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learningSkills Home Working policy during COVID-19 pandemic
1. Purpose
This policy aims to ensure that all learningSkills staff working from home continue to work safely and responsibly, whilst maintaining professional conduct during all work practices in line with the learningSkills and Gateshead Council Values. This is due to the increase of working from home as a result of Government advice over the COVID-19 pandemic.
The policy should be considered alongside Gateshead Council's other strategies and policies, in particular those relating to Human Resources, ICT and Health and Safety. 
2. Scope
This policy applies to all permanent, temporary and casual teaching and non-teaching staff employed by learningSkills including management, support staff, volunteers, apprentices and contractors.
This policy is in line with Gateshead Council's advice and guidance on working from home found on the Intranet, The core learningskills values, Safeguarding policy and the DfE Teaching Standards.
3. Health and Safety
3.1	All staff have the responsibility to set up their own workspace within their home. Staff should be mindful of creating an appropriate workspace free from distractions, where possible. All staff are responsible for managing their own time during the working day, managing their workload and taking regular breaks.
3.2	If you are a lone worker whilst at home (you are the only occupant of the house), ensure your manager is aware of this to enable them to keep in more regular contact. This is a joint responsibility between you and your manager.
Further Health and Safety Guidance can be found here: View the health and safety guidance [4.71MB]
4. Expectations
4.1 	When working from home, it is expected that all staff try to keep to a standard working day, defined as 7.24 hours between 8am-6pm, and are available to speak or meet with colleagues and managers during this time. Where this is not possible, for example due to increased responsibilities as a result from working from home - such as childcare responsibilities, staff should advise their line manager of their availability. Meetings may be rearranged where childcare is an issue or management will arrange to catch up with the member of staff at a later time.
Staff are expected to manage their workload effectively, as they would in the office. During this period of working from home it is also expected that staff manage their own CPD via online and digital learning found on the Microsoft Teams Work Stream. Staff should complete a minimum of two elements of CPD or four hours of CPD per week, whichever is greater. This should be logged in the daily work log on Teams. In some circumstances where working from home during the COVID-19 pandemic has affected your workload in such a way that it is not feasible to complete the above CPD requirements, for example where your weekly workload meets 37 hours or you have limited capacity in your working week, please speak to your line manager regarding your CPD commitments.

4.2 	It is expected that the core values of learningSkills are respected and upheld during any interaction with internal and external colleagues and stakeholders:
1. We will be professional and supportive
2.We will be hardworking and proactive
3. We will be friendly, flexible and helpful
4. We will be innovative, creative, inclusive and fair.
5. We will remember we are one team and will check in and look after each other.
4.3 	It is expected that all staff maintain the same level of professional quality standards that would be expected when working in the office when sending emails or communicating via alternative written or verbal media. This includes proof reading messages for spelling, punctuation and grammar and using appropriate language and tone during messages and calls.
4.4 	Working from home may include accessing data that is defined as confidential or sensitive under the Council Data protection and handling policy and GDPR. It is expected that all staff handling or viewing such data are mindful of how they are viewing this and restrict ways that this is accessible to others. This includes not leaving documents in areas where members of the household may access (such as a dining table) and ensuring sensitive data is not left visible when away from the computer. Documents and resources (such as laptops) should be out of children's reach.
Staff should also be mindful when speaking on private calls that doors are closed when discussing sensitive information. In particular, windows and doors leading outside where members of the public or neighbours may overhear.
4.5 	  When meeting or calling during office hours, these should be done in a private place. Other members of the household - including partners and children, should not be visible in the background. Where possible, position yourself with your back to a wall to eliminate distractions on video calls. 
During video calls or meetings, all participants should be appropriately dressed. If this call includes participants external to learningSkills, then each learningSkills employee should be dressed and groomed in a professional manner as they would if the meeting was in person. 
Background noise should be minimised wherever possible. It is advised that participants to video calls and meetings mute their microphone unless they wish to speak to eliminate unwanted distractions.


5. Teaching from home and Remote learning
5.1 	In addition to the guidelines above, all teaching staff should be making active attempts to continue engaging their learners during the course of the home-working period. This should be done by providing digital and online learning opportunities where appropriate. Alternatively, arrangements can be made to send resources and material to learners to complete via Dryden Centre. In this instance, please speak to your line manager.

5.2 	All staff providing remote learning are expected to follow the guidelines set out by the Safeguarding officer. These guidelines are repeated below:
· Ensure ground rules and expected behaviours are set and agreed before the sessions. 
· Remind all learners that the acceptable use policy still applies and that they are still in a classroom environment and must act accordingly. 
· Ensure privacy settings are set before posting any material ensuring only the appropriate group get communication. 
· Staff should remain vigilant and report any safeguarding incidents as normal through My Concern (contact me if you have any issues accessing My Concern) 
· If visual teaching options are being used it is important where possible to let learners know that they must present as if they are attending a shared lesson. They should be appropriately dressed. 
· Learners where possible should not conduct the lesson from their bedrooms alone this could be deemed as inappropriate. (This may be un-avoidable for some learners 
· Remind learners that they should be in an area where no other adults or children are visible in the stream. This is to ensure the environment replicates a classroom as much as possible and that it minimises the possibility of the tutor viewing unwanted images. 
· Ensure as tutors the learners can only view/hear you. 
· If you feel uncomfortable during any live stream or audio you must advise the learner, the learner disconnect immediately and report through My Concern.
·  Remember you will be at home so it is important that any visual/audio shows as little information about you, your family and home as possible and in line with the Safeguarding Policy pg24-25. If you feel unsure about a situation inform the learner/ learners end the communication and contact the Safeguarding Officer. 
5.3 	All teachers are expected to continue to uphold the DfE Teachers' Standards during any interactions and activities related to their practice and delivery. Teachers should make the education of their learners their first concern, and are accountable for achieving the highest possible standards in work and conduct. The Teachers' Standards can be found on the Gov.UK website: https://www.gov.uk/government/publications/teachers-standards
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