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Policy Statement 

Juniper Training recognises the importance of learners and apprentices being able to continue with 
their education through the Covid-19 pandemic. As such, we are committed to responding quickly by 
adapting our remote education and curriculum models, throughout periods of regional/national 
lockdowns and restrictions. The aim is to ensure that we continually review and implement current 
government guidance, ensure appropriate provision is in place and minimise disruption to learning.   

This policy set out the provision for different cohorts; delivery arrangements; expectations for 
learners, parents and staff, support for students without devices/internet access/appropriate 
learning space and support for vulnerable learners and children of key workers. 

Interactive Platforms 

Juniper utilises the following interactive platforms to support a blended learning model: 

Microsoft Office 365 – All learners on Study Programme have a personal account which is used to 
access live online lessons via Microsoft Teams, learning tasks and assignments and to communicate 
with their tutors and peers. This platform allows tutors to monitor learner engagement and progress 

Zoom/Microsoft Teams – Apprentices and assessors utilise these platforms for 1-1/group teaching, 
learning and assessment activities, 1-1 coaching sessions and reviews. 

Smart Assessor – All learners and apprentices have a personal account to upload and store portfolio 
evidence, access review information/targets. Apprenticeship resources, tasks and assignments can 
be also accessed for each standard via their account. 

bksb – All learners and apprentices have a personal account providing access to initial assessment, 
diagnostics and an individual learning plan (ILP) for maths, English and IT as appropriate. Interactive 
resources enable learners/apprentices to learn at a suitable pace through their ILP and skills checks 
enable tutors to monitor the progress that learners and apprentices are making these curriculum 
areas.   

Juniper’s Skills Network Platform – Through periods of regional and national lockdowns, and whilst 
it’s not safe for learners on Study Programme to be in their work placement, staff will set alternative 
activities via this platform. Juniper’s e-learning platform provides access to a range of e-learning 
modules and CPD certified courses that enhances learners’ knowledge and understanding in their 
chosen vocational pathway.  

Expectations 

Online sessions  

During periods of regional/national lockdown where access to training centres is restricted, remote 
learning should be in place for all learners/apprentices with some **Exceptions** – see 
vulnerable/key worker learners listed below.  

Learners/apprentices will access live online sessions and resources from home, via Microsoft 
Teams/Zoom or if they are a vulnerable ‘Exception’ then we may expect them to come into centre and 
use our IT equipment and facilities to access these same sessions.  
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We expect learners and apprentices to engage, behave and participate in the live online learning 
sessions enabling them to gain new knowledge and continue to develop their skills in their subject 
areas they are studying. 

Learners’ online sessions will run in line with their normal timetable for Study Programme and 
learners should log into their Microsoft 365 account to access these promptly, as per their normal 
session start times. We recognise that attending live online learning sessions is different to attending 
in-centre face to face lessons; learners may struggle to maintain concentration for extended periods 
of time in virtual lessons. As such, tutors will adapt their curriculum and resources accordingly to 
maintain engagement and so not to disrupt households. Apprentices must continue to attend their 
1-1/group teaching, learning and assessment activities, 1-1 coaching sessions and reviews as 
scheduled by their Assessment Coordinator.  

**Exceptions** – the following learners will be expected to attend their training centre, as per their 
normal timetable. 

Exceptions – Vulnerable learners: 

• Any learner with an open safeguarding case 
• Any learner assessed as being in need (learners who have a child in need plan, a child 

protection plan or those who are looked after by the local authority) 
• Any learner with an Education and Health Care Plan 
• Those learners who have been identified as otherwise vulnerable by educational providers or 

local authorities (including children’s social care services) and who could therefore benefit 
from continued face to face attendance (for example, care leavers, young carers, learners on 
the edge of receiving support from social care services, adopted children and children on a 
special guardianship order) 

Exceptions – Learners with no home access to IT or a suitable space at home to participate in online 
sessions: 

It is vital that all learners are able to continue to receive a good quality of education whilst we are in 
lockdown. However, we recognise that some learners are unable to access live online sessions from 
home, as they do not have access to a suitable device and/or internet access, or a suitable learning 
space at home. In these instances, we will either allow learners to continue to attend centre, as per 
their normal timetable or may be able to supply access to the internet and/or devices. Learners should 
speak to a staff member from their centre to confirm arrangements for this. 

Exceptions – Learners whose parents/guardians are key workers (e.g. NHS staff, teachers, 
supermarket workers) 

We will continue to offer learners whose parents/guardians are keyworkers a place to attend the 
training centre, as per their normal timetable if they wish to do so. Parents/guardians should speak to 
a staff member in their local centre if they wish to book a place. However, in line with current 
lockdown guidance (January 2021), if these learners are able to access online sessions and they are 
safe to stay at home whilst parents/guardians are at work, then they may access their learning 
remotely from home.  

Some vulnerable learners may be reluctant to come into centre e.g. they may have a family member 
who is shielding or their parents do not want them to attend. In these instances, learners are able to 
remain at home and access their learning remotely but the following conditions must be met:  



V1.0 01.21 TH 

1. Learners are safe 
2. Learners have the correct IT equipment and space to fully participate in their learning  
3. It will not be detrimental to their learning and learners will be able to achieve their 

qualifications  
4. Learners continue to engage and attend all live online learning sessions, hand in assignments 

on time etc. If not, we may ask them to attend centre instead. 

Attendance and Engagement 

In order for learners to be able to progress to the next stage of achieving their career goal/next step, 
it is vital that they are participating and engaging in all online sessions, face to face sessions and 
independent study, as applicable. As such, our normal Attendance Policy and Procedures will be 
followed and learners may risk their place on their course if they are not participating in their learning 
activities. 

Expectations of Parents and Guardians 

We ask that parents/guardians encourage their child to: 

• Find an appropriate space within the household that enables them to learn without 
distractions 

• Log in on time and attend all timetabled online sessions 
• Complete all remote learning tasks, activities and assignments, as set by their tutor 

Parents/guardians should contact their local training centre if they have concerns about any aspect of 
their child’s remote education.  

Online safety  

Staff should continue to develop learners/apprentices’ knowledge on how to keep themselves safe 
online and seek opportunities to remind them of this in lessons and reviews.  

It is important that all staff who interact with young and vulnerable people, including online, 
continue to look out for signs a young/vulnerable person may be at risk. Any such concerns should 
be dealt with as per Juniper Training’s Safeguarding Policy and where appropriate referrals should 
still be made to children’s social care and as required, the police. 

Online teaching, reviews, training sessions and staff meetings should follow the same principles as 
set out in the Juniper’s Code of Conduct.  

Juniper Training will ensure any use of online learning tools and systems is in line with privacy and 
data protection/GDPR requirements. 

The Code of Conduct below sets out rules and expectations for interaction between staff and 
learners and staff and colleagues. This is to ensure safeguarding and professionalism. 
 
Code of Conduct for Staff, Learners and Apprentices for Virtual/Online Sessions: 
 

• Study Programme - 1-1 teaching/reviews/interviews are allowed via Teams BUT staff should 
only deliver these 1-1s from their home centre unless they have been granted permission by 
a senior manager. Learners MUST be made aware at the start of every interview/review/1-1 
teaching session that it will be recorded and stored securely on Teams for 21 days. Learners 
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MUST also be informed that if they wish to make a complaint or raise any concerns about 
their 1-1 interview/review/teaching session, then they should speak to their centre manager 
or any staff member in their centre as soon as possible and within 20 days. They should be 
advised that they can make a complaint after this timeframe but we will be unable to view 
the recording, so it’s important to speak to someone in their home centre as soon as 
possible. 

• Counselling and catch-up sessions – These may take place on a 1-1 basis where the staff 
member is based at home but only where this has been authorised by a senior manager and 
is part of the staff member’s job role. Learners MUST be made aware at the start of every 
session that it will be recorded and stored securely on Teams for 21 days. Learners MUST 
also be informed that if they wish to make a complaint or raise any concerns about their 1-1 
sessions, then they should speak to their centre manager or any staff member in their centre 
as soon as possible and within 20 days. They should be advised that they can make a 
complaint after this timeframe but we will be unable to view the recording, so it’s important 
to speak to someone in their home centre as soon as possible. 

• Live Online Lessons for Study Programme – All live classes should be recorded, so that if any 
issues were to arise, the video can be reviewed. The recordings will be kept for 21 days in 
Microsoft Office 365. Staff MUST inform learners at the start of every lesson that it will be 
recorded and stored securely on Teams for 21 days. Learners MUST also be informed that if 
they wish to make a complaint or raise any concerns about their online sessions, then they 
should speak to their centre manager or any staff member in their centre as soon as possible 
and within 20 days. They should be advised that they can make a complaint after this 
timeframe but we will be unable to view the recording, so it’s important to speak to 
someone in their home centre as soon as possible. 

• Live classes should be kept to a reasonable length of time, or the streaming may prevent 
their family ‘getting on’ with their day for instance, where another child requires access to 
the device for their own education. 

• Apprenticeship 1-1 teaching sessions, meetings and reviews for 16-18 year old/vulnerable 
apprentices – At present, some assessors are using Zoom and some are using Teams. If 
assessors are using Teams, then they should follow the same guidance for 1-1 sessions, as 
above, and store the recordings securely on Teams for a period of 21 days. If assessors are 
using Zoom then the sessions MUST be recorded, downloaded and stored in the 
apprentice’s Smart Assessor account. Whether Teams or Zoom is used, apprenticeship 
learners should be informed that it is being recorded and MUST also be informed that if they 
wish to make a complaint or raise any concerns about their 1-1 session, then they should 
speak to their assessor or Tina Lockley (Apprenticeship Contract Manager) as soon as 
possible and within 20 days. They should be advised that they can make a complaint after 
this timeframe but we will be unable to view the recording, so it’s important to speak to 
someone in their home centre as soon as possible. 

• If staff are delivering reviews, sessions, training or attending Teams meetings from home, 
then they should ensure that the environment is free from interruptions from children, pets 
and other external noise and distractions.  

• If learners are attending reviews or live sessions from home then they should ensure that 
they are in an appropriate environment (not bedrooms) that is free from distractions and 
background noises. 
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• Staff and learners MUST wear suitable clothing, as should anyone else in the household. 
• Any computers used should be in appropriate areas, for example, not in bedrooms; and the 

background should be blurred. There should be no visible personal items/photographs in 
view.  

• Language MUST be professional and appropriate at all times, including any family members 
in the background 

• Etiquette – In order to get the best out of interactions online, learners and staff should 
enable their camera and microphone when attending 1-1 reviews, live lessons, training 
sessions or meetings. The host should take control of the session and should inform learners 
and staff when they should mute their audio or turn off their cameras. Unless advised to do 
otherwise by their tutor/meeting host, staff and learners/apprentices should be visible on 
camera and able to contribute to lessons/sessions/meetings through video and audio.      

• Staff must only use platforms specified by senior managers and approved by our IT network 
manager/provider to communicate with learners.  

• Staff should record the time, date and attendance of any sessions held (this info will be 
captured on attendance registers, interview notes and recruitment records or schedules for 
reviews captured on review forms and Smart Assessor). 

• Staff should not carry out 1-1 Teams sessions if there are any concerns about lone working 
with any learners. Centres must clearly communicate this if these learners are required to 
attend GCSE Access arrangement assessments dyslexia support sessions, catch-up sessions 
or 1-1 counselling sessions. In these instances, alternative arrangements will be put in place 
for example, another member of staff may be asked to sit in on the session. 

• Staff will only use work email addresses and company mobile phones to communicate with 
learners/apprentices for professional communications. They will use established portals for 
sharing work and communicating, for example, Smart Assessor & bksb. 

Any learner, apprentice, parent or guardian with concerns about arrangements for remote 
education should contact their local training centre for further support and advice. 


