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

Ensure consistency in the approach to remote learning for students who are not in
school.

•

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
Class teachers are responsible for setting work for their own classes (see 2.1)
Tutors are responsible for setting work for tutees. (see 2.1)
2.1 Teachers
When providing remote learning, teachers must be available between 8.45 and 15.10.
If they are 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. (Phone the
absence line – 537121- and notify their line manager.)
When providing remote learning for an entire class or entire year group bubble, teachers are
responsible for:
Setting work:
o

For each class that they teach, they must set the amount of work as advised by
their Head of Faculty. In the case of a shared class, teachers should work together
to ensure that the appropriate amount of work is set between them.

o

Teachers of core subjects should provide at least two live and interactive
lessons per week. This should be supported by non-interactive lessons, for
example, PowerPoint
presentations
and
pre-reading. Teachers
of foundation subjects are expected to provide one live and interactive lesson per
week. This should be supported by non-interactive lessons, for example, Power
Point presentations and pre-reading.

o

When providing an interactive lesson, teachers should follow the school dress code
(see staff handbook) and ensure that an appropriate location is used (e.g. avoid
areas with background noise, nothing inappropriate in the background).

o

Work should be set using Google Classroom and Google Meet.

o

Lessons should be completed in line with the Schemes of Work, unless the Head
of Faculty states otherwise.

o

Tutors should follow the scheme of work – Main school teachers should provide
one live lesson per fortnight. VI form teachers should ensure weekly contact is
made with each tutee through Google Classroom.

o

If a student still has limited access to devices, every effort should be made to
ensure that they are able to complete work.

Providing feedback on work:
o

Students should submit work through Google Classroom whenever possible.

o

Work should be marked within one week of the submission date and sent back to
the student, using Google Classroom.

Attending virtual meetings with staff, parents and pupils
o

If you need to meet with virtually, you should ensure that you follow the school dress
code.

o

You should ensure that the location is appropriate (e.g. avoid areas with
background noise, nothing inappropriate in the background).

If teachers are working in school, they will need to teach students in year groups remaining in
school as normal. In addition, they will need to provide remote learning for any students who
are absent due to a partial school closure.
2.2 Learning Support Assistants
When assisting with remote learning, Learning Support Assistants must be available between
8.30 and 15.20.
If they are 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. (Phone the
absence line – 537121- and notify their line manager.)
When assisting with remote learning, Learning Support Assistants are responsible for:
Supporting students who are not in school with learning remotely .
o

Each LSA will be allocated a small number of named students within the same year
group.

o

They should check in with these students daily to ensure that the students know
what they are doing and to ensure they are able to access remote learning
resources – this could be via email or via phone calls.

o

They should liaise with teaching staff to ensure the individual needs of the named
students are being met as effectively as possible.

Attending virtual meetings with teachers, parents and pupils:

o

Learning Support Assistants should follow the school dress code (see staff
handbook) and ensure that an appropriate location is used (e.g. avoid areas with
background noise, nothing inappropriate in the background).

In the event of a partial closure – i.e. one or more year groups working remotely, they will continue
to support their named students. This will ensure that support for students, both in-school and
whilst working remotely, can be provided.
All students with an EHCP have an individual risk assessment carried out using the template in
Appendix 1.
2.3 Heads of Faculty
Alongside their teaching responsibilities, Heads of Faculty are responsible for:
•

Deciding 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 faculty leads and senior leaders to make sure work set remotely
across all subjects is appropriate and consistent, and deadlines are being set an
appropriate distance away from each other.

•

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.

2.4 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 through regular contact with 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.

2.5 Designated safeguarding lead
The Designated Safeguarding Lead is responsible for the ensuring the fundamental
safeguarding principles remain the same:
•

the
best
interests
of
children
continue
to
come
first
if anyone in our school has a safeguarding concern, they will act immediately
a Designated Safeguarding Lead (DSL) or deputy DSL will always be available
no unsuitable people will be allowed to gain access to children
children should continue to be protected when they are online.

A copy of the Child Protection Policy and the COVID-19 Appendix are available in the staff
handbook and on the website.

2.6 ICT Helpdesk
ICT staff are responsible for:
•

Working with the necessary providers to assist in fixing issues with systems used to set
and collect work

•

Assisting staff and parents 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

•

Advising pupils and parents experiencing issues with accessing the internet and/or
devices

2.7 Students 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

•

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

2.8 Governing board
The governing board is responsible for:
•

Monitoring the school’s approach to providing remote learning to seek assurance that
education remains as high quality as possible and maintains a full, broad and balanced
curriculum.

•

Seeking assurance from school leaders to confirm that students educated at home
have the support they need to make good progress.

•

Ensuring that staff are certain that remote learning systems are appropriately secure,
for both data protection and safeguarding reasons, and comply with the requirements
of the school’s policies concerning data protection, information security and
safeguarding.

3. 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 Faculty Lead

•

Issues with behaviour – talk to the relevant Head of Year

•

Issues with IT – talk to IT staff

•

Issues with their own workload or wellbeing – talk to their line manager

•

Concerns about data protection – talk to the data protection officer (Debbie Fineran –
Debbie.fineran@iwef.org.uk )

•

Concerns about safeguarding – talk to
michelle.barnes@iwef.org.uk – 07712 306 956)

the

DSL

(Michelle

Barnes

–

4. Data protection
4.1 Accessing personal data
When accessing personal data for remote learning purposes, all staff members will:
•

Use SIMS

4.2 Processing personal data
Staff members may need to collect and/or share personal data such as 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. Staff need to mindful of
how they are sharing this information and ensure to blind copy parents in any emails sent
regarding work.
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:
•

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 no personal data is stored or shared in unsecured locations such as global or
removal drives.

•

Ensuring devices are logged off when unattended or leaving the room.

5. Monitoring arrangements
This policy will be reviewed on a half termly basis by the Assistant Headteacher for Teaching
and Learning . At every review, it will be approved by the Governing Board.
6. Links with other policies
This policy is linked to our:
•

Behaviour policy

•

Child protection policy and COVID-19 Appendix to our child protection policy

•

Data protection policy

•

Home-school agreement

•

ICT and internet acceptable use policy

•

Online safety policy

Appendix 1
Supporting children and young people with an Education Health and Care Plan or who are otherwise vulnerable during the Covid-19 outbreak
Part 1 – Personal Information:
Date of Birth:
Name of child or young person:

Year Group:

Name and role of person/s completing this risk
assessment:

Contact Details:

Name of school, college, early years setting:
Eligible for Free School Meals

Yes

No

Is the individual known to Children’s Services/Early Help?

Yes

No

Are they on Child Protection Plan?

Yes

No

Are they a Looked After Child?

Ye

No

Are they on a Child in Need Plan?

Yes

No

Are they known to the Disabled Children’s Team

Yes

No

Social Worker:

Health service input required for child/young person?

Yes

No

Health contact:
NHS number?

Social Worker/EH Worker:
If you answer yes to any of these questions, then the Social Worker or
Early Help Worker must be involved in the completion of this
assessment and contact details provided above.

Yes
Is anyone else in the household identified as having physical or mental health
needs not relating to COVID-19 which could impact on the child?

1

Please provide details:

No

Part 2 – Consider these questions for each child/young person with an EHCP. Please consider the child/young person’s individual
needs/circumstances and provision in their EHCP.
Please refer to DfE Guidance:
https://www.gov.uk/government/publicatio
ns/coronavirus-covid- 19-send-riskassessment-guidance/coronavirus-covid19-send-risk- assessment-guidance

Where particular
risk/concerns/strengths are
identified please provide details

1. What are the potential health risks to the
individual from COVID-19 –where a
child/young person has underlying health
conditions the relevant health
professionals should be consulted.
2. What are the risks to the individual if
some or all elements of their EHC plan
cannot be delivered at all? Please include
any risk if they cannot be delivered in the
normal manner or in the usual setting?
3. What is the ability of the individual’s
parents/carers to ensure their health and
care needs can be met safely?
4. What is the potential impact to the
individual’s wellbeing if there are changes
to the routine or the way in which provision
is delivered?
5. Any additional welfare concerns arising
from child/young person not attending
school (i.e. becoming involved in
dangerous behaviour or situations
requiring support from a social
worker/early help worker also - particularly
in order to stop a care placement
breakdown ).

2

Where risks/concerns are
identified is it possible to
manage these safely at home? If
not, please provide details

Adapted Provision while in School

Please insert the views of the child:

Please insert the views of the parent/carer:

Risk assessment decision:
DfE Guidance: We expect most children and young people with EHC
plans will fall into the following categories:
•
Children and young people who would be at significant risk if
their education health and care provision and placement did
not continue, namely those who could not safely be supported
at home. This may include those with profound and multiple
learning difficulties and those receiving significant levels of
personal care support. Local authorities will need to work with
the individual’s educational setting – especially residential
special schools and specialist colleges – as well as local
health partners, to ensure they are able to remain open
whenever possible. This may mean deploying staff from other
educations settings to keep ratios safe
•
Children and young people whose needs can be met at home,
namely those who are not receiving personal care from their
educational setting, or whose limited need for personal care
can be met in their family home.

YES

NO

Can this child/young person’s needs
be met at home?
eg: access to stationery/support with IT

If the answer above is YES – are any
additional learning resources required
at home?
If the child/young person cannot be safely
supported at home they should attend their
usual educational setting, unless alternative
provision has been made, i.e.: Hub setting.

Date completed:
Name of member of staff
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