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1. Aims
This remote learning policy for staff aims fo:
» Ensure consistency inthe approach to remata learming for pupils who aren't in schaol

3 Set out expectations for all members of the scheal community with regards to remete leaming when & whole class
IS unable to attend school

» Provide appropriate guidelines for data protection

2. Roles and responsibilities
At Coundon Primany School wie work as a team o support any remota learming and many adults will have a rohe.

Teachers will heve the responsibility for organising learning for their class (using year group teams to suppoart in the
onganisation of resources if possible).
Phase leaders will hanve the responsibiity of supporting teachers in their role.

If classes / large groups of pupils are accessing remote lsarning, the inclusion team will have the role of organsing
support for menizl well-being and suppeort far families

Senigr Lesdership team will have the responsibiity for 3 whale schoal overview of the provision and suppor where
MACcessarny.

2.1 Teachers
The roles set oub in this policy apply if the whole class ! vear group 8 accessing remite leaming

When providing remate leamning, teachers must ba availabla betwean 08:00-15:20 during days that children would
normally have been attending schoal.

It thay re unable towork for any reason duning this ime, for exampie due to sickress or caring for a dependent, they
should report this using tha rormal absance procedure.

When providing remote [2aming, teachers are responsible far
» Setting work:
Teachers will work in iheir teams o sat work for their year group
o Teacherswill selta daily Maths and English lesson

o Teachers will promote reading for enjoyment through & daily stary time; using & rota fo sharg
responsibitity for recording,

o Teachers will sela weekly Science, Topiz, PEHE and PE lessons
o Lessons will be shared by 17:00 the day befora they are io be complatad.

= Teachers will alest legdership team if they are concerned that 2 pupil has imited access to complate the
Wk

2 Providing feedDack on wark

oo Pupils will comiplste work and upload (o approptizte app o amall to teachers so thay -can priovide
feadback diractly

o Teachers 1o provide feedback (o compigied work in & prampt manmer {within 48 hours)

# Keapirg in touch with pupils who aren't in schiool and their parants:
o Teachers to share dally (Monday-Friday } updates through the use of appropriate-app or school bleg
o Teaching Assistants 1o make phone calls wice aweek with families wha do not have Intermel access:

Teachers to answar emails as promplly 38 possible (within 48 hours) but not cutside of normal working
haurs

o Any complainis or concerns shared by parenis-and puplls to be referred o senlor leadership team and
DEL {for safeguarding concerns)



5 Aoy behaviour issues (e.g failing to complete work, inappropriate use of language} 16 be raferred o line
manages,
¥ Attending virtual maatings with staff, parents and pupls
o Ifvirlual meetings are neaded with parents of oulside agencies staff will foliow the school dress code,

= Staff to use appropriate locations to hold the meeting (e g. avoid areas with background noise, nothing
inapproprizte in the background)

¥ Some pupds from a class are shill atending school

~ i teachers will asa ba working In schoal (e.g because only 8 section of their class are having o self-
isolzta) than the above provision will not be followed

- Instead teachers will provide a work pack in line with what is being taught in school (one week’'s work —
available for coliection on the following day of absence)

¢ Teachers will keep in contact with pupils via class email {responding within 48 haurs)

5 Parents and pupils encouraged toemail teacher on a regular basis (at least once a week) in relation io
work completed

2.2 Teaching assistants

When assisting wilh rermote leaming, teaching assslants must be available batween within their normal warking
hours.

If they're unable to woek for any reason during this ime, for example dus fo sickness or canng for 8 depandant, they
should report this using the normal absence procedurs

Whien assisting with remate legaming, teaching assistants are respansibée for.
¥ Supporiing class teachers In the delwery of remota leaming
» Attending virtual meetings with teachers, parents and puplls following the guidelines for teachers
» Teaching assistants may also be working in schoal during any closures o support where necessary.

2.3 Subject leads

Alongside their teaching responsibilities, subject leads are responsdhle for
» Considering whether any aspects of the subject curnculum need 1o change to accommaodate remote léaning
» Working with teachers teaching their subject remotely to make sure all work set is appropriate and consistent

» Warking with other subject leads and senior leaders to make sure work set remotely aoross all subjects |1
appropriate and consistant.

» Monitoring the remate work set by teachers in their subject — through discusseons | emalls with feachers or by
réyEwing work set

» Alerting teachars 10 resources they can use 1o teach their subject remotely

2.4 Senior leaders
Alangside any teaching responsibiities, senior leaders ars responsible for
» Co-ordinating the remoie leaming approach across the school — co-ordinated by Alex Scoft

» Monitoring the effectiveness aof rermote learming — through discussions [ emais with teachers and subject leadess,
reviewing work set or reaching out for feedback from pupils and parents

3 Monitering the security of remote laaming systems, including data protecton and safeguarding considerations



2.5 Designated safeguarding lead
The DL Is responsible for

Take averall lead responsibility for safeguarding and child proteciion in Coundon Primary Scheol.
Act Bs 3 source of support and experiise on matters relating to safeguarding and child protection to ensura
that other members of staff can carry out their safeguarding duty;

» Babest placed o advise on the responsa to safeguarding concarms,

* Ligise with the Local Authority and work with ofber agencies in line with "Working Together 1o Safeguard
Childrem;

»  |dentify if children may benafit from early heip,

» Make referrals to Coventry's Children & Family Inital Besponze Service where children arg at nsk of
signilficant harm

* Make referrals to the Prevent programme where there is g radicafisation concemn andior support staff that
make a referral o Prevent|;

Support ibe school with regards lo ther responsibiliies under the Prevent duty and provide advice and

support on proteciing children from radicalisation;

Refer cases to the police where a crime may have been committad;

Be available duning school or college hours for staff 1o discuss any safeguarding contemns. In the evant that

they ara not available. a deputy will be made avaitable;

Lndertake training to equip them with the skills to carry out the role and update this every bwo years;

Ensure all staff have read and undersiood Part 1 and Annex & of Keeping Children Safe im Educatian

Lipdate their knowledge and skills regulsrly and keep up with any developments relevant o their rofe;

Provide staff in schoaol with the:knowledge, skiflls and suppart requirgd o sefeguard children

Take responsibility for the accurate and timely recording of safeguarding and child protection concerns: and

take overall responsibility for safequarding ard child protaction files,

Take responsibility For the fransfer of safeguarding files when a chikd leaves Coundon Prmary School,

= Ablend or ensure an appropriate representative attends multi-agency =afeguarding or child protection
meetings,

= Work closely with olher relevant education professionals (eg. SENCO, Vidual School Head) to ensure
childran with additional vulnerabiltias are safeguarded.

#* Pramote & culture of safeguarding’, in which every member of Coundon Primary- Schood community acts In
the best interests of the child;

s Regularly meel with the zafeguarding link governor andior Chair of Govemnars o review safeguarding in
Counden Primary Schocl; and

= Ligise with the headieacher regarding safeguarding cases and issues.
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2.6 IT staff
IT siaft ars respansible for

2 Fixing issues with systems used to set and colkect work
¢ Hefping siafl and parents-with any technical issues they e expanancing
» Reviewing the securty of remote learning systems and flagging any data protection breaches to the data
pratecton officer
2.7 Pupils and parents
Staff can expect pupils leaming remaotely o
» Be contactable during the school day
# Complete work 1o the deadling sel by leachers
» Seek help if they need it from teachers or teaching assistants
» Adert teachers if they re not able to complete wark



Staff can expect parents with childran leamning remotely o
¥ Make tha school aware if their child is sick of athemwise can't complete wark
¥ Seek help from the scheal I they need it
» Be raspactful when making any complainte ar concems known o staff

2.B Governing board
The governing board is respansdla for.

% Monitoring the schaol's approach 1o providing remate learning te ensure education remaing as high quality as
possibbe

* Ensuring that stalf are certain that remote lzarning systems are Appraprigtaly secure, for both data protection and
gafeguarding reasons

3. Who to contact

If staff have any guestions or concerns about remoie learming, thay should contact the following individuals.
» |ssues in satting work - talk to the relevant subjact lead or SENCO
¥ lesues with behaviour — takk to the relevant phase or senior leader
¥ Issuas with 1T — tafk 1o 1T staff
¥ 1ssiues with their own workicad or wellbeing = talk to their ling manager
¥ Concerns about data protection — talk 1o the data protection officer {Joanne Bennett)
¥ Concarns aboul safeguarding — talk to the DSL (Natasha Maude)

4. Data protection

4.1 Accessing personal data
When aceessing personal data for remaote learning purposes. all staff members wilk:
¥ Acoess data through the ase of password protected files or via the school office (by phone)

4.2 Processing personal data

Staff members may need o callect andior share personal dala such as emall addresses or parents phone numbers 82
part of the ramata learming system. As long as this processing is necessary for the school's efficial functions,
indaviduals won't need to give permigsion for this to happen,

Howewver, staff are rarminded io collect andior share 3s litlle personal data as possible online.

4.3 Keeping devices secure
All siaff members will taka appropriate steps 1o ansure their davices remain secure. This includes, bat is not limibed 1o:
¥ Saving personal details in passward protacted files
» Making sure the device locks if laft inactive for 3 penod of time
» Insteiling antvirus and ant-spyware software
» Kaeping aperating systems up to date



4.4 Acceptable Use
Al staff members will follow the guidedines for accaplabie use of ICT. This includes, but s ot limited o
? Ahbiding by the school’s code of conduct
# Don't take risks that may infroduce makware
* Take care of all eguipment issued
» Dent allow anyones eise ta use your ICT credentials

» Avoid working in public areas where you screen could be overlooked or where your equipment is at high risk of
theft

For more infarmalion see 'Scceptable Use of ICT Palicy’

5. Safeguarding

For more information see updaied 'Child protection and safeguarding policy” and ‘Keeping chikdren safe ineducaiion
September’

6. Monitoring arrangements

This policy will be reviewed by Alex Scott {Deputy Headleacher). At every review, it will be approved by the full
gaveming board,



