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At Trefonen RESPECT is our core value.

Mutual respect and good behaviour is the expectation of all adults and children at all times.

__________________________________________________________________________________________________________________
1. Aims
This remote learning policy 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
· Ensure that, as far as we are able, children who are not able to attend our school due to lockdown or self-isolation, are still able to access quality education.
2. Roles and responsibilities
2.1 Senior Leadership Team

Alongside any teaching responsibilities, senior leaders are responsible for:

· Co-ordinating the remote learning approach across the school 

· Monitoring the effectiveness of remote learning, reviewing work set, reviewing streams on Teams, reviewing returned work, monitoring email correspondence on class emails, monitoring feedback from pupils and parents

· Monitoring the security of remote learning systems, including data protection and safeguarding considerations

· Providing remote absence cover for colleagues.
2.2 Subject Leaders
Alongside their teaching responsibilities, Subject Leads are responsible for:

· considering whether any aspects of the subject curriculum need to change to accommodate effective remote learning

· alerting teachers to resources they can use to teach their subject remotely

· advising and supporting teachers with setting appropriate online learning, ensuring that work set is appropriate and consistent

· monitoring the quality of remote provision and its impact on pupil outcomes in their subject (content, quality of provision and outcomes - The three I’s: Intent, Implementation, Intended Outcome). 
· reporting outcomes to governors
2.3 Teachers

When providing remote learning, teachers must be available between 8.30 and 4.30pm. If they are 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 procedures by email to the head teacher and Sarah McCracken as soon as possible.

Teachers are responsible for:
· Setting work for their class and providing support for children’s learning
· Holding live registration on Microsoft Teams, for their pupils at 9.15am and 1.15pm
· Setting a timetable of activities for their class, ensuring as far as possible, that it reflects the normal teaching day and that subjects across the curriculum are included, and uploaded onto Microsoft teams and the Class Portal, on the website
· Setting the weekly timetable and specific work / activities that their pupils should undertake and uploading them onto Microsoft Teams and the Class Portal on the school website where possible
· Providing live learning support during the teaching day, as identified on the class timetable via Microsoft Teams and the direct class email 

· Ensuring children (and parents/carers) know how to upload their work onto Microsoft Teams or share it with their teacher via the direct class email
· Providing feedback on children’s work.

· Providing feedback on work:

· Children should send completed work back to their teacher via their individual Microsoft Teams Folder, where possible, otherwise through the direct class email 

· Teachers should review the work and feedback via the Teams ‘Feedback Sheet’ or through the direct class email once a week
· Keeping in touch with pupils who are not in school and their parents:

· All pupils are expected to register for Trefonen Remote School daily by 9.15am, and again at 1.15pm through Teams, or the direct class email before 9.15, if they are unable to access Teams. Any parent having difficulty registering their child digitally should contact the school using the dedicated Parent Contact email or by telephone

Parent email: parentcontact@trefonen.shropshire.sch.uk
Telephone: 01691 652960

· The class teacher will notify the school office of any pupils who have not digitally registered by 9.30 am each day.  The school will contact parents of any children to remind them of the expectations. Where there is continued lack of attendance / engagement our school’s Education Welfare Officer will contact parents.
· Children are expected to submit a minimum of 6 pieces of work per week, this should include two  English assignments, two mathematics assignments, and two other assignments. If the teacher has concerns about the quality of work submitted, they may ask for additional pieces. This is to enable the teacher to assess engagement and progress and to frame appropriate feedback for further improvement.
· Teachers should only communicate with pupils and parents through school approved media. Teachers may not communicate with parents or children via their personal telephone or through any social media applications.  Teachers should only communicate with pupils or parents  within the designated working day (8.30am – 3.15pm on Teams, until 5.00pm through class email)
· Should any teacher receive a complaint or concern shared by parents and pupils, they should refer it to a member of the School Leadership Team. For any safeguarding concerns, teachers should refer to the section below.
2.4 Teaching Assistants 

Teaching Assistants are expected to be available for work between 8.30am and 3.30pm

During this time they are expected to:

· Carry out reasonable tasks as directed by the class teacher or Leadership Team
· Check class emails

· Support identified pupils with their learning, as requested by the class teacher or SENCO

· Take the lead during teachers PPA

· Attend virtual meetings with teachers, pupils and parents

2.5 Designated safeguarding leads
The DSL is responsible for:

· Maintaining contact with class teachers in relation to any pupils who may be considered at risk / vulnerable, as a proactive preventative approach

· responding to any concerns raised,

· sharing relevant information with other professionals as needed, including seeking advice where necessary.

(Refer to the COVID-19 amendments to the Child Protection Policy)

2.6 ICT / E-safety Lead (Deputy Head)

The ICT/ E-safety Lead is responsible for:

· Fixing issues with systems used to set and collect work (supported by the school’s contracted ICT support team)
· 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 school’s data protection officer.
· Assisting pupils and parents with accessing the internet or devices.
(See Appendices - Update for Parents Remote education contingency plan 4/1/2021, Remote Learning Plan 8/1/2021 and Update for parents 11/1/2021).

2.7 The School Administration Team is responsible for:

· Providing support for staff and parents, as directed by the head teacher
· Monitoring and responding to communications from parents via Parent Contact

· Welfare calling

· Following up pupil non-attendance / non-engagement, including liaison with the Educational Welfare Officer

· Organisation and communication in relation to the Critical Worker Hubs, during whole school closure
· Carrying out other administration duties as possible, such as ordering stocks and supplies, data returns etc
· Any other tasks reasonably directed by the head teacher
 2.8 Pupils
We expect pupils learning remotely to:

· Digitally register for Remote learning for morning and afternoon sessions on Teams every day (Mon – Fri, term-time).

· Take part in a full day’s learning, in accordance with the class timetable.

· Complete the activities set by the their teacher

· Seek help if they need it, from teachers or teaching assistants

· Alert their teachers if they’re not able to complete work

· Submit 6 pieces of work per week to their teacher (2 English, 2 Maths and 2 other subjects)

· Follow the rules and expectations of behaviour set for the Class Team (See Appendices)
· Pupils should not share their Teams login information.

· Use the “Pupil Guide to using Teams” (See Appendix  – Parent updates 4/1/2021)

· Use the Tips for Remote Learning Pupils/Parents (See Appendix  – Parent updates 4/1/2021)

2.9 Parents

We expect parents with children learning remotely to:

· Make sure that they register for ‘Remote School’ each day

· 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 regular updates on the website, the information provided in class portals on the web-site and to the information provided in ‘files’ in their child’s class Team.
· Remember that Teams is a pupil zone, not a parent zone (it is fine for parents to act as proxy for their child on Teams if their child is not able to access it independently)
· Be respectful when making any complaints or concerns known, to staff

· Teams is a private domain, Parents should not share pupil logins, any images (including screenshots/prtsc), any recordings with others, such as private tutors (See Appendix  – 18/1/2021 Parents updates)
· Use the “Pupil Guide to using Teams” (See Appendix  – Parent updates 4/1/2021)

· Use the Tips for Remote Learning Pupils/Parents (See Appendix  – Parent updates 4/1/2021)

2.10 Governing Body
The governing board is responsible for:

· Monitoring the school’s remote learning strategy to ensure education remains as high quality as possible, in line with DfE guidelines
· Ensuring that staff are certain that remote learning systems are appropriately secure, for both data protection and safeguarding reasons
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 or head teacher
· Issues with behaviour – talk to the Headteacher
· Issues with ICT – talk to the Deputy Headteacher
· Issues with their own workload or wellbeing – talk to the Headteacher
· Concerns about data protection – talk to the Headteacher or Deputy Headteacher 
· Concerns about safeguarding – talk to the DSL or  Deputy DSL
· Concerns about SEN – talk to the SENCO or Assistant SENCO

4. Data protection & Safeguarding
4.1 Accessing personal data

· When accessing personal data for remote learning purposes, all staff members will follow the school’s established protocols in relation to data protection and safeguarding.
· Staff have access to parent contact details for children in their class, including telephone numbers and email addresses. They also have access to contact details for other members of staff. Such collection of personal data applies to our function as a school and therefore does not require explicit permission. Staff will keep these details secure and not share them with any third parties.

· Staff are reminded to collect and/or share as little personal data as possible online.

· Staff should take particular care not to accidentally share personal data through group emails. Group emailing should never be used to contact parents or pupils.

· Staff should not contact pupils or parents using their own personal devices, e.g. mobile phone, home telephone number. Staff should use school devices to access and process pupil data and for communication with parents.
· Staff should not communicate with pupils or parents on social media.
· SLT and administrators can access pupil and parent details through ParentPay.

· Teams is a private, password protected domain. Login details should not be shared.
4.2  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 

· 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

· Keeping operating systems up to date – always installing the latest updates
4.3 Safeguarding

Refer to the following updated policy in relation to remote learning: ‘Covid-19 appendix to the Child Protection Policy’
5. Monitoring arrangements

This policy remains under constant review during the school lockdown period, and thereafter as and when new updates are required. At each review it will be approved by the Senior Leadership Team.
6. Links with other policies

This policy is linked to our:
· Behaviour policy and Covid-19 Appendix
· Keeping Children Safe in Edication (KCSIE)
· Child protection policy and Covid-19 Appendix to our child protection policy
· Safeguarding Policy

· Data protection policy 

· ICT and internet acceptable use policy

· Staff Professional Code of Conduct

7. Summary of the Remote Learning Offer at Trefonen Primary School

7.1 Individual Pupil Self-isolation

In the event of an individual pupil self-isolating during a school open period, the pupil will be provided with a two week paper pack. The pupil will receive 3 to 4 direct calls from their class teacher each week of their isolation. Work provided is tailored to the pupil.
7.2 Bubble Isolation

In the event of a ‘bubble isolation’, pupils will be provided with a two week paper pack. In addition, they will be supported daily on line through Microsoft Teams and through the direct class email.

7.3 Whole School Closure

In the event of lockdown, where the school is directed to close for all but the children of key workers, pupils will be provided with a two week paper pack. In addition they will be supported daily, on line, through the Microsoft Teams platform and through the direct class email. 

All pupils (except those attending the hub on site) are required to register for school each day and participate in the full day’s activities, as shown on the class timetable and directed by their class teacher.
Lessons will be delivered using a blended approach, including:

· a Live Teams class stream, 

· access to pre-recorded lessons, such as those on Oak Academy and Khan Academy
· tasks to be completed off-line.
Most materials will also be available to down load from the class portals on the website (materials with copyright restrictions cannot be shared on the school web-site).

Assessment will be based on the interaction and engagement in the live Teams stream and the 6 pieces of work submitted each week. Feedback is provided through the Feedback sheets in Teams.

Non-attendance and / or non-engagement will be followed up in the same way it would in normal on-site school.

The school has 3 mini laptops (Geobooks), allocated by the DfE to support families who do not have access to a device at home (See Appendix -  Parents Updates Devices to support remote learning 12/1/2021).
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APPENDICES

Appendix A: Teams Expectations – Upper KS2
In files your teacher has provided you with a weekly timetable. This lets you know which subjects you are expected to work on, at the right time, on the right day, throughout the week.

In files your teacher has also provided you with the subject lesson plans, which are broken down for each week.

From the timetable and the week-by-week subject lesson plans, you should be able to work out for yourself what you need to do each day.

9.00 – 9.15 : Preparation Time
Before registering onto Teams each morning, you should first check your class timetable so that you know which subjects you will be expected to take part in for that day. You should then check the specific subject activity that your teacher has set, making sure that you have all of the right equipment and have downloaded and printed anything that you may need for the day’s lessons. 

9.15 – 9.30 : Registration
You must make sure that you are in Teams at the right time for the start of the remote school day, at 9.15am. Just as you would be expected to be on time in normal school.

You should log into your class by saying ‘Good Morning’. Your teacher will note that you are present by putting a thumbs up emoji next to your name.

You do not chat or emoji with other children on Teams during this time, just as you are not allowed to chat at this time in normal school. Chat at this time in Teams causes the Teams stream to keep moving up, making it really difficult for children to find the important information that the teacher has posted for the lesson. 

Once your teacher has registered you, she will confirm with you to make sure that you know what your learning tasks for the day are. You should have already checked this yourself before the lesson and made sure that you have everything that you need for the lesson ready.

9.30 – 10.30am
You should get on with your morning tasks promptly at 9.30am, just as you would be expected to in normal school.

You should not ‘chat’ or ‘emoji’ with other children during class time. This is the same as chatting in class, we don’t do it! You should use good learning talk to ask each other for hel,p when you need it and to help each other if other children are stuck, just as we would in normal lessons.

Upload your finished work to your folder in Teams.

10.30 -10.45: Break Time
If your teacher has said it is ok, and you want to, you may stay in your team and chat with your friends during break time. You must be polite and respectful at all times, just as we would expect you to be if it was break time in normal school.

You may not upload videos or images into your team site during your break time chat. You must not make screen shots or print screens at any time. You should not look in others’ folders or move, copy or delete their work.
10.45am – 12.00 noon: 
You should then get on with your next morning task.
You should not ‘chat’ or ‘emoji’ with other children during class time. This is the same as chatting in class, we don’t do it! You should use good learning talk to ask each other for help when you need it and to help each other if other children are stuck, just as we would in a normal lessons.

Upload your finished work to your folder in Teams.

12.00 noon – 1.15pm: Lunch time
No children should be on Teams during lunch time. You need to take a break, get some fresh air and enjoy your lunch.
1.15pm - 3.00pm 
Afternoon registration
You should return to your class team promptly at 1.00pm for afternoon lessons. You should let your teacher know that you are there by saying ‘Good Afternoon’. Your teacher will return your register by posting a thumbs up icon as soon as she can. Do not chat or emoji.

Afternoon lessons
You should get on with the afternoon tasks that your teacher has set for the day. Check your class timetable so that you know which subjects you should be learning. Check your class planning folder for the specific instructions for that subject for that day. You only need to come back onto Teams in the afternoon if you are stuck or need help.

Upload your completed work to your folder on Teams.

3.00pm
Return to your class for the shared celebration, reflection and prayer.

3.15pm End of school day
No children should be on teams after the end of the school day.

4.00pm Homework
Get on with the task for the week in your Homework Books.
Folders

You may look at information in the teacher’s planning folder or your own folder outside of the school day, if you find it helpful for uploading and organising your work and preparing for the next day.
You many have a new area called Assignments, sometimes it says it is “hidden”. Your teacher will tell you if you have an assignment and these are for Upper KS2.

Do not look in other children’s folders. That is the same as looking in other children’s drawers at school. We do not do it. It would be disrespectful.
Appendix B: Teams Expectations – Lower KS2
In Teams files we have provided you with a weekly timetable. This lets you know which subjects you are working on each day throughout the week.

In the subject files and daily files we will add subject lesson plans. During the day, we can add messages about the work to help you or we can all share ideas.

9.15: Registration
You should log into your class by adding a message for example ‘Good Morning’. We will reply or give you a ‘thumbs up’ emoji next to your name to say that we know you are there. We are taking the register, just like we do when you are in school.

It is ok to say good morning to others now, but you should not chat or emoji with other children on Teams during lesson time.

You can let us know if you can’t find something that you need for your day.

9.30 – 12pm
You should not ‘chat’ or ‘emoji’ with other children during class time. You should use good learning talk to ask each other for help when you need it and to help each other if other children are stuck, just as we would in normal lessons. You can share your good ideas or upload work that you would like to share with us all.

During break time you should be taking a break from your computer/ work.
12.00 noon – 1.15pm: Lunch time

Children shouldn’t be on Teams during lunch time. You need to take a break, get some fresh air and enjoy your lunch!
1pm- 3.00pm 

1.15pm Afternoon registration

You can let your teacher know that you are there and working by saying ‘Hello’ or ‘Good Afternoon’. We will let you know that we have seen that you are there, either with a comment or a ‘thumbs up’. 

During the afternoon, you should be working on your afternoon tasks.

At the end of the day return to your class for the shared celebration, reflection and prayer.

3.15pm End of school day Children should not be on teams after the end of the school day.
Emojis

We have all enjoyed starting to use Teams and messaging. For some of you it is the very first time and you have been doing really well with it.  We are learning lots of new computer skills, which is great.  Now that we are settling in to using Teams, we would like to ask that we don’t add large emojis/ GIFs in the chat.

It is ok to 'thumbs up’ a comment or add a small smiley face or sensible, appropriate emoji to some of your comments, but we are not using animated emojis/ GIFs/video clips. Please do not use an emoji as your comment, you can write a message if you would like to share your idea/ thoughts. 

Appendix C: Pupil Guide for using Teams

http://www.trefonenschool.co.uk/wp-content/uploads/2021/01/Pupil-guide-to-using-Teams.pdf
Appendix D: Tips for Home Learning - Parents/Pupils
http://www.trefonenschool.co.uk/wp-content/uploads/2021/01/Remote-education-tips-for-Parents.pdf
http://www.trefonenschool.co.uk/wp-content/uploads/2021/01/Remote-education-tips-for-children.pdf
Appendix E: Parent updates

Remote Education Contingency Plan – Summary (January 2021)

http://www.trefonenschool.co.uk/wp-content/uploads/2021/01/Remote-Education-Contingency-Plan-Summary-January-2021.doc
Update for Parents - Spring Term Remote / Home learning Plan (09/01/21)
http://www.trefonenschool.co.uk/wp-content/uploads/2021/01/Teams-Parent-Letter-Spring-1.pdf
Update for Parents  - Teams (11/02/11)
http://www.trefonenschool.co.uk/wp-content/uploads/2021/01/Teams-Parent-Letter-Spring-1.pdf
Update for Parents – How to share work and use feedback (20/01/21)

http://www.trefonenschool.co.uk/wp-content/uploads/2021/01/200121-Update-How-to-share-work-and-use-feedback.docx
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