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1. Aims 
This remote learning policy aims to: 
· Ensure consistency in the approach to remote learning for pupils who are not in school;
· Set out expectations for all members of the school community with regards to remote learning; 
· Provide appropriate guidelines for staff, parents and carers and other stakeholders, including information regarding data protection; 
This policy is school specific to Horizons Academy (not Trust wide) in acknowledgement of different arrangements at each Trust school regarding the management and delivery of remote online learning.  
This policy should be read with reference to LSEAT E-Safety policy and those referenced in section 7.

Policy Scope 
· We believe that online learning is not a substitute for face-to-face provision. Online learning may be provided in exceptional circumstances, and where otherwise education may not be possible for a particular individual student or group.
· The adoption of online learning may be in response to increased numbers of permanent exclusions and/or safeguarding considerations and acknowledges a duty to provide core education daily for pupils who are unable to access school due to circumstances beyond their control.
This policy ensures that all learners and staff are protected from potential harm online.
· We identify that the internet and associated devices, such as computers, tablets, mobile phones and games consoles, are an important part of everyday life.
· We believe that learners should be empowered to build resilience and to develop strategies to manage and respond to risk online.
· This policy applies to all staff including the governing body, teachers, support staff, external contractors, visitors, volunteers and other individuals who work for, or provide services on behalf of the setting (collectively referred to as “staff” in this policy) as well as learners, parents and carers.
· This policy applies to all access to the internet and use of technology, including personal devices, or where learners, staff or other individuals have been provided with setting issued devices for use off-site, such as a work laptops, tablets or mobile phones.
· The Education and Inspections Act 2006 empowers Headteachers to such extent as is reasonable to regulate the behaviour of pupils when they are off the school/academy site and empowers members of staff to impose disciplinary penalties for inappropriate behaviour, including but not limited to online bullying or online safety incidents which may take place outside of the school but is linked to a member of the school. 
· In this respect, the school will deal with such incidents within this policy and associated behaviour and anti-bullying policies to such extent as is reasonable and will, where known, inform parents & carers of incidents of inappropriate online safety behaviour that has taken place out of school. Action can only be taken over issues covered by the published Behaviour Policy.
2. Roles and responsibilities 
2.1 Teachers 
When providing remote learning, teachers are responsible for: 

Setting work: 
· The taught sessions via an agreed timetable that is reviewed weekly. 
· Learning will a be provided via live online lessons planned and delivered by a teacher supported by a LSM.  
· In specific circumstances where pupils cannot access the ICT infrastructure ie. to use GOOGLE Meet, and/ or where the teachers may post pieces of work home, school will advise parents and carers on how to return completed work to school for feedback (see providing feedback on work).

Procedures: 
· Remote sessions will be staffed by two staff members for each session. In the case of school closure and/or class-based sessions, pupils may be invited into larger mixed remote classes or staff may rotate their support in smaller groups throughout the sessions available to pupils. 
· Any pupil not logged on by the start time will have a phone call made by allocated member of staff.
· Any behaviours will be logged on Arbor/CPOMS as usual.  
· The staff member in charge of the lesson can mute video and audio for members of the class.
· Staff and pupils are aware that all conversations written on TEAMS remote classroom are recorded and monitored live – Staff will monitor the chat live. Teaching staff will carry out dynamic risk assessment for themselves and other stakeholders and have read pupil, individual risk assessments.
· If any member of staff feels that safeguarding is being compromised, they can mute/remove camera and remove individuals or end the session.
· Safeguarding incidents from the remote sessions will be reported to the DSL and recorded on CPOMS.

Providing feedback on work: 
· Teachers will provide pupils and parents/carers with guidance about returning completed work packs, this may include email attachments, photographs of completed projects or work packs returned via post.  
· Completed work may be submitted to teachers directly via TEAMS. 
· Teaching staff may give feedback on completed work with annotations on completed work in Word or PowerPoint. This can then be shared with pupils via the relevant online learning platform. 
· If paper work is sent and accepted back into school, teaching staff may annotate with feedback and next steps before posting home. This may also depend on the period of time the pupil(s) are away from school. 
· Teaching staff will give feedback on completed work and in online video lessons where relevant and feasible. Due to the complex nature and in-school support that many of the pupils receive, the format of remote teaching may differ from what would have been feasible in school to allow pupils to access from home with limited support. 
 
Keeping in touch with pupils (and their parents) who are not in school: 
· Teachers are responsible for monitoring the weekly contact of all parents and carers by telephone or video call. The responsibility to ensure this happens for all pupils is the responsibility of the tutor in the first instance. 
· Teaching staff should reply promptly and within 24 hours to emails and queries from parents, carers and pupils received between the hours of 09:00 and 15:30. 
· Any issues or concerns should be directly forwarded to members of the senior leadership team.

   	Teaching and attending virtual meetings with staff, parents and pupils: 
· Ensure that dress is appropriately smart in line with school uniform policy.  
· Avoid areas that are noisy when setting up remote meetings. Ensure any confidential or personal information is not on display. 
· Meetings through TEAMS for pupils must be made with two staff present and an appropriate adult or carer. 
 
2.2 Teaching assistants 
When assisting with remote learning, teaching assistants are responsible for: 

Supporting pupils who are not in school with learning remotely: 
· Teaching assistants are responsible for flagging any issues with accessing remote learning for pupils. 
· If working from school, teaching assistants may access the TEAMS platform and share best practice for accessing remote learning with parents, carers and pupils. 

Attending virtual meetings with teachers, parents and pupils: 
· Ensure that dress is appropriately smart in line with school uniform policy.  
· Avoid areas that are noisy when setting up remote meetings. 
· Ensure any confidential or personal information is out of shot in webcam view. 


2.4 Senior Leaders 
Alongside any teaching responsibilities, senior leaders are responsible for: 
· Co-ordinating the remote learning approach for individual pupils and/or across the school.
· Monitoring the effectiveness of remote learning through weekly meetings with teachers, reviewing work set or reaching out for feedback from pupils and parents.
· Monitoring the security of remote learning systems, including data protection and safeguarding considerations.

2.5 Designated Safeguarding Lead (DSL)
The DSL is responsible for responding to child protection or welfare concerns which occur during online learning sessions. Staff should follow normal processes for concerns as outlined in the school’s Safeguarding Policy and refer any concerns immediately to a member of the safeguarding team.

2.6 IT staff 
IT staff are responsible for: 
· Fixing issues with systems used to set and collect work. 
· Helping staff and parents with any technical issues they are experiencing, as requested by staff. 
· Reviewing the security of remote learning systems and flagging any data protection breaches to the data protection officer.
2.7 Pupils and Parents/Carers 
Staff can expect Pupils learning remotely to: 
· Be contactable during the school day.
· Complete work to the deadline set by teachers. 
· Seek help if they need it, from teachers or teaching assistants. 
· Alert teachers if they are not able to complete work. 

Pupils who are working on their own devices are expected to have the correct level of safety/privacy settings as directed by school staff. All requirements will be shared with parents and carers prior to remote learning starting for their child. 
The same rules apply in the remote classroom as they do in school and inline with the school’s Behaviour Policy. 

Staff can expect parents and carers 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
· Be respectful to staff when raising any queries or concerns 
· All parents and carers should be able to contact a member of staff about remote learning at agreed times
 
2.8 Trustees 
The Board of Trustees 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. Data protection 

3.1 Accessing personal data 

When accessing personal data for remote learning purposes, all staff members will abide by the LSEAT Data Protection Policy.  
Staff should use Trust issued laptops and mobile devices for the purpose of delivering or supporting remote online learning.  
Staff may need to access data from home. Arbor and CPOMs are web-based and available through the usual secure login. Please do not save information onto your desktop which contains personal information.  



3.2 Processing personal data 

Staff members may need to collect and/or share personal data such as email addresses as part of the remote learning system. As long as this processing is necessary for the school’s official functions, individuals will not need to give permission for this to happen. 
However, staff are reminded to collect and/or share as little personal data as possible online. 
3.3 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). 
· Ensuring the hard drive is encrypted – 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 (10 minutes or less).
· Not sharing the device among family or friends. 
· Keeping operating systems up to date; always installing the latest updates when prompted to. 
 
4. Safeguarding 

Please abide by the East Sussex Academy Safeguarding Policy and relevant LSEAT E-Safety policy.
 
5. Monitoring arrangements 

This policy will be reviewed annually by the Headteacher. 
 
6. Links with other policies 

· Behaviour policy 
· Safeguarding Policy 
· Teaching and Learning Policy
· LSEAT E-Safety Policy
· LSEAT Staff Handbook and Code of Conduct
· LSEAT Data protection policy 
· ICT and internet Acceptable Use Policy 
· ICT Equipment Loan Form 
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