· Make the school aware if their child is unwell/unable to complete their work
· Seek help from school for resources or further information if needed
· Be respectful when making complaints or concerns known to staff
3.8 Governing board
The governing board is responsible for:

· Monitoring the school’s approach
· Working with the Online Safety Governor to ensure school systems are safe and secure, where possible
4. Who to contact
If staff have any questions or concerns about remote learning, they should contact the following individuals:

Mrs Nunns – DSL and Head 

Mrs Schofield – E-Safety Lead

Mrs Govender – SEND

Mrs Mercer – Curriculum Lead
5. Data protection
5.1 Accessing personal data
When accessing personal data for remote learning purposes, parents will be informed that information will be stored on cloud based systems
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:

· 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)
· Working remotely from home – 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 - Sophos
· Keeping operating systems up to date – always install the latest updates
6. Safeguarding 

· Any safeguarding concerns can be raised with Mrs Nunns (DSL) or other members of the SLT in their deputy DSL roles. Safeguarding issues will follow the guidelines and procedures as set out in the safeguarding policy or where necessary through the E-Safety policy. 

7. Monitoring arrangements
This policy will be reviewed annually. The next review will take place on 16th January 2025
8. Links with other policies
This policy is linked to our:

· Behaviour policy
· Child protection policy 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
9.Resources

In the event of remote access being required: 
· All pupils will be provided with an Office 365 email address and password for using to access Microsoft Teams sessions. 

· All pupils will be provided with a password for Espresso Education as this provides the framework for our remote learning access arrangements and created content.

· All pupils will be given a set daily timetable and lesson content set and uploaded on the Espresso Education learning platform. 
10.Remote Learning AUP example

Acceptable Use Agreement – Parents and Carers -  Pendle Primary School 2024

Dear Parents,

At Pendle, we wish to support your child and their learning journey by adapting to changing technologies and situations. Our remote learning continues to evolve, as it should, but we also have a duty of care to consider the ways in which we can provide a safe environment for learning. It is important that you understand how you can support your child and that you agree to the following terms and statements. 

Many thanks for your consideration and understanding in this matter,

Jo Schofield (Computing Lead)
1. Parental Communication
Use of technology and the internet provides an important way for parents and carers to communicate with, or about, our school. 

Pendle Primary School uses the following online technologies:

· Our school official website – https://www.pendle.lancs.sch.uk
· Email/text groups for parents through Parent Pay
· Our virtual learning platforms (Discovery Education/Microsoft Teams)

· https://en-gb.facebook.com/pg/friendsofpendle/posts/
Parents and carers have been known to set up independent channels to help them stay ahead of what’s happening in their child’s class. For example, class/year WhatsApp groups or linked Facebook accounts.

When communicating with the school, via official communication channels or using private/independent channels to talk about the school, as a parent or carer,

 We expect you to:

· Be respectful towards members of the school at all times

· Be respectful of other parents and carers of children

· Direct any complaints or concerns through the school’s official channels, so they can be dealt with in line with the school’s complaints procedure

We do not expect you to:

· Use private groups, The Friends of Pendle or personal social media to complain about or criticise members of staff. This is not constructive and the school can’t improve or address issues if they aren’t raised in an appropriate way.

· Use private groups, The Friends of Pendle or personal social media to complain about or try to resolve a behaviour issue involving other pupils. We expect you to contact the school and speak to the appropriate member of staff if you are aware of a specific behaviour issue or incident.

· Upload or share photos or videos on social media of any child other than your own, unless you have permission of other children’s parents or carers.
2. Pupils
Digital technologies have become integral to the lives of children and young people, both within school and outside school, particularly in the light of COVID 19. These technologies provide powerful tools, which create new opportunities for everyone. They can stimulate discussion, promote creativity and stimulate awareness of context to promote effective learning. Young people should have an entitlement to safe internet access at all times. 

This Acceptable Use Agreement is intended to ensure that:

· young people, parents and carers will be responsible users and stay safe while using the internet and other digital technologies for educational, personal and recreational use. 

· school systems and users are protected from accidental or deliberate misuse that could put the security of the systems and users at risk

· parents and carers are aware of the importance of online safety and are involved in the education and guidance of young people with regard to their online behaviour. 
We will try to ensure that our learners will have good access to digital technologies to enhance their learning and will, in return, expect the learners to agree to be responsible users. A copy of the learner Acceptable Use Agreement is attached to this permission form, so that parents/carers will be aware of the school expectations of the young people in their care. 

Parents are requested read and agree with the statements below as this is an important aspect of the school’s work. 
Permission 
As the parent or carer of a Pendle pupil or pupils, I give permission for my son/daughter to have access to the internet and to use digital technology systems at school. 

Either: (KS2)

I know that my son/daughter has signed an acceptable use agreement in school and they have received, and will continue to receive, online safety education to help them understand the importance of safe use of technology and the internet – both in and out of school. 

Or: (Foundation and KS1)

I understand that the school has discussed an acceptable use agreement with my son/daughter and that they have received, and will continue to receive, online safety education to help them understand the importance of safe use of technology and the internet – both in and out of school. 

I understand that the school will take every reasonable precaution, including applying monitoring and filtering systems, to ensure that young people will be safe when they use the internet and digital technology systems. I also understand that the school cannot ultimately be held responsible for the nature and content of materials accessed on the internet and using mobile technologies. 

I understand that my son’s/daughter’s activity on the digital technology systems will be monitored, including their use of email and that the school will contact me if they have concerns about any possible breaches of the acceptable use agreement. 

Home Learning-Remote Access
I will encourage my child to adopt safe use of the internet and digital technologies at home and will inform the school if I have concerns over my child’s online safety. 
In the event of a school lockdown, Pendle Primary School will:

• Connect with your child, via the school website, Microsoft Teams and Espresso Education to offer them learning, support and pastoral care.

• Continue to contact your child on the website, our learning platforms, emails and phone calls to ensure that they are happy, safe and well during these ever changing times. 

• Continue to offer support with any technical difficulties that you may be experiencing trying to access school online provision and that we will try to offer some provision for hardware usage where possible.
• Reply to your concerns through recognised channels, such as the home learning email addresses, within school hours. 

As a parent or carer, I will: 
• Assist my child to engage with their teacher in order to continue their usual educational routine, for care, learning or for support. This might be through the website, the learning platforms available, an email or a phone call.
• Keep my microphone muted and encourage my child to do the same during a live class session for wellbeing or learning. The microphone will only be unmuted in order to respond or speak as part of a discussion or if asked a direct question.
• If allowed or available, I will only use the ‘chat function’ to support my child to communicate with the teacher for an educational need.  

• If allowed or available, I will support my child to use the ‘chat’ function to respond to questions posed by the teacher. 

• Ensure that any document uploaded by the teacher does not get moved to another location or edited. 

• Contact school through the appropriate channels and not during a class Teams session, if I wish to know information regarding the progress or wellbeing of my child.
• Ensure that any queries I may have regarding other learning platforms or Microsoft Teams are directed to the email address: remotesupport@pendle.lancs.sch.uk 

• Be understanding and supportive of the school staff who are also learning to adapt to new ways of teaching and learning. 

As a pupil of Clitheroe Pendle Primary School, I will: 
• Keep my microphone muted and my video switched off during any live class wellbeing sessions.
• Use the ‘chat’ function to ask my teacher a question that is related to my work. 

• Keep contact with my teachers regularly so that they know I am happy, safe and well during COVID-19 or other remote access need. 

Failure to comply with this agreement will lead to the school following the E-Safety policy, response to incidents of misuse document. This may include: 
· The removal of access to school based digital learning platforms.

· Further sanctions including the involvement of the police if deemed necessary.
Information about pupil electronic data that we collect, hold and share is available via the school website in the Privacy Notice.
A signature is not required for this agreement, the terms herein are confirmed by all parties upon receipt unless we hear to the contrary. 
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