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Burton Hathow Preparatory School.

REMOTE LEARNING POLICY.



Aims.

In the event of pupil absence from school, we aim to provide an extensive level of remote learning in order to allow our pupils to access as much of the curriculum as possible. This has been developed principally in response to the current Covid pandemic but would also be applicable for other causes of prolonged absence from school.


Delivery of Teaching and Learning

There are two types of scenarios to be addressed:

· Pupil or staff absence due to the need for self-isolation but where the usual classes are continuing in school
· Partial or total closure of the school such that all educational provision is being delivered remotely for particular classes or the whole school. This could be initiated by national closures, insufficient availability of staff or necessary isolation of a large group of pupils.

The two main platforms by which we deliver remote learning are Showbie and Microsoft Teams. The use of Showbie has been well-established in the School for several years with Microsoft Teams being introduced during the first weeks of April 2020.

In general, Showbie is used for the setting and marking of work, uploading instructions, videos etc., whilst Microsoft Teams is used for the provision of on-line ‘live’ lessons. Recordings are made of Teams sessions so that any pupil unable to attend or access the live lesson can view the recorded version at another time.

Consent Arrangements

Where pupils are accessing live sessions on Microsoft Teams, parental consent will be obtained via Microsoft Forms.

There are also agreement forms for pupils and staff.  (See later)


Teaching Arrangements.

In cases where a particular pupil or small group are absent, staff will provide work and feedback via the Showbie platform so that absent pupils can access, as far as possible, the same tasks as those in school.
If practicable, a ‘live’ transmission of the classroom lesson via Microsoft Teams may be provided and joined by the absentee(s).

In cases or closure, either for particular classes or the whole school, a specific timetable will be provided for each of the year groups comprising both Microsoft Teams Sessions and provision of resources via Showbie. Additionally, ideas for enrichment activities and more open-ended optional extension work are provided.


Remote Learning Timetables

Year 1 and 2

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	9.30 Registration
	Registration and group read
	Registration and group read
	Registration and group read
	Registration and group read
	Registration and group read

	
          10am


	
Spanish CG
(Interactive via class invitation on Microsoft Teams and Showbie)
	
Maths VH
(Interactive Via Class Invitation on Microsoft Teams and on Showbie)
	
English VH
(Interactive Via Class invitation on Microsoft Teams and on Showbie)
	
Maths VH
(Interactive Via Class Invitation on Microsoft Teams and on Showbie)
	
Enrichment activity set by Miss Henley. Class catch up and news sharing
MS Teams

	Break 11am
	Enrichment
	Enrichment
	Enrichment
	Enrichment
	Enrichment

	
11:30-12:30

	
Phonics Owls SW
Phonics Hedgehogs VH
(Input via MS Teams /Showbie)
	
Maths 
Year 1 Support SW
Year 2 Support VH

(Input via MS Teams / Showbie)
	
English 
Year 1 Support SW
Year 2 Support VH
(Input via MS Teams / Showbie)
	
Maths 
Year 1 and 2 Support VH
(input via MS Teams /Showbie)
	
Phonics Owls SW
Phonics Hedgehogs VH Spellings on Spelling Shed
Review


	12:30-13:30
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch

	13:30-14:00
	Motor movers/exercise
	Motor movers/exercise
	Motor movers/exercise
	Motor movers/exercise
	Motor movers/exercise

	14:00
	
Topic VH
(Input via MS Teams/Showbie)
	
English VH
(Input via MS Teams/Showbie)

	
Topic VH
(Input via MS Teams /Showbie)
	
Music JN
(Input via Showbie)
	
Art RB
(Input via Showbie)

	15:00
	Enrichment/Spellings/Bug Club

	Enrichment/Spellings/Bug Club

	Enrichment/Spellings/ Bug Club

	Enrichment/Spellings/ Bug Club

	Enrichment/Spellings/Bug Club






Year 3

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	840am
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers

	9am
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc) 
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)

	
          10am


	        
English 
(Input via Showbie and/or Microsoft Teams)
CL
	
History
(Input via Showbie and/or Microsoft Teams)
DK
	
English
(Input via Showbie and/or Microsoft Teams)
CL
	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD
	
Music
(Input via Showbie and/or Microsoft Teams)
JN

	Break 11am
	Enrichment
	Enrichment
	Enrichment
	Enrichment
	Enrichment

	
11:30-12:30

	
Maths
(Input via Showbie and/or Microsoft Teams
MOD
	
English
(Input via Showbie and/or Microsoft Teams)
CL
	
RE
(Input via Showbie and/or Microsoft Teams)
DK
	
English
(Spelling Review using Spelling Shed and Consolidation of week’s work(Via Showbie) CL
	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD

	12:30-13:30
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch

	13:30-14:00
	Motor movers
	Motor movers
	Motor movers
	Motor movers
	Motor movers

	
14:00
	
Science
(Input via Showbie and/or Microsoft Teams)
HM
	
Geography
(Input via Showbie and/or Microsoft Teams)
MB

	         
             Maths – inc. Times Tables Practice
(Input via Showbie and/or Microsoft Teams)
HM
	
Spanish
(Input via Showbie and/or Microsoft Teams)
CG
	
Art
(Input via Showbie and/or Microsoft Teams)
RB

	15:00
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club




Year 4


	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	           840am
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers

	9am
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc) 
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)

	
          10am


	
Music
(Input via Showbie and/or Microsoft Teams)
JN
	
Geography
(Input via Showbie and/or Microsoft Teams)
MB
	
History
(Input via Showbie and/or Microsoft Teams)
DK

	
English
(Input via Showbie and/or Microsoft Teams)
CL
	
Art
(Input via Showbie and/or Microsoft Teams)
RB

	Break 11am
	Enrichment
	Enrichment
	Enrichment
	Enrichment
	Enrichment

	
11:30-12:30

	
English
(Input via Showbie and/or Microsoft Teams)
CL
	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD
	
Maths – inc. Times Tables Practice
(Input via Showbie and/or Microsoft Teams)
HM
	
RE
(Via class invitation on Microsoft Teams and on Showbie)
DK
	
English
(Spelling Review using Spelling Shed and Consolidation of week’s work(Via Showbie) CL

	12:30-13:30
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch

	13:30-14:00
	Motor movers
	Motor movers
	Motor movers
	Motor movers
	Motor movers

	14:00
	
Spanish
(Input via Showbie and/or Microsoft Teams)
CG
	
Science
(Input via Showbie and/or Microsoft Teams)
NH
	
English
(Input via Showbie and/or Microsoft Teams)
CL
	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD

	
	Maths
(Input via Showbie and/or Microsoft Teams)
             MOD

	15:00
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club




Year 5

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	840am
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers

	9am
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc) 
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)

	
          10am


	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD
	
Geography
(Input via Showbie and/or Microsoft Teams)
NH
	
Science
(Via class invitation on Microsoft Teams and on Showbie)
NH
	
English
(Input via Showbie and/or Microsoft Teams)
PF
	
English
(Spelling Review using Spelling Shed and Consolidation of week’s work(Via Showbie) PF

	Break 11am
	Enrichment
	Enrichment
	Enrichment
	Enrichment
	Enrichment

	
11:30-12:30

	
Music
(Input via Showbie and/or Microsoft Teams)
JN

	
RE
(Input via Showbie and/or Microsoft Teams)
DK
	
English 
(Via class invitation on Microsoft Teams and on Showbie)
PF

	
Maths
(Input Via Showbie and/or Microsoft Teams)
MOD
	
Maths – inc. Times Tables Practice
(Input Via Showbie and/or Microsoft Teams)
HM

	12:30-13:30
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch

	13:30-14:00
	Motor movers
	Motor movers
	Motor movers
	Motor movers
	Motor movers

	14:00
	
English
(Input via Showbie and/or Microsoft Teams)
PF

	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD
	
History
(Input via Showbie and/or Microsoft Teams)
DK
	
Art
(Input via Showbie and/or Microsoft Teams)
RB
	
Spanish
(Input via Showbie and/or Microsoft Teams)
CG

	15:00
	
11+
(Input via Showbie and/or Microsoft Teams)
MOD
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club








Year 6

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	840am
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers
	Motor Movers

	9am
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc) 
	Physical activity Joe Wickes or own choice (walk etc)
	Physical activity Joe Wickes or own choice (walk etc)

	
          10am


	
English
(Input via Showbie and/or Microsoft Teams)
PF
	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD
	
Maths – inc. Times Tables Practice
(Input via Showbie and/or Microsoft Teams)
HM
	
Spanish
(Input via Showbie and/or Microsoft Teams)
CG
	
Maths
(Input via Showbie and/or Microsoft Teams)
MOD

	Break 11am
	Enrichment
	Enrichment
	Enrichment
	Enrichment
	Enrichment

	
11:30-12:30

	
Geography
(Input via Showbie and/or Microsoft Teams)
NH
	
English 
(Input via Showbie and/or Microsoft Teams)
PF
	
Science
(Input via Showbie and/or Microsoft Teams)
NH
	
Art
(Input via Showbie and/or Microsoft Teams)
RB
	
Music
(Input via Showbie and/or Microsoft Teams)
 JN

	12:30-13:30
	Lunch
	Lunch
	Lunch
	Lunch
	Lunch

	13:30-14:00
	Motor movers
	Motor movers
	Motor movers
	Motor movers
	Motor movers

	14:00
	
Maths Interactive
(Input via Showbie and/or Microsoft Teams)
MOD

	
History
(Input via Showbie and/or Microsoft Teams)
DK
	
English
(Input via Showbie and/or Microsoft Teams)
PF
	
RE
(Input via Showbie and/or Microsoft Teams)
DK
	
English
(Spelling review using Spelling Shed
And Consolidation of week’s work on Showbie.) PF

	15:00
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club
	Enrichment/Spellings/ TT Rockstars/Bug Club



Suggestions for Enruchment Activities
There are lots of things you can do to keep yourself occupied during this time at home. Here are just some examples. 
Hobbies
Fitness & sport
Reading
Scrap book tasks
Keeping a journal
Writing stories or articles for a magazine
Designing cartoon strips
Drawing & Painting
Arts and Crafts
Lego
Sewing
Knitting
Cookery
Researching into your own areas of interest
Listening to different Music
Listening to different types of radio station – try out Radio 4 or Radio 6 or BBC Sounds
Playing a musical instrument
Singing
Composing music or writing songs
Watching a film 
Watching documentaries or factual programmes on Nature, Science, Music or History (e.g. Blue Planet, Horizon, BBC4 music or historical documentaries on iplayer, horrible history films, programmes on the Yesterday TV channel) 
Watching a recording of a play – the BBC and National Theatre are streaming shows. 
Looking at the online offering of organisations such as The British Museum – blogs, podcasts etc 
Doing Crosswords, Puzzles and Games 
Doing a Maths Challenge (see UKMT website) or find out about codebreaking (see National Cipher Challenge website) 
50 things to do before you are 11 ¾ National Trust
Life Skills (See Poster)
Doing optional consolidation work or PSHE tasks
Looking out for some of the new resources being prepared by organisations such as the BBC especially for students during the closure. 
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Parent Consent for Face to Face Sessions

Dear Parents,

In light of the current circumstances in the UK, whilst our school building is closed, our current provision for teaching and learning in our school is through a range of online platforms and applications. These platforms allow our students access the curriculum through videos, assignments, question and answer streams and also to upload their work and receive feedback. They are monitored by our teachers.

We would like to provide some optional face-to-face sessions to further enhance our provision. In order to do this, we must receive parental permission before a student is able to take part.

Please read the following and then share with your child/ren if you wish for them to take part. 

To facilitate face to face conferencing during school closure parents agree to support the School by:

Providing children with a workspace that is quiet, safe and free from distractions with an adult nearby if necessary
Making sure that your child is dressed appropriately
Ensuring that face-to-face communication is only between teachers and students. 

In addition to this:
Any parent to teacher communication should remain via email in the usual way. 
Parents may not record, share or comment on public forums about individual teachers.

By completing this Microsoft Form, you give permission for your child/ren to attend face-to-face sessions with Burton Hathow Staff.
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Burton Hathow Preparatory School 



POLICY ADDENDUM to ICT Policy 



Pupil Agreement for Online Learning from Home 



We are aiming to keep your access to learning and teaching open through a difficult time and staff 
will be working hard to provide you with lessons via the online systems. 



We are asking all pupils to sign an Online Learning Agreement, which is a document that outlines 
how we expect you to behave when you are learning online. 



School systems and users are protected and monitored by security and filtering services to 
provide safe access to digital technologies. This means anything you do on a school device or 
using school networks/platforms/internet may be viewed by one of the staff members who are 
here to keep you safe.  You should not behave any differently when you are out of school or using 
your own device or home network.   



The points listed below should be followed at all times and can be summarised as follows: 



“Treat yourself and others with respect at all times; treat people in the 
same way when you are online or on a device as you would face to 



face.” 



What am I agreeing to? 
 



1. To ensure that my studies are not disrupted because I am temporarily working away 
from school, I give permission for my school email to be used by my teachers for 
teaching and learning purposes.   
 



2. I will treat myself and others with respect at all times; when I am online or using a device, 
I will treat everyone as if I were talking to them face to face in a classroom. 
 



3. The messages I send, or information I upload, will always be polite and sensible. I 
understand that all messages I send reflect on me and the school. 
 



4. Even though I am working outside the classroom, I will aim to be positive and creative, to 
learn and share, to develop new skills and to prepare for the future. 
 










  Burton Hathow Preparatory School 

POLICY ADDENDUM to ICT Policy 

Pupil Agreement for Online Learning from Home 

We are aiming to keep your access to learning and teaching open through a difficult time and staff 

will be working hard to provide you with lessons via the online systems. 

We are asking all pupils to sign an Online Learning Agreement, which is a document that outlines 

how we expect you to behave when you are learning online. 

School systems and users are protected and monitored by security and filtering services to 

provide safe access to digital technologies. This means anything you do on a school device or 

using school networks/platforms/internet may be viewed by one of the staff members who are 

here to keep you safe.  You should not behave any differently when you are out of school or using 

your own device or home network.   

The points listed below should be followed at all times and can be summarised as follows: 

“Treat yourself and others with respect at all times; treat people in the 

same way when you are online or on a device as you would face to 

face.” 

What am I agreeing to? 

 

1. 

To ensure that my studies are not disrupted because I am temporarily working away 

from school, I give permission for my school email to be used by my teachers for 

teaching and learning purposes.  

 

 

2. I will treat myself and others with respect at all times; when I am online or using a device, 

I will treat everyone as if I were talking to them face to face in a classroom. 

 

3. The messages I send, or information I upload, will always be polite and sensible. I 

understand that all messages I send reflect on me and the school. 

 

4. Even though I am working outside the classroom, I will aim to be positive and creative, to 

learn and share, to develop new skills and to prepare for the future. 

 


Microsoft_Word_Document1.docx






Burton Hathow Preparatory School

POLICY ADDENDUM to ICT Policy

Pupil Agreement for Online Learning from Home

We are aiming to keep your access to learning and teaching open through a difficult time and staff will be working hard to provide you with lessons via the online systems.

We are asking all pupils to sign an Online Learning Agreement, which is a document that outlines how we expect you to behave when you are learning online.

School systems and users are protected and monitored by security and filtering services to provide safe access to digital technologies. This means anything you do on a school device or using school networks/platforms/internet may be viewed by one of the staff members who are here to keep you safe.  You should not behave any differently when you are out of school or using your own device or home network.  

The points listed below should be followed at all times and can be summarised as follows:

“Treat yourself and others with respect at all times; treat people in the same way when you are online or on a device as you would face to face.”

What am I agreeing to?



To ensure that my studies are not disrupted because I am temporarily working away from school, I give permission for my school email to be used by my teachers for teaching and learning purposes.  



I will treat myself and others with respect at all times; when I am online or using a device, I will treat everyone as if I were talking to them face to face in a classroom.



The messages I send, or information I upload, will always be polite and sensible. I understand that all messages I send reflect on me and the school.



Even though I am working outside the classroom, I will aim to be positive and creative, to learn and share, to develop new skills and to prepare for the future.



I will choose a sensible place to work from and I will dress appropriately for my lessons.



I will make sure that I have all the tools I need in advance, so that I do not have to leave my desk and interrupt the flow of the lesson.



I will complete exercises as directed by my teacher and upload completed work to meet the deadlines set by my teacher. I will ask for an extension in advance if I need one.



I understand that my online lessons will be monitored by senior leaders from the School.



I understand that Showbie is a closed school system open to me through the school’s Showbie account and is limited to me, the staff and my fellow pupils. I should not invite any guests from outside the School to join the system through the use of my login details.



I will not under any circumstances provide my login details to anyone else. The system is fully secured and my activity on the system can be monitored.



I can share work with other pupils in my class but I should let my teacher know who else I am working with.



I understand that websites, blogs, videos and other online information can be biased and misleading, so I will need to check sources. 



I will not download copyright-protected material (text, music, video etc.), and I will avoid plagiarism.



I will not browse, download, upload, post, share or forward material that could be considered offensive, harmful or illegal. If I accidentally come across any such material I will report it immediately to my teacher.



I will be careful when opening files and attachments, checking for viruses etc. If I am unsure I will never open a file, hyperlink or any other attachment.



I will not share my or others’ personal information that can be used to identify me, other students or my teachers on any online space, unless a trusted adult has given permission or reviewed the site.



I will never take secret photos, recordings or videos of teachers or other students.



I will never say, text or post anything that could hurt or embarrass another person. I will never use the internet to bully anyone. 



I will join the lessons at the times I have been given and if I am unable to join the session for any reason e.g. through ill health, I will let my teacher know in advance.  



I will state that I am accessing my remote learning by typing ‘Here’ in my form discussion area.

Guidelines when using Microsoft Teams

When using Teams, remember that this is an extension of the classroom and you should conduct yourself as you would in a classroom. This includes:

· Video conferencing from an environment that is quiet, safe and free from distractions. (preferably not a bedroom)

· Be on time for interactive sessions

· Be dressed appropriately for learning (no pjs, swimwear etc)

· Remain attentive during sessions

· Interact patiently and respectfully with your teachers and peers

· Provide feedback to your teachers about your experiences and any relevant suggestions

· You MUST NOT record each other’s online interactions.

· End the session as soon as the teacher indicates to do so.



~~~~~~~~~~~~~~~~~~~~~
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Instructions for getting your child logged on to Showbie: 
 
On iPad: 
 
Download the Showbie App from the App Store 
 
When you open it for the first time you will see a screen like this: 
 
 



 
Click on the sign in button under sign up for free 
 
You should see this screen: 
 



 
 
Sign in with the username and password you’ve been given by Miss Henley. 
 
 
 
 
 
 
 
 
 
 
 
 
 











On other devices: 
 
In your internet browser type Showbie.com 
 
You will see this screen: 
 



 
 
Click on sign-in in the top left. 
 
You should see this screen: 
 
 



 
Sign in with the username and password you’ve been given by Miss Henley. 
 










Instructions for getting your child logged on to Showbie: 

 

On iPad: 

 

Download the Showbie App from the App Store 

 

When you open it for the first time you will see a screen like this: 

 

 

 

Click on the sign in button under sign up for free 

 

You should see this screen: 

 

 

 

Sign in with the username and password you’ve been given by Miss Henley. 
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Instructions for Downloading and Installing Microsoft Teams 



On iPad or other mobile device: 



1. Go to the relevant App Store and search for Microsoft Teams. It should be available on all 
platforms.









2. Download and open the app then follow from no. 3 below.




On laptop (Windows or Mac): 



1. In your browser go to:




https://products.office.com/en-us/microsoft-teams/download-app




It will probably ask you if you want to change to the UK site - click yes if it does.




Click on Download Teams link - it can be a bit slow!




2. Once downloaded, install and open the application then follow from no. 3 below.




3. When you open the app it will ask for a user name and password. Use the ones contained in 
your email.






https://products.office.com/en-us/microsoft-teams/download-app













User names are your school email address        firstname.surname@burtonhathow.co.uk




Original passwords were all in the format Xyz12345. It will be the same password you use for your 
school email accounts, Office 365 if you use it etc.




I can reset passwords if necessary - but remember you will then need to change to the new 
password to receive  your school emails as well.




It might ask you to choose a new password the first time you log-in.




Once logged-in, you should be able to see your classes. I have already joined everyone to the 
relevant year group (hopefully!)






mailto:name.surname@burtonhathow.co.uk







Instructions for Downloading and Installing Microsoft Teams 

On iPad or other mobile device: 

1. Go to the relevant App Store and search for Microsoft Teams. It should be available on all 

platforms.





2. Download and open the app then follow from no. 3 below.


On laptop (Windows or Mac): 

1. In your browser go to:


https://products.office.com/en-us/microsoft-teams/download-app


It will probably ask you if you want to change to the UK site - click yes if it does.


Click on Download Teams link - it can be a bit slow!


2. Once downloaded, install and open the application then follow from no. 3 below.


3. When you open the app it will ask for a user name and password. Use the ones contained in 

your email.
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Burton Hathow Preparatory School 



Staff Protocol for Online Teaching from Home 



 



We ask all staff at Burton Hathow Preparatory School to read and carefully review this Online 
Learning Agreement. It is an addendum to the existing policies and procedures in place for use of 
the Internet and of ICT. This is a document that outlines how we expect you to conduct yourself 
when you are teaching remotely.  



Please be aware that Senior Leaders will maintain oversight of lessons held remotely through 
regular monitoring.   



 
Safety First  
 
Key e-safety messages and understanding should be reinforced as part of each lesson. 
 



• Staff should reinforce e-safety messages during lessons and when setting homework 
that requires access to the internet. This includes access to messaging systems, internet 
notice boards, virtual learning environments (VLEs) and other internet based educational 
resource environments. 
 



• Students should be encouraged to be critically aware of the content they access on-line 
and be guided to validate the accuracy of information.  
 



• Students should also be taught to acknowledge the source of information used – never 
to plagiarise - and to respect copyright when using material accessed on the internet. 
 



• Support for pupils in the online space should never be brokered to any third parties, and 
any joint support that is effected through the use of Showbie and Microsoft Teams 
should only include Burton Hathow staff who have been DBS checked. 



• Bullying is an unfortunate feature of the online environment and the perceived anonymity 
can add to this. Staff should be alert to pupils working in groups online where suddenly 
the relationships seem to break down. 
 



• If staff feel that the system is not being used appropriately – the same protocols exist as 
if the school were functioning normally. The DSL has the same responsibilities for 
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We ask all staff at Burton Hathow Preparatory School to read and carefully review this Online 

Learning Agreement. It is an addendum to the existing policies and procedures in place for use of 

the Internet and of ICT. This is a document that outlines how we expect you to conduct yourself 

when you are teaching remotely.  

Please be aware that Senior Leaders will maintain oversight of lessons held remotely through 

regular monitoring.   

 

Safety First  

 

Key e-safety messages and understanding should be reinforced as part of each lesson. 

 

•

  Staff should reinforce e-safety messages during lessons and when setting homework 

that requires access to the internet. This includes access to messaging systems, internet 

notice boards, virtual learning environments (VLEs) and other internet based educational

 

resource environments. 

 

•

  Students should be encouraged to be critically aware of the content they access on-line 

and be guided to validate the accuracy of information.  

 

•

  Students should also be taught to acknowledge the source of information used – never 

to plagiarise - and to respect copyright when using material accessed on the internet. 

 

•

  Support for pupils in the online space should never be brokered to any third parties, and 

any joint support that is effected through the use of Showbie and Microsoft Teams 
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  Bullying is an unfortunate feature of the online environment and the perceived anonymity 
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  If staff feel that the system is not being used appropriately – the same protocols exist as 

if the school were functioning normally. The DSL has the same responsibilities for 
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Burton Hathow Preparatory School

Staff Protocol for Online Teaching from Home



We ask all staff at Burton Hathow Preparatory School to read and carefully review this Online Learning Agreement. It is an addendum to the existing policies and procedures in place for use of the Internet and of ICT. This is a document that outlines how we expect you to conduct yourself when you are teaching remotely. 

Please be aware that Senior Leaders will maintain oversight of lessons held remotely through regular monitoring.  



Safety First 



Key e-safety messages and understanding should be reinforced as part of each lesson.



· Staff should reinforce e-safety messages during lessons and when setting homework that requires access to the internet. This includes access to messaging systems, internet notice boards, virtual learning environments (VLEs) and other internet based educational

resource environments.



· Students should be encouraged to be critically aware of the content they access on-line and be guided to validate the accuracy of information. 



· Students should also be taught to acknowledge the source of information used – never to plagiarise - and to respect copyright when using material accessed on the internet.



· Support for pupils in the online space should never be brokered to any third parties, and any joint support that is effected through the use of Showbie and Microsoft Teams should only include Burton Hathow staff who have been DBS checked.

· Bullying is an unfortunate feature of the online environment and the perceived anonymity can add to this. Staff should be alert to pupils working in groups online where suddenly the relationships seem to break down.



· If staff feel that the system is not being used appropriately – the same protocols exist as if the school were functioning normally. The DSL has the same responsibilities for safeguarding and should be the first port of call for any concerns about the online safety of our pupils. 



· Behavioural issues should be dealt with in line with the school’s Behaviour Policy and sanctions can be applied that will come into effect once the school is back in operation on the Burton Hathow site. 



Code of Conduct



· Always behave appropriately online as you would do in the classroom, ensuring that your standards of dress match the standards expected in school.

· Set appropriate boundaries and maintain the same professional standards as you would at school. Online working should not lead to a relaxation in staff student protocols.

· Never make inappropriate jokes or comments online.

· Any digital communication between staff and pupils, or parents and guardians

should be professional in tone and content. 



· Communications with parents should continue to be via the school email system, and preferably via Mrs Williams as would normally be the case. Staff should not engage in discussions with parents via platforms such as Microsoft teams that are being used for lesson delivery.



· Contact with pupils should only be through school email accounts and/or Showbie and/or Microsoft Teams.  Other methods of contact such as phones, private email or social media accounts should not be used under any circumstances. 

· Never follow or interact with pupils on your personal social media account.



Choosing a venue



· Choose a suitable venue for conducting the lesson.  This should never be a bedroom or personal space.

· Make sure that it is as quiet as is reasonably practicable, with as little ambient noise as possible, and friends and family are never visible during a lesson.

· Always check what is visible on screen to the pupil - avoid including inappropriate personal items, paintings/posters etc.

· Make sure there is never a possibility of strangers having access to your screen.



Staff Responsibilities

· Subject Teachers are responsible for offering guidance and support to their pupils on how to manage their online learning and for referring pupils to the appropriate sources of academic or welfare advice when necessary.

· Staff will be expected to have knowledge of the individual pupil’s programme of study, keeping that pupil up to date with expectations of delivery and assessment and to be pro-active in communicating with the pupils in their subject area. Teachers will also be expected to monitor collaborative work where pupils are asked to work together to solve a problem or develop a project.



· Staff should be alert to pupils opting to continue their online collaboration on non-protected devices e.g. smartphones and should only accept work/participation delivered through Showbie / Microsoft Teams. 





· SLT are responsible for ensuring the online tutoring of pupils in their subject areas is in line with this addendum to the Code of Practice. 



· Students are responsible for attending online sessions with teachers, for being adequately prepared for online lessons, and for communicating with the online teacher if for any reason they are unable to attend these sessions. 













 

Data Protection

· Under GDPR all online content from a pupil could be regarded as personal data and is subject to the provisions under the Data Protection Act.



· The names, emails and login details (where relevant) of students are personal data. This means that only relevant people should have access, and the information should only be kept as long as it is required. 



· Personal data should only be used to assist you to carry out your work. It must not be given out to people who have no right to see it.



· All staff should maintain the security of all computerized databases of information on individuals, whether they are staff, pupils or members of the general public. Any queries in this regard should be referred to the Headteacher.



· Pupils have been asked to give their permission (by signing a separate agreement) for their data to be used on a temporary basis i.e. during their absence from school as a result of the Covid-19 school closures.   

Please note that:



· Student data should not be kept on the private devices of staff.

 

· Data should only be accessible to those staff that need it. 





~~~~~~~~~~~~~~~~~~~~~

I have read and understand the above requirements and agree to follow them.



Signed: _______________________			Date: ___________________





















NOTES ON THE USE OF MICROSOFT TEAMS

Microsoft Teams is a closed system for those of us using it under the school’s Microsoft licence but it is a powerful piece of software with a number of collaborative tools and staff should be alert to the fact that pupils may well have better mastery of it than themselves. For example, Teams provides a facility for pupils to set up their own groups. 

There is end to end encryption contained in the software and this can be enabled which means that “chats” can be private for groups/users.

All calls and group chats/videos can be recorded and it is recommended that all lessons are recorded especially where staff are conducting a one to one session.

If there are difficulties with the connections for staff or the pupil the lesson should be suspended, the issue reported to the IT team and the “lesson” resumed once the connection problems have been solved. 




























