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Milton on Stour CE VA Primary School. 
Acceptable use agreement for Staff.                   September 2020

Within School
•            All live lessons must be carried out using school equipment only.
•            Ensure all live lessons are recorded. (If possible)
•            Ensure a clear timetable of each online session is completed, detailing:
1. Each pupil and the teacher they interacted with, 
2. The content of the live lesson
3. The time it started and finished
4. Details of the parent/carer spoken to
5. Where in the home the child was when receiving the learning lesson 
6. Any issues that arose during this session

•            The room used to deliver these learning sessions should be accessible, i.e. the teacher should be able to be heard and seen.
•            The senior Leadership team should ensure online lessons are appropriate by;
1. Being aware of the content
2. Dropping into the classes throughout the day (unannounced)
3. Viewing a cross section of recordings
4. To gain the views of parents

When using Microsoft Teams to teach pupils working at home.
The teacher confirms with pupils at the start of each live lesson:
•            The child is in a public area of the house not a bedroom
•            The child is appropriately dressed 
· if the parent is staying with their child they can remain where they are for the duration of the live lesson
•            The child is asked to mute their microphone and keep their camera turned off unless instructed by the teacher to turn them on.

    Under no circumstances should any live lessons be carried out from a teacher’s family home


Signed …………………………………………….     Date ……………………………….











Milton on Stour CEVA Primary School. September 2020

Microsoft Teams – Distance Learning Acceptable Use Policy 

I understand that:
 • Teams activity is analysed and reported for inappropriate content or concerning activity to ensure all students accessing Teams are following the expectations for pupils outlined below. 
• Pupils who do not adhere to the above expectations may be removed from the online live lesson and will be referred to the Headteacher to take appropriate action and parents will be contacted.  
I understand that when using Microsoft Teams: 
• There is an expectation that students will engage in online collaborative work when requested by their teacher.  
• Pupils will work in a respectful and helpful manner, following instructions carefully.
 • The recording of still images, filmed images or audio of staff or other pupils without permission, and the distribution of such images, is strictly forbidden.
 • Making inappropriate, offensive or unkind comments, including through emojis and/or images, will not be tolerated. 
 • Pupils must not interfere with another pupil’s work without their permission, whether it is work submitted on a platform or shared work in a collaboration space  

I understand that when using Microsoft Teams for online live lessons: 
• Staff will start and end the online live lesson
 • Staff will be in control of the webcam and discussion function at all times. 
• The live online lesson will be monitored closely at all times 
• Behaviour when working as part of an online live lesson should be as expected in normal classroom learning:  respect for all participants 
quietly attentive, prepared to ask and answer questions, attempt learning tasks in good faith, whatever the challenge to engage respectfully and enthusiastically with others when collaborating.


Signed ( Staff Member)………………………………………………………………………
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