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1. Vision________________________________________________________________________________ 

‘Joy to the World’ 
iMake a joyful noise to the LORD, all the earth; break forth into joyous song and sing praises!’ Psalm 98:4 
Celebrating together the richness and diversity of life throughout the world; global citizens within our 
community and beyond. 
 
2. Values________________________________________________________________________________ 

Compassion Reconciliation Friendship Joy Community Stewardship Respect 

 

We value all of our children for who they are and for the talents and interests they bring with them.  Our 
school values are the cornerstones for our vision, helping us to nurture and develop our pupils as lifelong 
learners and good citizens, who will contribute to making strong communities and a better world.   
 

3. Rationale_____________________________________________________________________________  

 
 
4. Aims_________________________________________________________________________________ 
This remote learning policy for staff aims to: 

 Ensure consistency in the approach to remote learning for pupils who aren’t in school 

 Set out expectations for all members of the school community with regards to remote 
learning 

 Provide appropriate guidelines for data protection 

 

5. Responsibilities_________________________________________________________________________  

5.1 Teachers 

When providing remote learning, teachers must be available between 9:00 and 3:00pm.  

If they’re unable to work for any reason during this time, for example due to sickness or caring for a 
dependent, they should report this using the normal absence procedure.  

When providing remote learning, teachers are responsible for: 

 Setting work –: 

o For the children in their class for each subject as per the class weekly timetable 

o Lessons should be provided or each subject to be taught each day, and for approx. 4 hours 
worth in total 

o The work should be set and be available to parents and children each morning from 8:30. A 
weekly overview for the week should be emailed on the Thursday of the week prior. 

o Lesson content including PowerPoints, video links, worksheets and instructions should be set 
through TEAMs. Guidance can be provided by the school Remote Learning Champion if you 
are unsure of how to use TEAMs. 

o Ideally a live taught session should be offered each day 

 Providing feedback on work: 

o Pupils should be encouraged to submit work once they have completed it through TEAMs 

https://www.esv.org/Ps66.1


 

 

o Teachers should acknowledge they have seen the work and provide feedback comments / 
mark the work and return it to pupils again through TEAMs. 

o Feedback on completed work should be given ideally daily, but certainly by the end of the 
working week. 

 Keeping in touch with pupils who aren’t in school and their parents  

o A live check in (pastoral) session should be offered daily through TEAMs to allow children to 
make contact with school staff and their peers. This will allow teachers to check that pupils 
are okay with their work, and they have no problems, 

o In addition, teachers should make a phone call home to any pupils who are not engaging in 
the live sessions (either the pastoral or the taught sessions). 

o Teachers should be available to answer emails to parents through the working day, when they 
are not engaged in live teaching sessions. All emails should be replied to within the same 
working day. Teachers are not expected to reply to emails from parents after 4pm.  

o Any complaints or concerns raised by parents and pupils should be handled by the class 
teacher where appropriate, or then forwarded to the SLT – for any safeguarding concerns, 
please see the section below 

o Pupils who fail to complete work set, or to engage with the live learning should be contacted 
by the class teacher, through email and / or phone call to ascertain what the barriers are. 
Continued failure to complete work should be passed to the family support worker and the 
Head Teacher.  

 Attending virtual meetings with staff, parents and pupils: 

o Appropriate dress should be worn  

o If teaching ‘live’ another member of staff should be present in the room, or on the live session 

o Locations should be suitable e.g. avoid areas with background noise, nothing inappropriate in 
the background) or a filter / blurred background should be applied. 

If teachers are also working in school, they will still need to provide remote learning. This should replicate 
the learning in the classroom - for example, streaming lessons in school to pupils learning remotely. 

5.2 Teaching assistants 

When assisting with remote learning, teaching assistants must be available between 9:00 and 3:00pm. 

If they’re unable to work for any reason during this time, for example due to sickness or caring for a 
dependent, they should report this using the normal absence procedure. 

When assisting with remote learning, teaching assistants might be asked to: 

 Support pupils who aren’t in school with learning remotely: 

o Some TAs might be designated named individual pupils to provide intervention or catch up 
support. These will be assigned by the class teacher or other appropriate person (E.g. family 
support worker, Head Teacher) 

o Teaching live sessions through TEAMS for small groups or 1:1 

o Making regular ‘check in’ phone calls to families at home 

o Attending the school provision to support children in school within designated bubbles 

 Attending virtual meetings with teachers, parents and pupils: 



 

 

o Appropriate dress should be worn  

o If teaching ‘live’ another member of staff should be present in the room, or on the live session 

o Locations should be suitable e.g. avoid areas with background noise, nothing inappropriate in 
the background) or a filter / blurred background should be applied. 

5.3 Subject leads 

Alongside their teaching responsibilities, subject leads are responsible for: 

 Considering whether any aspects of the subject curriculum need to change to accommodate 
remote learning 

 Working with teachers teaching their subject remotely to make sure all work set is 
appropriate and consistent 

 Working with other subject leads and senior leaders to make sure work set remotely across 
all subjects is appropriate and consistent,  

 Monitoring the remote work set by teachers in their subject – explain how they’ll do this, 
such as through regular meetings with teachers or by reviewing work set 

 Alerting teachers to resources they can use to teach their subject remotely 

5.4 Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

 Co-ordinating the remote learning approach across the school  

 Monitoring the effectiveness of remote learning, such as through regular meetings with 
teachers and subject leaders, reviewing work set or reaching out for feedback from pupils and 
parents 

 Monitoring the security of remote learning systems, including data protection and 
safeguarding considerations 

5.5 Designated safeguarding lead 

The DSL is responsible for: 

 Monitoring the safety of all pupils and staff at school, home and online 

 Making regular weekly contact with pupils and parents who are vulnerable and not attending 
school 

 

 

Monitoring the safety of all pupils and staff at school, home and online 

 

Making regular weekly contact with pupils and parents who are vulnerable and not attending school 

5.6 Remote Learning Champion / ICT Subject Lead 

ICT support staff are responsible for: 



 

 

 Supporting with issues with systems used to set and collect work – for example providing sign 
posting to help, attempting to resolve the issue, liaising with ICT support within BDMAT / 
authority 

 Helping staff and parents with any technical issues they’re experiencing 

 Assisting pupils and parents with accessing the internet or devices 

5.7 Family Support Worker 

The Family Support Worker is responsible for: 

 Liaising with vulnerable pupils and their families 

 Assisting class teachers with contacting pupils where they are not engaging with the work or 
learning set 

 Supporting families who need alternative provisions e.g. printed packs of work, assisting the 
class teachers with the delivery of these 

 Working alongside the Head Teacher to identify vulnerable pupils and others to be offered a 
school place. 

5.8 Pupils and parents 

Staff can expect pupils learning remotely to: 

 Be contactable during the school day – although consider they may not always be in front of a 
device the entire time 

 Complete work to the deadline set by teachers 

 Seek help if they need it, from teachers or teaching assistants 

 Alert teachers if they’re not able to complete work 

 Follow the AUP rules 

Staff can expect parents with children learning remotely to: 

 Make the school aware if their child is sick or otherwise can’t complete work 

 Seek help from the school if they need it  

 Be respectful when making any complaints or concerns known to staff 

 Follow the AUP rules 

5.9 Governing board 

The governing board is responsible for: 

 Monitoring the school’s approach to providing remote learning to ensure education remains 
as high quality as possible 

 Ensuring that staff are certain that remote learning systems are appropriately secure, for 
both data protection and safeguarding reasons 

 
6. Who to Contact________________________________________________________________________  
If staff have any questions or concerns about remote learning, they should contact the following 
individuals: 

 Issues in setting work – talk to the relevant subject lead or SENCO 



 

 

 Issues with behaviour – talk to the family support worker or Head Teacher 

 Issues with ICT – talk to the Remote Learning Champion 

 Issues with their own workload or wellbeing – talk to their line manager or the family support worker or 
Head Teacher 

 Concerns about data protection – talk to the Head Teacher 

 

 
 
 
7.  Data Protection________________________________________________________________________  

7.1 Accessing personal data 

When accessing personal data for remote learning purposes, all staff members will: 

 Access the data, through the secured remote access to the school server  

 Use the staff issued encrypted laptops, and the PULSE SECURE software 

 

7.2 Processing personal data 

Staff members may need to collect and/or share personal data such as such as email addresses, telephone 
numbers and addresses as part of the remote learning system. As long as this processing is necessary for 
the school’s official functions, individuals won’t need to give permission for this to happen. 

However, staff are reminded to collect and/or share as little personal data as possible online. 

7.3 Keeping devices secure 

All staff members will take appropriate steps to ensure their devices remain secure. This includes, but is 
not limited to: 

 Keeping the device password-protected – strong passwords are at least 8 characters, with a 
combination of upper and lower-case letters, numbers and special characters (e.g. asterisk or currency 
symbol) 

 Ensuring the hard drive is encrypted – this means if the device is lost or stolen, no one can access the 
files stored on the hard drive by attaching it to a new device 

 Making sure the device locks if left inactive for a period of time 

 Not sharing the device among family or friends 

 Keeping operating systems up to date – always install the latest updates 

 

8. Safeguarding_________________________________________________________________________  
During Remote Learning our normal child protection policy continues to apply. 

8.1. Core safeguarding principles 

We will follow the statutory safeguarding guidance, Keeping Children Safe in Education.  

We will always have regard for these important safeguarding principles: 

 The best interests of children must come first 

https://www.gov.uk/government/publications/keeping-children-safe-in-education--2


 

 

 If anyone has a safeguarding concern about any child, they should act on it immediately 

 A designated safeguarding lead (DSL) or deputy should be available at all times  

 It’s essential that unsuitable people don’t enter the school workforce or gain access to children 

 Children should continue to be protected when they are online 

8.2. Reporting concerns 

All staff and volunteers must continue to act on any concerns they have about a child immediately. It is still 
vitally important to do this, both for children at school and those at home. 

We continue to use MyConcern to log concerns or issues, and contact the DSL urgently about any matter 
which requires immediate attention. 

As a reminder, all staff should continue to work with and support children’s social workers, where they 
have one, to help protect vulnerable children. 

We will continue to take our attendance register. We will follow guidance from the Department for 
Education on how to record attendance (including for pupils learning remotely) and what data to submit. 

During the national lockdown, only vulnerable children and children of critical workers will attend school in 
person. Where any child we expect to attend school doesn’t attend, or stops attending, we will: 

 Follow up on their absence with their parents or carers, by emailing, phoning or visiting the address 

 Notify their social worker, where they have one 

We will make arrangements with parents and carers to make sure we have up-to-date emergency contact 
details, and additional contact details where possible.  

8.2 Peer on Peer Abuse 

We will continue to follow the principles set out in part 5 of Keeping Children Safe in Education when 
managing reports and supporting victims of peer-on-peer abuse. 

Staff should continue to act on any concerns they have immediately – about both children attending school 

and those at home. 

8.3 Concerns about a staff member, supply teacher or volunteer 

We will continue to follow the principles set out in part 4 of Keeping Children Safe in Education.  

Staff should continue to act on any concerns they have immediately – whether those concerns are about 
staff/supply teachers/volunteers working on site or remotely. 

We will continue to refer adults who have harmed or pose a risk of harm to a child or vulnerable adult to 
the Disclosure and Barring Service (DBS). 

We will continue to refer potential cases of teacher misconduct to the Teaching Regulation Agency. We will 
do this using the email address Misconduct.Teacher@education.gov.uk for the duration of the COVID-19 
period, in line with government guidance. 

8.4. Contact plans 

We have contact plans for children with a social worker, and other children who we have safeguarding 
concerns about, for circumstances where the child is at home. 

Each child has an individual plan, which sets out]: 

 How often the school will make contact – this will be at least once a week 

mailto:Misconduct.Teacher@education.gov.uk


 

 

 Which staff member(s) will make contact – as far as possible, this will be staff who know the family well 

 How staff will make contact – this will be over the phone, doorstep visits, or a combination of both 

We have agreed these plans with children’s social care where relevant 

If we can’t make contact, we will follow our usual procedures, for example contacting children’s social care 
or the police. 

8.5 Safeguarding all children 

Staff and volunteers are aware that this difficult time potentially puts all children at greater risk. 

Staff and volunteers will continue to be alert to any signs of abuse, or effects on pupils’ mental health that 
are also safeguarding concerns. They will act on concerns immediately in line with the procedures set out 
in our policy 

8.6 Children at home  

The school will maintain contact with children who are at home. Staff will try to speak directly to children 
at home to help identify any concerns. They will use school phones and devices to make calls home. Or, if 
necessary, they will use personal phones but they will withhold their personal number. 

Staff and volunteers will look out for signs like: 

 Not completing assigned work or logging on to school systems 

 No contact from children or families 

 Seeming more withdrawn during any class check-ins or video calls 

9. On-Line Safety_________________________________________________________________________  

9.1 In school 

We will continue to have appropriate filtering and monitoring systems in place in school. This is provided 
through BDMAT and the Local Authority EICTS. 

9.2 Outside school 

Where staff are interacting with children online, they will continue to follow our existing IT acceptable use 
policy. 

Staff will continue to be alert to signs that a child may be at risk of harm online, and act on any concerns 
immediately, following our reporting procedures. We will make sure children know how to report any 
concerns they have back to our school, and signpost them to other sources of support too. 

9.3 Working with parents and carers 

We will make sure parents and carers: 

 Are aware of the potential risks to children online and the importance of staying safe online 

 Know what our school is asking children to do online, where relevant, including what sites they will be 
using and who they will be interacting with from our school 

 Are aware that they should only use reputable online companies or tutors if they wish to supplement 
the teaching and resources our school provides 

 Know where else they can go for support to keep their children safe online 

 Sign and follow the AUP 

 Ensure their children sign and follow the AUP 



 

 

 

10. Mental Health________________________________________________________________________  
If any pupil, parent or carer has concerns about mental health and wellbeing, they should contact the 
Family Support Worker and / or Head Teacher. The school will make sure pupils, parents and carers are 
aware of this. 

10.1 Children in school 

Staff and volunteers will be aware of the possible effects that this period may have on pupils’ mental 
health. They will look out for behavioural signs, including pupils being fearful, withdrawn, aggressive, 
oppositional or excessively clingy, to help identify where support may be needed. 

10.2 Children at home 

Where possible, we will continue to offer our current support for pupil mental health for all pupils. We will 
also signpost all pupils, parents/carers and staff to other resources to support good mental health at this 
time. 

When setting expectations for pupils learning remotely and not attending school, teachers will bear in 
mind the potential impact of the current situation on both children’s and adults’ mental health. 

Staff and volunteers will be alert to mental health concerns in children who are at home, and act on these 
immediately, following our reporting procedures.  

 

  



 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


