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	Digital Development Programme for Adult Community Education Providers (Digital ACE)

	
Digital Policy Guidance Materials

Guidance on how to develop a digital policy and the areas which should be considered.
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[bookmark: _Toc52186126]Introduction
This document is one of six guidance documents produced for the Digital ACE (Adult and Community Education) programme, as it is recognised that many providers will need to develop new policies that are specific to digital learning. The six guidance areas for digital development include Policy, Safeguarding & Prevent, Developing Materials & Resources, Quality Assurance, Supporting Low Skilled Learners and Underpinning Technology. See the Reference/links section of this document for additional strand information.
When ACL providers were starting a new year of learning programmes in September 2019, no-one knew the significant disruption that would hit these plans seven months later. An online survey by HOLEX in May 2020 identified (See Link 1) that many providers recognised the benefits from the forced move to online learning. It is highly likely that the pandemic will transform some elements of ACL provision. Although the face-to-face element of adult learning will never be completely replaced, online or blended learning will most definitely be more widely used going forwards.  
[bookmark: _Hlk51241185]These guidance materials for Digital ACE policy build on the experience and expertise of peers in the sector, and they provide links to tried and tested resources. They include useful examples, good practice and tips for providers to use to ensure that their digital provision is underpinned by a robust policy framework, with the means to evaluate what is working, what isn’t, and confidently adapt it.
	Link 1:
	Ufi/HOLEX Digital ACE survey report May 2020 


[bookmark: _Toc50720235][bookmark: _Toc52186127]The scope and aims of the strand
The aim of these guidance materials is to provide the ideas and prompts that providers need to consider when adapting their current policies or developing bespoke policies for their online and/or blended learning provision. Not all elements will be relevant to all services, so the materials provide a framework of ideas for providers to consider. 
[bookmark: _Toc50720236][bookmark: _Toc52186128]How to use these guidance materials
These materials have been produced for providers to use within their service and, where appropriate, with their subcontractors or partner providers. Providers do not need to write separate policies and may prefer to use the materials to revise their existing policies so that they include online/blended learning provision and other digital aspects of their service. The materials are designed so that you can dip into the sections and annexes that you feel you can manage first and that will have the greatest impact.
[bookmark: _Hlk52481872]Each guidance document is supplemented with a webinar, originally broadcast live and now available to watch online (see Link 2 below).
	[bookmark: _Hlk52482247]Link 2:
	Recording of Digital ACE Policy webinar


[bookmark: _Toc50720237][bookmark: _Toc52186129]Framework for the development of a policy for digital ACE 
What’s the difference between a policy for your digital provision and a digital strategy?
For the purpose of these guidance materials, your strategy provides the key drivers for your digital provision: where you want to go, and how you might get there. It sets the direction of travel that will be reflected within your policy.  
Policies are the formal parameters or rules of an organisation that inform staff about decision-making. A policy for digital ACL will therefore highlight a provider’s parameters, values and principles for online/blended learning and the use of digital technology throughout the organisation. It provides a basis for making the decisions about which actions you need to take. The policy is then realised through your action or implementation plan. 

[image: ]
[bookmark: _Toc50720238][bookmark: _Toc52186130]Understanding the situation - carrying out a policy needs analysis for your digital provision
The first step is to understand the situation by carrying out an analysis of your current policies. To what extent do your current policies provide your staff and learners with the necessary parameters and values for an increase in online learning in relation to the following areas?
	Areas
	Section below
	Additional supporting Digital ACE guidance materials

	Technology and equipment 
	Section 7
	Underpinning technology

	The curriculum
	Section 8 
	Supporting low skilled learners 
Quality assurance

	Support for learners 
	Section 9
	Developing materials 
Supporting low skilled learners

	Staffing and staff capabilities
	Section 10
	Developing materials
Quality assurance

	Providing a healthy and safe learning environment 
	Section 11 
	Safeguarding and Prevent



Note: The relevant Digital ACE guidance materials provide guidance, resources and examples on the topics themselves. The relevant section within this document provides guidance on policy development in each area.
Policy questions to consider
The key policy questions to bear in mind when carrying out a needs analysis are:
What do you want to achieve?
[bookmark: _Hlk51233389]What parts of the relevant policy are still relevant and what do you need to adapt or add?
Do you want to have an overarching digital policy, or would it be more effective to add to your current policies?
This simple policy design tool from Nesta can be used to frame the current situation, the future one (what you want to achieve), and what you need to do to get there:
Basic Model of Design 
[image: ]

	[bookmark: _Hlk51233382]Link 3:
	‘Basic Model of Design’, Playbook for innovation learning: 35 diagrams to support talking and thinking about learning for innovation, Nesta, 2018, P. 66


Successful practice and exemplars 
	Annex 1:
	Carrying out a need analysis for your digital policy includes a set of questions for each of the areas for developing and implementing a digital policy included in these guidance materials.


[bookmark: _Toc50720239][bookmark: _Toc52186131]Implementing your digital policy
Description of the area
As demonstrated in the diagram above, it is important to identify what you intend to achieve with your policy and how you will make it happen. 
What are the objectives and what do you need to do in order to achieve them? 
What difference do you want to make with this policy? 
Who is it for and how will you make it happen for them?  What other policies does it align with that will help you?  
Who are the key players and what is the timeframe? 
What to consider when implementing your digital policy
You will need to consider the practical aspects in the development of a policy, or revisions to current policies, especially if you are part of a local authority. For example:
What autonomy do you have in policy development? Is there a strict policy approval process?
Where might the barriers be to implementing your digital policy/policies? Are there restrictions to using specific platforms?
Are there resources, departments or individuals in your local authority that could support with the development and implementation of your digital policy?
Advice or tips from the sector
Keep it short and simple. Consider who will read it. Make it ‘user-friendly, useful and used’.
Also consider relevance: make sure you show how and why it is necessary – i.e. what happens if you don’t enact a new policy?
Successful practice and exemplars 

	Case study: Geographical collaboration
Kingston Upon Thames is arranging a borough collaboration of digital ideas and resources which will be fed into digital implementation of your policy for the whole borough. Kingston Adult Education is part of a multi-agency group which is working to address the digital divide and be ambitious for the borough and its residents. 


For further examples, see:
	[bookmark: _Toc50720240]Annex 2:
	Checklist for implementing your digital policy provides a template for planning and managing how develop your policy and put it into practice.

	Annex 3:
	Southend Adult community College’s Mission and Values 2020-2023

	Annex 4:
	Sutton College Adult Education Digital Vision 

	Annex 5:
	Further examples of visions and policy goals for digital ACE

	Link 4: 

	Nesta provides a template for identifying strengths, weaknesses, opportunities and threats. SWOT analysis tool from Nesta.

	Link 5: 

	Subject specialist Allen Crawford Thomas from JISC explores the SAMR learning model and how it can aid your digital strategy in his quick guide. SAMR stands for: substitution; augmentation; modification; and redefinition. https://www.jisc.ac.uk/blog/how-the-samr-learning-model-can-help-build-a-post-covid-digital-strategy-12-aug-2020


[bookmark: _Toc52186132][bookmark: Section_7]Digital policy for equipment and platforms, including loans 
Description of the area 
The Digital ACE Underpinning Technology materials provide advice on the most effective and cost efficient underpinning technological solutions for adult learning, managing a service in this context, connecting and integrating with learners and communicating with staff.
What to consider in developing a policy for the equipment and platforms
Unexpected financial impact. You need to make sure that you know the financial implications before you set your policy for equipment and platforms. Are there any hidden costs in the use of different platforms? 
Note: More specific information on these issues is covered in the Digital ACE Underpinning Technology guidance materials, but it is important to consider the facts as you develop your policy. This includes some of the issues raised in the section below on loaning equipment to staff and learners.
Digital exclusion. You will need to consider inclusivity when developing your policy. What are the implications of your policy statement on those who do not have digital skills or equipment? How can technology be extended to them if this is feasible, appropriate and/or required? How will your policy ensure that these learners or potential learners are not excluded from your ACE provision?
Safeguarding and Prevent. You will need to ensure that your policy for Digital ACE ensures a healthy and safe learning environment for your learners and staff through the use of equipment and online platforms. You may already have an online safety policy. To what extent does this cover the wider use of technology through an increase in online/blended learning?
Note: the Digital ACE Safeguarding and Prevent materials provide advice on ensuring safeguarding and Prevent online.
Loans to staff and learners. It is advisable to have a separate loans policy for loaning equipment to staff and one for learners. You may need to consider the following:
any conditions in the lease of equipment, if applicable, about off-site use or loans to staff on short-term contacts, learners etc.
insurance against loss or damage, especially if the equipment is used off-site
arrangements for maintenance and technical support
a statement on misuse – where responsibilities lie
a statement on returns.
Bring your own device (BYOD). Staff and learners may want to use their own equipment. You may need to consider the following when developing a BYOD policy:
whether to permit BYOD or not
whether some groups may be more at risk than others
whether some groups may be marginalised or disadvantaged if they do not have the equipment
policy for sharing equipment.
Working with partner providers and subcontractors
Check that your policy for equipment and resources includes any subcontractors or partner providers and that your service level agreements or contracts include compliance with your digital policy. 
Advice or tips from the sector
It is important to agree the terms and definitions you use for your digital provision with your staff, and your subcontractors or partner providers. The meaning of online, face-to-face and blended learning may differ across different courses and different providers.  
[bookmark: _Hlk51866520]When working with a local authority, it is important to explore the points below with colleagues and partners to provide reassurance that the platforms are the most compatible for specific groups of learners and learning contexts.
1. Safeguarding and security – are the platforms secure and what can you do to ensure they are not abused?
2. Fit for purpose – the use of one platform may not be suitable for some groups of learners and the need for more than one may need justification as this could be confusing and costly.  However, a successful case for using different platforms could provide better outcomes for your different learner groups.
3. Consistency – if you have added platforms to the main ones used by the local authority or lead organisation, you would need to ensure that security measures are consistent for all platforms.
4. Permissions – if you are planning to use a different system to what is in place in your lead organisation, you may need to gain permission to implement this.  A business case that sets out the context, scope, SWOT, financial implications, risks and recommendations could be a helpful starting point.
Successful practice and exemplars 
	Kingston Adult Education (KAE) has a policy of acceptable use of equipment. 
It is for parents/carers of their younger learners but could easily be adapted for adults.
IT Devices and the Internet
This acceptable use policy is intended to ensure that:
young people will be responsible users and stay safe while using the internet and other communications technologies
KAE systems and users are protected from accidental or deliberate misuse that could put the security of the systems and users at risk.
parents and carers are aware of the importance of online safety and are involved in the education and guidance of young people with regard to their on-line behaviour.
Royal Borough of Kingston Adult Education (KAE) will aim to ensure that learners have good access to digital technologies to enhance their learning and will, in return, expect learners to agree to be responsible users. A copy of the learner acceptable use agreement is attached to this permission form, so that parents/carers are aware of the KAE expectations of the young people on their courses.



	Kingston Adult Education (KAE)’s equipment loan use agreement for learners highlights the following areas that are useful to consider for a loans policy. 
These are:
safe use of the internet and digital technologies 
 activity on the systems will be monitored 
actions for any possible breaches of the acceptable use agreement
learners as responsible users and stay safe while using the internet and other digital technologies
conditions of use, such as that KAE shall retain ownership of the equipment and those hardware and software items supplied with it; the users’ responsibility for taking reasonable care of the equipment during the loan period; agreement not to loan the equipment to a third party
arrangements for returning the equipment
agreement to follow online safety and not to share personal information when on-line.



	Annex 6:
	Barnsley Adult & Family Learning has an Acceptable Use Policy Agreement for Internet and email. Learners are required to sign a short agreement to confirm that they agree to the policy.


[bookmark: _Toc50720241][bookmark: _Toc52186133][bookmark: Section_8]Policy for your digital curriculum – including access, inclusiveness and fees
Description of the area – why it is relevant
Many of the providers who participated in the HOLEX online survey felt that they were ‘firefighting’ in setting up online learning when lockdown was announced. Their priority tended to be to convert as much of their face-to-face provision as possible to online learning in order to keep the provision going for their learners and staff. They also commented that while online provision ‘is here to stay’, face-to-face provision will remain a valued part of ACL.
It is therefore important to have a policy that underpins your decision-making about your digital curriculum offer. What do you need to consider when designing your online/blended curriculum? Who is it for?
This could be through statements within your digital policy or current curriculum policy that provide a framework when making decisions about what to include or not to include in your programme of courses.
What to consider in developing your policy for digital curriculum
Your equalities, diversity and inclusion policy may already provide you with a framework for inclusion. You may want to consider the following in relation to your digital provision:
Where are your learners who are at risk?  
What are the reasonable adjustments for providing equality of access to your digital provision?
In what way may your digital curriculum exclude or disadvantage some members of your communities? 
How do you prioritise which courses should be adapted to maintain face-to-face provision and comply with government requirements for social distancing?
Should there be differentiated fees for different modes of delivery?
How does any curtailment of face-to-face arts and leisure provision impact on the implementation of your curriculum policy?
Working with partner providers and subcontractors
You may also need to ensure that changes to your policy for your curriculum covers your subcontracted provision or your work with partner providers. It may be necessary to review your service level agreement to ensure that any moves that they make to online learning complies with any revisions to your policy for online curriculum.
Advice or tips from the sector
You may need an addendum to your curriculum policy to enable you to prioritise blended learning, especially for learners with low skills. 
You may need to carry out a risk assessment for those who from the BAME community, LDD etc. 
Changing your curriculum to increased online provision may incur extra costs. Are there any implications for your current fee policy? You may need to check with your internal local authority colleagues if there are any processes required to authorise changes to fees.
If you are a local authority provider or work through an authorising body and need to make changes to your fees policy, you should consider whether there needs to be any formal corporate decision-making process. It may be that there is flexibility within your current fees policy, but if not, you may need to engage with appropriate senior officers on the changes. Make sure you are aware of the governance process and timelines, as these can impact on any new policy implementation.  
Online provision may affect your staffing policy if you find that it requires more tutor time to provide an appropriate level of online support. 
Successful practice and exemplars 
The Digital ACE Supporting Low Skilled Learners materials provide guidance on how best to determine an online offer which enables providers to engage and induct learners with low level skills. 
See the Reference/links section of this document for links to the Local Digital Skills Partnerships, where available.
	Link 6: 

	Bromley Adult Education included fee information on FAQ section on their website, as well as the fee policy. https://baec.ac.uk/index.php/frequently-asked-questions/


[bookmark: _Toc50720242][bookmark: _Toc52186134][bookmark: Section_9]Digital policy - Learners and learning, including communications 
Description of the area – why it is relevant
You may not want or need a separate policy for learners and learning for your digital provision in addition to any amendments to your policies on access to the provision and inclusion. However, it is important to acknowledge that many of your learners were suddenly thrown into using a medium for learning that may have been totally unfamiliar to them.
What to consider in the development of policy for learning and learning
The Digital ACE Developing Materials guidance covers developing materials to support learners’ engagement in digital provision. In reviewing your policy for learner engagement, you may want to consider the minimum requirements below, ensuring that:
your learners have the skills and resources for participating in online/blended learning
those who are new to online communication receive technical support and resources
you have alternative arrangements for those unable or reluctant to join digital provision, such as how to prioritise learners for face-to-face learning
your learners know their responsibilities in ensuring that your digital learning environment is both healthy and safe.
Working with partner providers and subcontractors
You should ensure that that your policy requirements for learner engagement are agreed with your subcontractors and partner providers, where relevant.
Advice or tips from the sector
Consider having an induction day or event for new students accessing online provision. They could be supported with how to log on, how to join a video conference, and/or how to complete projects and return to tutor.
Successful practice and exemplars 
	[bookmark: _Hlk51851613][bookmark: _Toc50720243]Annex 7:
	Thurrock Adult Community College’s Learner Digital Entitlement could be adapted for your current arrangements for online and blended learning.

	Annex 8:
	Southend Adult Community College’s Video Conferencing Policy gives staff guidelines on how to keep themselves and their learners safe as well as tips for making video conferencing less daunting.

	Annex 9:
	[bookmark: _Hlk51851554]ACL Essex has a section on Policy implementation for ACL Learners within their Remote Learning Policy.  This section of their policy includes, but is not limited to:
Learners working from personal devices such as computers, tablets, mobile phones
Live learning through streamed video conferencing
Pre-recorded learning
Provision of online learning materials i.e. through the VLE, My Maths
Electronic chat forums and virtual classrooms
E-Portfolio
Setting and marking of assignments, electronically or via the post.


	Link 7:
	ACL Essex’s remote learning policy (linked above), was adapted from: http://www.bbc.co.uk/webwise/guides/about-netiquette


[bookmark: _Toc52186135][bookmark: Section_10]Digital policy - Staffing and staff training/support
Description of the area – why it is relevant
You may need to adapt or add to your current policy for staffing and staff training and support to make sure that all relevant staff are proficient and trained and understand what digital provision is. There are also fundamental practical decisions to be made when transferring (more permanently) to online and blended learning provision that may need to be underpinned by policy.
What to consider 
You may need to consider the following questions on how to embed your solutions in policy:
Are tutors expected to provide their own IT equipment? Does any relevant policy statement cover both those who do and those who use the provider’s equipment?
Who has intellectual property of the online learning material tutors create? Should line managers have access to these materials? Should there be parameters relating to when and how online learning material should be created?
Are all tutors expected to appear on video? If so, should there be guidance on exceptions?
Should additional training to develop staff’s digital skills be mandatory? Should it be paid? How does this compare with your current arrangements for CPD?
Should there be different pay rates for teachers/facilitators of learning when using an on-line model?
Should your staffing policy include arrangements for increased staff absence for self-isolating? 
Make sure that your quality assurance policy for teaching, learning and assessment covers your digital provision, including at your subcontractors.
The Digital ACE Quality assurance materials consider the quality criteria for online/remote learning that run alongside or are separate to face-to-face learning. They cover the learners’ journey from marketing and recruitment to teaching, learning and assessment, to outcomes for learners. They also make reference to Ofsted’s Education Inspection Framework. 
The implementation plan from your policy should detail your quality assurance procedures and any specific areas they relate to i.e. curriculum delivery, workforce development etc.
Working with partner providers and subcontractors
You may already include staff training for your partner providers and subcontractors in your relevant policies. However, you may need to agree amendments in your service level agreement to cover any additional training requirements for their staff relevant to online and blended learning provision.
Similarly, you may need to consider any additional requirements in their practices and procedures for their staff delivering your provision from home.
Advice or tips from the sector
Some aspects of your training policy should be relevant to everyone, including frontline staff and governors.
Training in the use of online platforms etc. should be for all tutors – some tutors may have previously thought it not relevant to them.
Make sure your training includes pedagogy for online delivery.
Additional support staff and volunteers may need specific training relevant to their role in providing learning and personal support
Successful practice and exemplars 
	Case study: Requirement for embedding teaching about online safety
ACL Essex requires tutors to embed teaching about online safety and risks of harm, within a whole service approach. This instruction will include how to use technology safely, responsibly, respectfully and securely, and where to go for help and support when learners have concerns about content or contact on the internet or other online technologies. This online safety training will cover how to stay safe but also how to behave online.



	Case study: Embedding wellbeing for staff
Bromley Adult Education includes wellbeing workshops in CPD events. Teaching online and working remotely may add to tutors’ levels of stress and wellbeing sessions need to be high on the agenda.


Further examples
	Annex 10:
	Southend Adult Community College’s Guidance Note for staff on working from home covers security and safe working.


	Annex 11A:
	ACL Essex’s Remote Learning Policy includes a section on Policy implementation for ACL staff. This section of the policy includes an important statement on Confidentiality, Information Sharing and GDPR.

	Annex 11B:
	ACL Essex's Remote Learning Policy (in full)



[bookmark: _Toc50720244][bookmark: _Toc52186136][bookmark: Section_11]Digital policy - Safeguarding and Prevent
Description of the area – why it is relevant
All providers should already have a policy and implementation procedures for safeguarding and most of your guidelines will be applicable to online learning. However, the introduction of a (significant) increase in online and blended learning will have added a new dimension to the need to safeguard all staff and learners or at least increased it. 
Your ‘staying safe online’ policies may need to be reviewed, but this may not need a new policy. It’s important to make sure that an addendum or separate policy for your digital provision are only relevant to the specific issues so that key messages and requirements are not overlooked.
Policy amendments for the Prevent duty should be reviewed alongside safeguarding. This is because increased online learning and communication can present additional risks of extremism and radicalisation to your staff and learners.
What to consider
Additional training for all staff, volunteers and governors should provide them with the awareness of the additional risks to them and your learners brought about through increased online provision and use of digital technology.
Staying safe online policies may need to be reviewed. 
Further H&S considerations should be included, such as eyesight, sitting positions, time looking at the screen, lighting, mental health etc.
What are the additional risks presented that are relevant to providing a safe and healthy online learning and working environment?
What are the additional risks relevant to the Prevent duty?
It is important to ensure there is a risk assessment for Covid-19 and your health and safety policy must cover distance, hygiene and ventilation.
Working with partner providers and subcontractors
Your service level agreements and/or contracts should already have references to safeguarding and Prevent. As you work with your partner providers and subcontractors you should consider any amendments to ensure that learners attending provision under your auspices or contracts are safe and know how to protect themselves from any additional risks.
Advice, or tips from the sector
Check with the Government’s guidance on safe working practices in educational settings during the coronavirus pandemic (See link 8 below) as it will continue to change.
Learners and staff should be reminded that the contact number for safeguarding is also for any vulnerable learners who are self-isolating and need additional support.
Don’t forget about the Prevent duty. Heightened risks are associated with increased learner presence online.
Consider how you can make any additional training memorable. How can you reinforce these messages?
Key points to consider for your health and safety policy are:
the additional cleaning required 
how that will be managed if multiple groups are using the same rooms
the use and safe disposal of face coverings
the approach to those who do not need to wear face coverings for health reasons or if they have a learning difficulty and/or disability.
Successful practice and exemplars 
	Annex 12:
	Southend Adult Community College has a Safeguarding Policy Addendum, specifically for during Coronavirus Closure

	Link 8:
	This is the link to the government advice on safe working practices during the coronavirus pandemic. https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care

	Note: See also the Reference/links section of this document for further links to government guidance.


[bookmark: _Toc50720245][bookmark: _Toc52186137]Monitoring and reviewing your digital policy
Description of the area – why it is relevant
As demonstrated in the diagram in the introduction above, it is also important to monitor each of your amendments or additional policies relating to your developments in online learning and digital communication.
Monitoring the implementation of your policy/amendments:
Is it working out as planned? What is working well? Why? Why not? What needs adapting?
Evaluation and review:
What difference has the policy and relevant action made? Are we meeting our policy objectives? Is the policy statement still relevant?
This should then lead you to understanding any new problems and how you may need to amend your original policies. As with all quality assurance procedures, it should also lead you to identifying and sharing good and successful practices.
What to consider
Who are the people you need to include to review your digital policy? Your senior leadership team? Your department director? Your scrutiny committee? Cabinet? Trustees? Advisory board? Governing body?
What are main policy changes that were brought about by increased digital provision?
What evidence do you have in order to show the extent the policy changes were successfully implemented? What to present and how to present it?
How well do your policy changes link in with any wider organisational priorities and measures? 
Advice, or tips from the sector
Use your self-assessment process to monitor your digital policy. This should help you identify:
what has worked and what has not 
whether your digital policy (or additions to other policies) were clear enough
whether there were any gaps
whether there were any hidden costs
what to put into the report to governors and what policy changes to recommend.
Don’t be afraid to learn and adapt during the monitoring and evaluating stages.
[bookmark: _Toc50720246][bookmark: _Toc52186138]Summary of key points 
Policy is about setting the parameters, values and expectations for your staff (and learners) to follow, so that practices are consistent throughout your provision.
Your digital policy or sub policies will support decision-making about your digital provision.
You will need to make sure that your subcontractors or partner providers understand their role in implementing any changes to the contract or service level agreement initiated by your digital policies.
Consider the minimum standards to include in your digital policy to tackle any ‘digital exclusion’ that may occur through the increase in online learning.
It is important to have a policy that underpins your decision-making about your curriculum offer. Make sure that you consider whether changes in your curriculum policy imply any additional costs and whether they may have to be reflected in your fees policy.
If changes need to be made to your fees policy and you are a local authority provider, you should consider whether there needs to be any corporate decision-making process, and whether you should engage with finance and senior officers.  If so, make sure you are aware of the governance process and timelines.  
· You need to consider how well your policies ensure that learners and staff are supported to participate in online learning, considering that many of them were suddenly thrown into using a medium for teaching and learning that may have been unfamiliar.
· Make sure your digital training policy is relevant for all teaching and support staff and governors, and where relevant, subcontractors or partner providers.
· The introduction of a (significant) increase in online learning is likely to mean that you will need to review your safeguarding and Prevent policies, risk assessments and action plans.
· You will need to keep your governors, or equivalent, informed about any changes to your policies brought about by the increase in digital provision. They should also support you in reviewing and evaluating your digital policies.
[bookmark: _Toc50720247][bookmark: _Toc52186139]10 Tips from the sector for the sector 
1. Don’t over complicate your policies. They should be user-friendly, useful and used.
2. Don’t feel you have to start from scratch – take what you have and adapt it. Your organisation may already have digital policies you can use as a starting point.
3. Instead of separate sub policies – you may prefer to add a digital subsection to your existing policy.
4. Make sure you know who you need to liaise with in your authorising body to approve/sign off your policies – as required. (If a local authority provider, is it just at officer level or does it need political engagement?) 
5. Communicate your digital policy to staff and learners and make sure that they know their role or responsibilities in implementing it.
6. Make sure your policies don’t overlap but ensure that they all align with each other.
7. Learn and adapt. Whilst a policy highlights one’s intent in terms of parameters, values and principles, it should also be a living document and not a dogmatic code.
8. Make sure you use the policy cycle and evaluate what is working and what isn’t.  
9. Include the most stringent key policy measures in FAQ on your website.
10. Seek peer support and best practice in the sector.
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	Subject specialist Allen Crawford Thomas from JISC explores the SAMR learning model and how it can aid your digital strategy in his quick guide. SAMR stands for: substitution; augmentation; modification; and redefinition. https://www.jisc.ac.uk/blog/how-the-samr-learning-model-can-help-build-a-post-covid-digital-strategy-12-aug-2020

	Link 6: 

	Bromley Adult Education included fee information on FAQ section on their website, as well as the fee policy. https://baec.ac.uk/index.php/frequently-asked-questions/

	Link 7:
	http://www.bbc.co.uk/webwise/guides/about-netiquette - adapted by Essex ACL to create their remote learning policy (which is available in Annex 9).

	Link 8:
	This is the link to the government advice on safe working practices during the coronavirus pandemic. https://www.gov.uk/government/publications/safe-working-in-education-childcare-and-childrens-social-care


[bookmark: Gov_guidance]
Further links for government guidance: (Frequently updated)
Advice on what colleges and other providers need to do during the coronavirus (COVID-19) outbreak. https://www.gov.uk/government/collections/further-and-higher-education-coronavirus-covid-19
Advice on face coverings in education: https://www.gov.uk/government/publications/face-coverings-in-education
Guidance on Coronavirus (COVID-19) home test kits for schools and FE providers:  https://www.gov.uk/government/publications/coronavirus-covid-19-home-test-kits-for-schools-and-fe-providers 
Two blogs from Ufi on moving to online learning
UFI Blog Post: Reducing The Risks When Moving Training Online (also an associated Webinar recording – register to view)
UFI Blog Post: Four Common Pitfalls In Online Training 
[bookmark: Local_Digital_Skills_Partnerships]Links to the Local Digital Skills Partnerships, where available:
Lancashire Local Digital Skills Partnership 
Heart of the South West Local Digital Skills Partnership 
West Midlands Local Digital Skills Partnership 
Cornwall & Isles of Scilly Local Digital Skills Partnership 
Cheshire & Warrington Local Digital Skills Partnership 
South East Local Digital Skills Partnership 
[bookmark: Digital_ACE_info]Digital ACE information and strands
Funded after the establishment of a partnership between HOLEX and Ufi VocTech Trust, the Digital ACE project enabled HOLEX to review and collate best practice and recommendations across key areas of online provision.

Digital ACE has been designed to support ACE providers on the next stage of their technological journey and help them develop their digital capability so that they can enhance their offer to students while still maintaining their learner centred and high quality approach to adult learning.

The various Digital ACE resources and materials are available via the Digital ACE page on the HOLEX website.

	Digital ACE Strand
	Content of materials

	Policy
	Guidance on how to develop a digital policy and the areas which should be considered.


	Safeguarding & Prevent 
	Guidance on what to consider for moving effective Safeguarding and Prevent practice online.


	Developing Materials & Resources
	Guidance to support the training and development of staff in producing and adapting materials, live streaming lessons, use of video and YouTube recordings, online presentations and webinars, use of externally prepared materials, assessment and learner engagement.

	Quality Assurance
	Guidance around quality assurance for online adult education, including existing externally produced materials and in-house provision.


	Supporting Low Skilled Learners 
	Guidance on how best to determine an online offer which enables providers to engage and induct learners with low level skills.


	Underpinning Technology
	Guidance around the most effective and cost efficient underpinning technological solutions for adult learning, managing a service in this context, connecting and integrating with learners and communicating with staff.


[bookmark: _Toc52186142][bookmark: _Hlk52486908][bookmark: _Hlk51961844]Annex list - Good practice examples and templates for you to adopt and adapt

Annex 1 - Carrying out a need analysis

Annex 2 - Checklist for implementing your digital policy

Annex 3 - Southend Adult Community College Digital Mission and Values

Annex 4 - Sutton College of Adult Education Digital Strategy 2020-2023

Annex 5 - Further examples of visions and policy goals for digital ACE

Annex 6 - Barnsley Adult & Family Learning’s Acceptable Use Policy Agreement for internet & email

Annex 7 - Thurrock Adult Community College’s Learner Digital Entitlement

Annex 8 - Southend Community College Video Conference Policy

Annex 9 - ACL Essex’s Remote Learning Policy – Policy implementation for ACL Learners

Annex 10 - Southend Community College Guidance Note for staff on working from home

Annex 11A - ACL Essex Remote Learning Policy - Policy implementation for ACL staff

Annex 11B - ACL Essex's Remote Learning Policy (in full)

Annex 12 - Southend Adult Community College Safeguarding Policy Addendum
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