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1. AIMS 
This Remote Learning Policy aims to:   

• Ensure that staff and pupils are safe online 

• Ensure consistency in the school’s approach to remote learning 

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

• Provide appropriate guidelines for data protection 

 

2. SAFEGUARDING 
• Staff should report to DSL (RL) any concerns about pupil/family welfare and wellbeing. 

Staff should forward any emails of concern to the Headteacher immediately.  

• Only school equipment is to be used to contact parents and children 

• One-to-one meetings – staff should blur the background 

• No personal email addresses of staff are to be given out – only class emails are to be 
used 
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3. ROLES AND RESPONSIBILITIES 
 

A. TEACHERS 

Teachers must be available between 8.30am and 3pm. If they’re unable to work for any 
reason during this time, for example due to sickness or caring for a dependant, they should 
report this using the normal absence procedure. 

Teachers are responsible for: 

Setting work for their class 

• Setting daily differentiated maths and English, plus phonics at Key Stage 1 

• Setting learning in a variety of other subjects at the start of the week to ensure a broad 
and balanced curriculum 

• Via Google Classroom 

Providing feedback on work 

• On work uploaded to Google Classroom 

• This feedback should be daily for the core subjects, and weekly for others 

• Work should be rewarded and celebrated as appropriate 

• Teachers are to provide verbal feedback/clinic sessions: 1 English and 1 maths per 
week 

Raising ICT issues with ICT123 immediately and via email 

Keeping in touch with pupils and parents 

• The class email accounts should be used to establish regular contact with parents. 
Emails should always be set up for this purpose and parents/contacts list blind 
copied in. For this reason, emails should never be rushed, sent after working hours, 
or when tired. 

• The class channel on the Google classroom should be used to establish regular 
contact with pupils 

• Outside of working hours, the ‘delay’ function should be used when emailing 

• Any safeguarding issues should be brought to the immediate attention of the DSL 

• The completion of work will be encouraged, rewarded and discussed where 
appropriate 

Attending virtual meetings with staff, parents and pupils 

• The dress code for virtual meetings will be as in the staff handbook. 

• Areas with background noise should be avoided. The background blur function 
should be used on Google classroom/Teams/Zoom.  

• If teachers are also working in school part-time, such as on a rota system, flexibility 
with timings will be needed. This will be explained to parents. 
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B. TEACHING ASSISTANTS 

 

Teaching assistants must be available to:  

Attend virtual staff meetings  

• The dress code for virtual meetings will be as in the staff handbook. 

• Areas with background noise should be avoided. The background blur function 
should be used on Google classroom/Teams/Zoom. 

Work in school on a rota system 

Check and respond to their emails on a daily basis 

 
C. CURRICULUM LEADERS 

 

Alongside their teaching responsibilities, as outlined above, curriculum 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 to make sure work set is appropriate 
and consistent 

• Working with other curriculum leads to make sure work set across subjects is 
appropriate and consistent, and deadlines are being set at appropriate intervals  

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

• Monitoring planning to ensure coverage of skills and knowledge 

 

D. HEADTEACHER 

 

• Addressing any home learning access issues where reasonably possible 

• Monitoring the effectiveness of remote learning through regular meetings with 
teachers reviewing work set on the Google classroom and monitoring class email 
accounts as and when appropriate 

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

 

E. ICT SUPPORT 

 

ICT123 are responsible for: 

• Fixing issues with systems used to set and collect work 

• Helping staff and advising on any technical issues they or parents are experiencing 

• Reviewing the security of systems and flagging any data protection breaches to the 
data protection lead (RL) who will determine if a breach has occurred and, if so, 
report it to the DPO 
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F. PUPILS AND PARENTS 

Staff can expect pupils to: 

• Engage with the home learning set, where possible through the Google classroom 

• Complete work to the deadline set by teachers 

• Seek help from teachers if they need it  

 

Staff can expect parents 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 

• Guide and give feedback to their child when work is not completed on the set day  

 

4. DATA 
 

A. ACCESSING PERSONAL DATA  

When accessing personal data, all staff will: 

• Only access data on a secure cloud service e.g. RM Integris 

• Pre-load personal data to class email accounts and establish contacts lists 

• Use only school laptops to access personal data 

 

B. SHARING PERSONAL DATA AND GDPR 

Staff members may need to collect and/or share personal data as part of the remote learning 
system. Such collection of personal data applies to our functions as a school and doesn’t 
require explicit permissions. 

While this may be necessary, staff are reminded to collect and/or share as little personal data 
as possible online. 

Personal email addresses of staff, parents or pupils are not be shared and blind copying 
should be used when using contact lists. 

 

C. 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 
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• Not sharing the device among family or friends 

• Allowing ICT123 to access devices and keep security systems up to date 

• Ensuring platforms such as Integris and Google Classroom are logged out of properly 

 

5. REMOTE LEARNING DURING AND AFTER 15 DAYS OF ABSENCE 
 

There is no legal duty for schools to set work during short-term absences. However, 
schools are advised to liaise with the parents regarding what learning might be possible, 
taking into account the illness and circumstances. If a pupil has been absent for more than 
15 days in a term, the school should refer the case to the Local Authority. The Local 
Authority has a legal duty to provide suitable education if a child is medically unfit to attend 
school (s.19 of Education Act 1996). 

• If a pupil is away from school due to illness for longer than 5 days, office staff will 
contact and check in with them. During the conversation they will ascertain if a pupil 
is able to cope with school work. If they are too unwell staff will continue to check in 
and advise. 

• If a pupil is well enough, the class teacher will phone and send a reasonable number 
of tasks: homework, reading, spellings/phonics etc. They will also sign post to 
website links for maths resources.  This will be done in conjunction with the family.  

• If an illness is prolonged, staff will continue to make weekly contact with the family 
and judge what the pupil can cope with.  Staff may visit during this time to support 
and gain a picture of what is needed. 

 

6. MONITORING ARRANGEMENTS 
This policy will be reviewed within the first six months of it being established then annually 
thereafter. 

The governing board is responsible for: 

Monitoring the school’s approach to providing remote learning to ensure education remains 
as high quality as possible through virtual meetings with the Headteacher and other 
governors. 

 

7. LINKS WITH OTHER POLICIES 
• Behaviour policy 

• Child Protection and Safeguarding Policy  

• Data Protection Policy  

• ICT and internet acceptable use/Code of conduct agreements 

• Teaching and Learning Policy 

• School Laptop Loan agreements 


