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                           ST. ALBAN’S REMOTE LEARNING CONTINGENCY POLICY
1. SPECIFIC AIMS
· To outline our approach for pupils that will not be attending school as a result of government guidance or the closure of a class bubble and ensure that the approach is consistent across school
· To outline our expectations for staff that will not be attending school due to self-isolation but that are otherwise fit and healthy and able to continue supporting with the teaching, marking and planning for pupils
· Provide appropriate guidelines for data protection
2. ROLES AND RESPONSIBILITIES
2.1 All staff are responsible for:
· Adhering to this policy at all times during periods of remote learning
· Ensuring they are available to work during their normal agreed contractual hours, or as agreed by local agreement with their headteacher during periods of prolonged closure. This may involve working rotas or other more flexible approaches to ensure the health and wellbeing of staff and pupils
· Reporting any health and safety incidents to the headteacher and asking for guidance as appropriate
· Taking part in any training conducted to meet the requirements of this policy, including training on how to use the necessary electronic equipment and software
· Reporting any dangers or potential dangers they may identify, as well as any concerns they may have about remote learning to the headteacher.
· Reporting any defects on school-owned equipment used for remote learning to an SBM/an ICT technician
· Adhering to the Staff Code of Conduct at all times

2.2 Teachers
When providing remote learning, teachers will be expected to work their normal hours.
If they are unavailable for 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:
· Uploading work for maths, English and other curriculum areas (following your usual timetable) on a DAILY basis
· Reminding their class about online safety
· Ensuring that any stationery packs, exercise books, worksheets that are required are sent home in preparation for remote learning
· Maintaining the usual timetable, curriculum and content (wherever possible) but adapt the topics and chose something easier to cover where necessary
· Use teaching assistants in the support of teaching and learning
· Be mindful of younger children and SEND children needing parental support and if this isn’t available what work will look like
· Identifying children requiring additional support and making these priority e.g. through the use of support staff in mini online teaching sessions
· Hosting virtual lessons each day on Seesaw (length and frequency dependent on the age of the children) to share learning. First lesson to start at 8.55 am and register to be taken
· Keep a record of pupils/families who do not engage and follow the ‘Accountability’ guidelines in this policy
Children with SEND:
· The teacher will differentiate their work appropriately
· Additional resources will be provided for collection or delivery as necessary
· The SENDCo will contact the parents of children with high level SEND at least once a week by telephone
Arrangements for vulnerable children 
· Where a child/family has an attached support/social worker they will be informed of bubble closures or self-isolation of families/children that they are currently working with
· The families of vulnerable children will be contacted at least once a week by the DSL and more often if needed
· The DSL will share any concerns that may arise  with outside agencies immediately
In the event of a full lockdown with all children at home we will use our records to identify families who do not have internet access to or access to suitable devices to activate support from the DfE to provide these as quickly as possible. Paper copies will be provided as an interim measure for these families and allowances made for the completion and return of work.

Providing feedback
· Pupils send work back on Seesaw
· Teachers/ TAs mark and give feedback where appropriate on a daily basis and use feedback to inform future planning. This will be done via Seesaw.

Keeping in touch with parents:
·  (The attendance team will support in the usual way with absence) and are not engaging with work
· If phone calls are made on personal devices, then own numbers must be blocked.
· All phone calls must be professional, polite and encouraging and recorded in mark book or   CPOMS
· Teaching assistant can be asked to call anyone not engaging in the first instance-record in mark book
· Then the teacher rings if nothing improves-record in mark book 
· Then referred to attendance lead –  follow-up phone calls and record on CPOMS 
2.3 Teaching assistants
Teaching assistants must be available between their usual hours. During this time, they are expected to check their work emails and be available on the phone if working from home. 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. (to Michael Speakman by 7.30am on the day). 
Teaching assistants are responsible for:
· Supporting pupils with learning, remotely
· Supporting the teacher with marking and feedback (as directed by the teacher)
· Supporting the teacher with virtual lessons (as directed by the teacher)
· Contacting children if not engaging with learning
· Daily online video links or phone calls with their 1:1 child to check in on their welfare.
· Supporting children as directed by the SENDCo
· Running phonics sessions online (dependent on age and ability of children). To be arranged in consultation with phonics lead (JB) and class teacher. Teaching assistants must ensure they take their materials home with them in the event of isolating or a lock down.
2.4 Subject leads
Alongside their teaching responsibilities, as outlined above, subject leads are responsible for: 
· Supporting the work set by teachers in their subject through discussion with teachers (email/ phone call/ Seesaw)
· Ensuring webpage is up-to-date with schemes of work and progression documents.
· Reviewing and implementing subject action plan
2.5 Senior leaders
Alongside any teaching responsibilities, senior leaders are responsible for:
· Co-ordinating and monitoring the remote learning approach across their team, ensuring coverage and compliance. Rec: Diana Boardman/Jess Stephens, Y1 Marcus Perkins, Y2 Siobhan Costello, Y3 Sandy Walsh,Y4/5 Hazel Baron, Y6 Claire Speakman 
· Monitoring the effectiveness of remote learning through discussion with teachers, children, parents where necessary.



2.6 The Head teacher is responsible for:
· Ensuring that staff, parents and pupils adhere to the relevant policies at all times. 
· Ensuring that teams adhere to the security of remote learning systems, including data protection and safeguarding considerations
· Ensuring that there are arrangements in place for identifying, evaluating, and managing the risks associated with remote learning.
· Ensuring that there are arrangements in place for monitoring incidents associated with remote learning.
· Overseeing that the school has the resources necessary to action the procedures in this policy.
· Reviewing the effectiveness of this policy on an annual basis and communicating any changes to staff, parents, and pupils.
· Arranging any additional training staff may require to support pupils during the period of remote learning.
· Conducting reviews on a weekly basis of the remote learning arrangements to ensure pupils’ education does not suffer.

2.7 The SENDCO is responsible for:
· Liaising with the ICT technicians to ensure that the technology used for remote learning is accessible to all pupils and that reasonable adjustments are made where required.
· Ensuring that pupils with EHC plans continue to have their needs met while learning remotely, and liaising with the head teacher and other organisations to make any alternate arrangements for pupils with EHC plans.
· Identifying the level of support or intervention that is required while pupils with SEND learn remotely.
· Ensuring that the provision put in place for pupils with SEND is monitored for effectiveness throughout the duration of the remote learning period.


2.8 Designated safeguarding lead/ Pupil Wellbeing Coordinator:
Is responsible for:
· Attending and arranging, where necessary, any safeguarding meetings that occur during the remote learning period.
· Daily/weekly check ins with identified vulnerable children and families and recording on CPOMS
· Liaising with staff to identify any concerns and follow up with phone calls home.
· Overseeing concerns on CPOMS
· Liaising and supporting SENDCo with EHCP children.
· Liaising with the SBM and ICT technicians to ensure that all technology used for remote learning is suitable for its purpose and will protect pupils online.
· Identifying vulnerable pupils who may be at risk if they are learning remotely.
· Ensuring that child protection plans are enforced while the pupil is learning remotely, and liaising with the head teacher and other organisations to make alternate arrangements for pupils who are at a high risk, where required.
· Identifying the level of support or intervention required while pupils learn remotely and ensuring appropriate measures are in place.
· Liaising with relevant individuals to ensure vulnerable pupils receive the support required during the period of remote working ensuring all safeguarding incidents are adequately recorded and reported.



2.9 The SBM is responsible for:
· Arranging (via the agreed ICT purchase processes) the procurement of any equipment or technology required for staff to teach remotely and for pupils to learn from home.
· Ensuring value for money when arranging the procurement of equipment, technology or software
· Ensuring that the school has adequate insurance to cover all remote working arrangements.
· Overseeing the admin team in supporting staff with contacting parents where necessary

2.10 The ICT technicians are responsible for:
· Ensuring that all school-owned devices used for remote learning have a secure connection, can recover lost work, and allow for audio and visual material to be recorded, where required.
· Ensuring that any programs or networks used for remote learning can effectively support a large number of users at one time, where required.
· Working with the SENDCO to ensure that the equipment and technology used for learning remotely is accessible to all pupils and staff.
· Supporting staff with using ‘LogMeIn’ from home.

2.11 Pupils are responsible for:
· Adhering to this policy at all times during periods of remote learning.
· Ensuring they are available to learn remotely at the times set out in their home learning booklet, and that their schoolwork is completed on time and to the best of their ability.
· Reporting any technical issues to their teacher as soon as possible.
· Ensuring they have access to remote learning material and notifying a responsible adult if they do not have access.
· Notifying a responsible adult if they are feeling unwell or are unable to complete the schoolwork they have been set.
· Ensuring they use any equipment and technology for remote learning as intended.
· Adhering to the Behaviour Policy at all times.

2.12 Parents are responsible for:
· Adhering to this policy at all times during periods of remote learning.
· Ensuring their child is available to learn remotely at the times set out in their home learning booklet, and that the schoolwork is completed on time and to the best of their child’s ability.
· Reporting any technical issues to the school as soon as possible.
· Ensuring that their child always has access to remote learning material 
· Reporting any absence in line with the school’s absence policy
· Ensuring their child uses the equipment and technology used for remote learning as intended.
· Adhering to the Home School Agreement at all times.
· Making the school aware if their child is sick or otherwise can’t complete work
· Seeking help from the school if they need it 
· Being respectful when making any complaints or concerns known to staff
2.13 Governing Body 
The governing body 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 remote learning systems are appropriately secure, for both data protection and safeguarding reasons

3. Online Safety
This section of the policy will be enacted in conjunction with the school’s Online Safety Policy.
[bookmark: _gmvy7x8ppif]Where possible, all interactions will be textual and public.
[bookmark: _mwfyel6z17nd][bookmark: _xssr8mrgfmgz]3.1 Video Communication: 
All staff and pupils using video communication must
· Communicate in groups – one-to-one sessions are not permitted.
· Wear suitable clothing – this includes others in their household.
· Be situated in a suitable ‘public’ living area within the home with an appropriate background 
· Use appropriate language – this includes others in their household.
· Maintain the standard of behaviour expected in school.
· Use the necessary equipment and computer programs as intended.
· Not record, store, or distribute video material without permission.
· Ensure they have a stable connection to avoid disruption to lessons.
· Always remain aware that they are visible.

[bookmark: _jpcghejh4z8x]3.2 Audio Communication
[bookmark: _awcvonwirm8z]All staff and pupils using audio communication must:
· Use appropriate language – this includes others in their household.
· Maintain the standard of behaviour expected in school.
· Use the necessary equipment and computer programs as intended.
· Not record, store, or distribute audio material without permission.
· Ensure they have a stable connection to avoid disruption to lessons.
· Always remain aware that they can be heard.
· The school will consider whether one-to-one sessions are appropriate in some circumstances, e.g. to provide support for pupils with SEND. This will be decided and approved by the SLT, in collaboration with the SENCO.
· Pupils not using devices or software as intended will be disciplined in line with the Behaviour Policy.
· The school will ensure that all school-owned equipment and technology used for remote learning can establish secure connections, can recover lost work, and allows for audio and visual material to be recorded or downloaded, where required.
· The school will communicate to parents about any precautionary measures that need to be put in place if their child is learning remotely using their own/family-owned equipment and technology, e.g. ensuring that their internet connection is secure.

[bookmark: _qrngaq1403i8]3.3 During the period of remote learning, the school will maintain regular contact with parents to:
· Reinforce the importance of children staying safe online.
· Ensure parents are aware of what their children are being asked to do, e.g. sites they have been asked to use and staff they will interact with. 
· Encourage them to set age-appropriate parental controls on devices and internet filters to block malicious websites.
· Direct parents to useful resources to help them keep their children safe online.
· The school will not be responsible for providing access to the internet off its premises and will not be responsible for providing online safety software, e.g. anti-virus software, on devices not owned by the school.
[bookmark: _55rnve9wdvg3]
4. Safeguarding
· This section of the policy will be enacted in conjunction with the school’s Child Protection and Safeguarding Policy, which has been updated to include safeguarding procedures in relation to remote working. 
· The DSL and head teacher will identify ‘vulnerable’ pupils (pupils who are deemed to be vulnerable or are at risk of harm) via risk assessment prior to the period of remote learning.
· The DSL will arrange for regular contact to be made with vulnerable pupils, prior to the period of remote learning.
· Phone calls made to vulnerable pupils will be made using Academy phones where possible or staff phones with withheld numbers.
· The DSL will arrange for regular contact with vulnerable pupils once per week at minimum, with additional contact, including home visits, arranged where required.
· All contact with vulnerable pupils will be recorded on CPOMS
· The DSL will keep in contact with vulnerable pupils’ social workers or other care professionals during the period of remote working, as required.
· All home visits must:
· Have at least one suitably trained individual present who will inform SLT before a visit
· Be recorded on CPOMS
· Involve seeing the child at a social distance

· Vulnerable pupils will be contacted by the DSL daily/weekly as per risk assessment
· The DSL will meet (in person or remotely) with the relevant members of staff once per week to discuss new and current safeguarding arrangements for vulnerable pupils learning remotely.
· All members of staff will report any safeguarding concerns to the DSL immediately via CPOMS.
· Pupils and their parents will be encouraged to contact the DSL if they wish to report safeguarding concerns, e.g. regarding harmful or upsetting content or incidents of online bullying. The Academy will also signpost families to the practical support that is available for reporting these concerns. 
[bookmark: _pakn1pnccr47]5. Data protection
· This section of the policy will be enacted in conjunction with the school’s Data Protection Policy.
· Staff members will be responsible for adhering to the GDPR when teaching remotely and will ensure the confidentiality and integrity of their devices at all times.
· Sensitive data will only be transferred between devices if it is necessary to do so for the purpose of remote learning and teaching.
· Any data that is transferred between devices will be suitably encrypted or have other data protection measures in place so that if the data is lost, stolen, or subject to unauthorised access, it remains safe until recovered.
· Parents’ and pupils’ up-to-date contact details will be collected prior to the period of remote learning.
· All contact details will be stored in line with the Data Protection Policy and retained in line with the Records Management Policy.
· The school will not permit paper copies of contact details to be taken off premises.
· Pupils are not permitted to let their family members or friends use any school-owned equipment which contains personal data.
· Any breach of confidentiality will be dealt with in accordance with the school’s policy
· Any intentional breach of confidentiality will be dealt with in accordance with the academies Behaviour Policy or the Disciplinary Policy.
[bookmark: _Toc42788451]6. 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 or SENDCO or team leader
· Issues with behaviour – talk to the relevant team leader, DHT or HT
· Issues with IT – contact Crystal or Michael Speakman
· Issues with their own workload or wellbeing – talk to team leader
· Concerns about data protection – talk to the Michael Speakman
· Concerns about safeguarding – talk to Diana Boardman or Claire Speakman

[bookmark: _Toc42788454]7. Monitoring arrangements
This policy will be reviewed termly by SLT.  At every review, it will be approved by the governing body if changes are made.

[bookmark: _Toc42788455]8. Links with other policies
This policy is linked to our:
· Behaviour policy
· Safeguarding and 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



Who is the policy applicable to?
This policy is for individuals or groups of self-isolating pupils displaying any of the following symptoms:
· A continuous cough
· A high temperature above 37.8C
· A loss of, or change to, their sense of taste or smell
· Have been tested for COVID-19 and a positive result has been returned
 In these instances a remote education plans will be put in place. These plans will meet the same expectations as for any pupils who cannot yet attend school at all due to coronavirus (COVID-19). See section on remote education support.
In the event of a local outbreak, the PHE health protection team or local authority may advise a number of schools to close temporarily to help control transmission. 
In the event that school is in lockdown due to an outbreak ofCOVID-19 the school will remain open to vulnerable pupils and the children of critical workers. Remote education will be provided for all other learners.
This policy is intended to outline expectations for what will happen
· When a class teacher is not in school
· A class bubble or greater part of the school is closed
· Individual children are asked to self-isolate for a longer time (10-14 days)
· Individual children are asked to self-isolate pending the return of test results
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