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Rattlesden Primary Academy
Acceptable Use Policy for Remote Learning and Online Communication


Updated: 22nd January 2021
Leadership Oversight and Approval 

Remote learning will only take place using google classroom, Tapestry and the Rattlesden Primary Adacemy website. Google classroom and the school’s website is monitored by the Headteacher (Helen Ballam).

Staff will only use school accounts (G-suite) with learners and parents/carers. Use of any personal accounts to communicate with learners and/or parents/carers is not permitted. 
Staff will use work provided equipment where possible; for example: a school laptop or Ipad. If this is not provided, leaders will ensure that all staff are clear of safeguarding and data security expectations when using their personal devices. For example: use of strong passwords, suitable levels of encryption, logging off or locking devices when not in use.

Live online contact with learners will not take place outside of the operating times 9am-3:25pm, unless arranged with the head teacher.
All remote learning lessons will be pre-arranged and shared in good time with parents and/or pupils via parent mail or Google Classroom.
Data Protection and Security 

Any personal data used by staff and captured by google classroom when delivering remote learning will be processed and stored with appropriate consent and in accordance with our data protection policy.
All remote learning and any other online communication will take place in line with current Rattlesden Primary Academy School confidentiality expectations as outlined in Trust GDPR policy

All participants will be made aware that meetings will eb recorded. 

Live sessions and Pre-Recorded Lessons 
Staff will record when live sessions are taking place. All pre-recorded lessons will be shared via google classroom or the website only – these are not to be sent to individual parent emails. 
1. Appropriate privacy and safety settings will be used to manage access and interactions. For example: disabling/limiting chat if needed or appropriate (expectations shared by staff), staff not permitting learners to share screens, keeping meeting IDs private, and use of waiting rooms or pupils not able to start meetings without an adult starting the meeting.
2. Live streaming with learners: 
· Use Google Meet or School zoom account only
· The meeting link will only be shared on the Google Classroom (KS2) and via parents email addresses (KS1 and EY).  Email addresses will be kept private.
· All sessions will be recorded.
3. Links to live sessions:
· should NOT be made public or shared by participants. 
· Learners and parents/carers should NOT forward or share access links.
· If learners/parents/carers believe a link should be shared with others, they will discuss this with the member of staff running the session. 
· Learners are encouraged to attend lessons in a shared/communal space or room with an open door and appropriately supervised by a parent/carer or another appropriate adult.
4. No 1:1 live sessions will take place with the children (unless discussed with the Headteacher separately). Only group sessions will be held with a teacher and these will be recorded.  These recordings will be saved and stored on google drive; you should NOT save these recordings on your own laptop if a personal device is used, they must be uploaded to the drive.

For more information on any of these points, please see appendices detailing rules regarding Google Meets or any other live video conferencing, these will outline the protocols regarding communications with families and children. 
Behaviour Expectations
1. Staff will model safe practice and moderate behaviour online during remote sessions as they would in the classroom. 
2. All participants are expected to behave in line with existing schools code of conduct policy. This includes: 
· Appropriate language will be used by all attendees.
· Staff will not take or record images for their own personal use. 
· Only the meeting organiser can record the session and this will be uploaded to google drive straight after the session.
3. Staff will remind attendees of behaviour expectations and reporting mechanisms at the start of the session.
4. When sharing videos and/or live streaming, participants are required to: 
· wear appropriate dress. 

· ensure backgrounds of videos are neutral (blurred if possible). 

· ensure that personal information and/or unsuitable personal items are not visible, either on screen or in video backgrounds. 

5. Educational resources will be used or shared in line with our existing teaching and learning policies, taking licensing and copyright into account.
For more information on any of these points, please see appendices detailing rules regarding code of conduct and behaviour expectations when using google meets or any other live video conferencing, these will outline the protocols.
Policy Breaches and Reporting Concerns

Participants are encouraged to report concerns during remote and live streamed sessions to DSL (Helen Ballam) or alternate DSL (Jenny Bishop and Jenny Winser), inline with out safeguard policy.

If inappropriate language or behaviour takes place, participants involved will be removed by staff, the session may be terminated, and concerns will be reported.

Inappropriate online behaviour will be responded to in line with existing policies such as acceptable use of technology, allegations against staff, anti-bullying and behaviour. Sanctions for deliberate misuse may include: restricting/removing use, contacting police if a criminal offence has been committed.


Rattlesden Primary Academy
Protocol for Staff using Google Meet and other such video conferencing apps with pupils.


Always be logged in 5 minutes before the meeting starts and ensure that pupils use their own name to enter the meeting so you know who you are ‘letting in’. All pupils must have left the meeting before the member of staff ends the meeting.
Below are some things to consider when delivering virtual lessons, especially where webcams are involved. 
1. Dress Code.

Dress for your video conference the way you would for an in-person meeting. Remember, the meetings are professional meetings. Staff and children must wear suitable clothing, as should anyone else in the household.

2. Groups only.

No 1:1 virtual sessions should take place unless agreed by head teacher. 

3. Location of the meeting.

Any computers used should be in appropriate areas; for example: not in bedrooms, and the background should be fairly plain or even blurred. 

4. Record the live session.

The live class should be recorded so that if any issues were to arise, the video can be reviewed; these will be stored on the google drive.

5. Timing of the session.

Live classes should be kept to a reasonable length of time, or the streaming may prevent the family ‘getting on’ with their day.

6. Professionalism

Language must be professional and appropriate, including any family members in the background. 

7. Use of online platform.

Staff must only use platforms the school authorise to communicate with pupils. All virtual meetings should take place using the school Zoom account or Google Meet through your school G-Suite account.

8. Record of the meeting.

Staff should note when live sessions are taking place.
9. Additional safety measures

Where possible, there should be at least 2 members of staff in attendance on virtual meetings; however, we know this is not always possible which is why it is important to record all sessions. Children and parents should be made aware that if a member of staff is not present, e.g. their connection has failed, they must leave the meeting immediately. You should go back into the meeting as soon as it is possible.


Rattlesden primary Academy
Protocol and Information for Children Accessing School Remotely via Google Meet and other such video conferencing apps 


	Joining the Meeting:
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	You will be sent an invite, via Google Classroom or Parent Mail, by your teacher/TA to join the Google Meet/Zoom meeting.




	Before the meeting:
	
	During the Meeting:
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	Have everything you need ready.
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	Stay in one spot during the meeting.
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	Find a quiet spot in the lounge or kitchen (not your bedroom). 
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	Use the mute button until you are invited to speak – wait your turn.
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	Let your family members know that you are on Google Meet.

	
	[image: image8.png]



	Be respectful, just like you would in class. If anything concerns you, tell your teacher.

	[image: image9.png]



	Don’t use a fun background or sit in front of a window.
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	You can raise your hand to show you have a contribution. 
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	Be presentable (and check that anyone who is in the background is presentable).
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	Think before you contribute.
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	Be on time. Your teacher will let you in from the waiting room.
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	No eating or chewing gum.


	After the meeting:
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	Wave goodbye as you leave!
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	Ensure you leave the meeting and log out. If there is no memebr of staff in a meeting due to a failure in connection, you must leave the meeting immediately.  The member of staff will enter back into the meeting as soon as possible.
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	If you have any questions, you can log on to Google Classroom and meessage your teacher or send an email to school.




/

I have read and understood  < school/setting name> Video Conferencing and/or Live Communication Acceptable Use Policy (AUP).


Learner/Parent/Carer


Child’s Name……………………………………………………………………………………………...  





Class………………………… 





Parent/Carers: ……………………………………………......................................................





Date (DDMMYY)………………………………………………...





Staff


Name:  …………………………………………………………………………………………………  





Date (DDMMYY)………………………………………………...





I have read and understood the Rattlesden Primary Academyl Acceptable Use Policy (AUP) for remote learning.


Staff Member Name: ………………………….……………………………………….





Date………………………….





Appendix One





Appendix Two











I have read and understood the school’s rules about accessing remote live sessions via Google Meet. I will follow these rules at all times when taking part in live remote lessons or meetings.


Pupil’s Name: ………………………….……………………………………………………………


Date………………………………………………





I have read and understood the school’s rules about accessing remote live sessions via Google Meet and Zoom. I will follow these rules at all times when taking part in live remote lessons or meetings.


Pupil’s Name: ………………………….………………………………………………….


Date……………………………….
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