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1. Aims  
This remote learning policy for staff aims to:  

 Teach a planned and well-sequenced curriculum so that knowledge and skills are built incrementally, with 
a good level of clarity about what is intended to be taught and practised in each subject; 

 Use a curriculum sequence that allows access to high-quality online and offline resources and teaching 
videos and that is linked to the school’s curriculum expectations; 

 Give access to high quality remote educational resources; 

 Select the online tools that will be consistently used across the school in order to allow interaction, 
assessment and feedback and make sure staff are trained in their use; 

 Provide printed resources, such as textbooks and workbooks, for pupils who do not have suitable online 
access; 

 Recognise that younger pupils and some pupils with SEND may not be able to access remote education 
without adult support and so we will work with families to deliver a broad and ambitious curriculum; 

 Publish information for pupils, parents and carers about their remote education provision on our website  

 Outline the school approach to remote learning to ensure a consistency of education if a single child or 
bubble are required to self-isolate due to Covid19  

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

 Provide appropriate guidelines for data protection  

  

2. Roles and Responsibilities  
2.1 Teachers  

When providing remote learning, teachers must be available between their normal working hours. 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:  

  Individual  Class/Cohort   

Preparing work for children who are learning remotely from home or self-isolating due 

to Covid19 symptoms or a positive test result by the second day of absence      

Ensuring all children receive a remote learning pack to take home. This could include 

a letter; exercise books (one lined/one maths) including writing materials; reading 

materials i.e. books and virtual; a brief example of school week timetable; maths 

manipulatives including dienes and login details for online learning platforms 

including Maths Shed/ Spelling Shed; Active Learn/ Maths Factor; TT Rockstars and 

Mathletics/ Maths Seeds   

    

Setting work for their class/year group that is in line with their long term and medium 

term plans  
    

Making sure all work set is appropriate and consistent      

Working alongside SENDCOs to ensure appropriate work is set for children with SEND 

e.g. PIVATS   
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Emailing activities out the day in a timely manner using their year group remote 

learning email address  
    

Leading Zoom and/or Google Meet sessions, so long as teacher resources allow, which 

are timed appropriate to the age of the children  
    

Sending the Zoom and/or Google Meet meeting number and password to parents 

using MarvellousME  
    

Planning additional independent learning activities which:  

supplement the core subjects using online resources from their remote learning pack  
    

Follow up work from Zoom  and/or Google Meet     

Recording Google Meet and/or Zoom sessions and uploading them onto Microsoft 

Teams if you are delivering the sessions solely  (for safeguarding purposes only) 
    

Ensure the learning objectives and roles have been communicated to all staff prior to 

all Zoom and/or Google Meet sessions  
    

Teachers will reflect upon the ability of the children to obtain the objectives using the 

next Zoom and/or Google Meet for their subject to address any misconceptions e.g. 

by asking honed questions  

    

Replying to emails forwarded from the remote learning email address from parents 

in a timely manner. Only send replies back to the remote learning email to be 

forwarded on  
    

Ensuring a member of the year group team is contacting parents of pupils not 

participating in their remote learning offer   
    

Follow the usual school procedures during Zoom and/or Google Meet sessions:  

Safeguarding concerns to a member of the safeguarding team  

Behavioural issues to your phase lead   

    

Keeping a register of children not attending Zoom and/or Google Meet sessions      

 

2.2 Learning Support  

When assisting with remote learning, learning support staff must be available between their normal working hours. 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, support staff will continue alongside and under the direction of their class 

teacher to ensure effective learning is happening.  

2.3 Subject leads/SENCO  

Alongside their teaching responsibilities, subject leads are responsible for:  

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

For example, alerting teachers to resources they can use to teach their subject remotely  
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2.4 Senior leaders  

Alongside any teaching responsibilities, senior leaders are responsible for:  

• Co-ordinating the remote learning approach across the school alongside Remote Learning Lead  

• Monitoring the effectiveness of remote learning through regular meetings with teachers and subject leaders, 

reviewing work set and reaching out for feedback from pupils and parents  

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

• Collecting first day of absence register and informing phase leads/year group staff of a child self-isolating due 

to Covid-19 2.5 Designated safeguarding lead The DSL is responsible for:   

• Continuing their role remotely by maintaining contact, collating, passing on information and responding to any 

concerns  

• Identifying and risk assessing vulnerable children with appropriate contact being made e.g. home visit  

• Ensuring staff interacting with children online, have read and continue to follow our existing code of conduct/ 

IT acceptable use policy and safeguarding practices in relation to remote learning  

• Ensuring staff know to continue to be alert to signs that a child may be at risk of harm online, and act on any 

concerns immediately  

• They 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  

2.6 Hi-Impact  

High Impact are responsible for:  

• Fixing issues with systems used to set and collect work  

• Helping staff with any technical issues they’re experiencing  

• Reviewing the security of remote learning systems and flagging any data protection breaches to the data 

protection officer  

2.7 Pupils and parents  

Staff can expect pupils learning remotely to:  

• Be contactable during the school day   

• Complete work to the deadline set by teachers  

• Seek help if they need it, via the remote learning email from teachers or learning support staff  

e.g. alert teachers if they’re not able to complete work 

Staff can expect parents with children learning remotely to:  

• Support their children and the school  

• Complete the remote learning and Zoom and/or Google Meet declaration form  

• 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  

 



 

  

Reviewed:  January 2021  Reviewed by:  S. Evans  

Date agreed:  

Status:  

11th January 2021  Next review:  Ongoing  

Page 6 of 8  ACTIVE  

2.8 Governing body  

The governing body is responsible for:  

• Monitoring the school’s strategic approach to providing remote learning to ensure education remains as high 

quality as possible  

• Holding the SLT to account in ensuring both staff and children are safe  

  

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

• Issues with remote learning – talk to Mrs. Evans (Remote Learning Lead)  

• Issues in setting work – talk to the relevant subject lead or SENCO (Mrs. Gough and Miss Monaghan)  

• Issues with behaviour – talk to the relevant Phase Lead (Mrs. Haynes (EYFS &Y1) Miss Dryhurst (Y2-4) Miss 

Moffatt (Yr 5&6))  

• Concerns about mental health and wellbeing – talk to the pastoral team (Mrs. Molyneux, Mrs. Murphy, Mrs. 

Gough and Miss Monaghan)  

• Issues with IT – talk to Mr Bloor or contact Hi-Impact using the tech support icon found on your desktop  

• Issues with their own workload or wellbeing – talk to your Phase lead/SLT  

• Concerns about data protection – talk to Mrs. Evans (E Safety Lead)  

• Concerns about safeguarding – talk to a member of the Safeguarding Team (Miss Moffatt (DSL) Mr. Garside 

(DDSL) Mrs. Evans (DDSL) and Mrs. Haynes (DDSL))  

All staff can be contacted via the keep in touch email addresses.  

  

4. Data Protection  
4.1 Accessing personal data  

When accessing personal data, all staff members will:   

• Contact the school to access contact details. These details are for sending educational resources only and must 

not be shared    

• Have access to CPOMS to record any parent contact or concerns about children, this is accessed via a secure 

password. Ensure you log out after use. Do not allow access to the site to any third party.  

• School laptops and school iPads are to be used when accessing any personal information on pupils.  

4.2 Processing personal data  

Staff members may need to collect and/or share personal data such as using parents email 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.   
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However, staff are reminded to collect and/or share as little personal data as possible online.  

4.3 Keeping devices secure  

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

to:  

• Ensuring they have a strong password – 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)  

• Doing everything within their power to ensure the safety and security of any devices and material of a   

personal or sensitive nature, including personal data  

• Not sharing a school device among family or friends  

4.4 Loaned devices  

For any children that do not have access to a device at home, we have a digital device loan agreement for pupils which 

allows parents/carers to sign a contract so their child has access to the full remote learning package that we offer.  

  

5. Safeguarding  
5.1 Good practices in relation to remote learning live sessions  

The following guidance has been shared with all parents/carers.  

Be aware that the following apply to live lessons:   

• No 1:1 lessons will take place – pupils will learn in groups only  

• Staff and children must wear suitable clothing, as should anybody else in the household  

• Any computers used should be in a public area of the household, for example, not in bedrooms; where 
possible be against a neutral background  

• Language must be professional and appropriate, including any family members in the background  

• The host (Longmoor staff member) has the ability to mute all participants and will do so if pupils or others 
in the household become unsettled or cause a disruption  

• Zoom sessions will be recorded if delivered by an individual teacher for safeguarding purposes  

• Only the pupil, and if necessary a parent, should be seen at any time on your child’s camera  

• Once parent receives their child’s Zoom meeting ID and password they MUST NOT share it at all, as we 
don’t want to risk non-group-members trying to gain access to the meeting  

• Pupils should find a quiet space where they can sit comfortably and complete their Zoom session  

• Wearing a pair of headphones, may help pupils avoid any distractions around them  

• Be aware of personal photos and items being seen  

• A parent or adult should be present in the room (but obviously out of shot)  

• Everyone should be ‘school ready’ – notebook and pencil!   

• Pupils will need to use video so the teacher can verify each child and audio so children can ask or answer 
questions.   

Failure to follow these guidelines will result in children being unable to take part in our Zoom sessions, and therefore 

having to complete all work offline.   
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5.2 Safeguarding practices in relation to remote learning school emails  

Year group remote learning emails have been created and will be used to send work out to children. Teachers will 

respond to emails related to a child’s learning and education between the hours of 9am-4pm (Monday- Friday). No 

other correspondence is to be sent using this email. The keep in touch email will continue to be used for parents to 

use for any other correspondence.  

  

6. Monitoring arrangements  
This policy will be reviewed as and when updates to home learning are provided, by the local authority or government, 

by Mrs. Evans (Acting Deputy Headteacher). At every review, it will be approved by Mr. Garside (Acting Headteacher) 

and SLT. Due to the ever-changing situation this policy will be reviewed and updated regularly.   

  

7. Links with other policies  
This policy is linked to our:  

• Behaviour policy  

• Child protection policy   

• ICT and internet acceptable use policy  

• Online safety policy  

• Equipment loan agreement  

     


