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This remote learning policy is to be used in situations when the whole school or some classes are 
closed in an emergency (e.g. medical situations like Covid, issues relating to health and safety on 
the school site). It sets out the usual procedures to be followed with remote learning. However, all 
situations will be dynamically assessed to ensure that the procedures are relevant and may be 
modified as necessary. 

 

1. Aims 

It aims to: 

• Ensure consistency in the approach to remote learning for pupils 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 

2.1 Teachers 

When providing remote learning due to a whole school, whole year group or class closure, 
teachers should be available to be online between 8:35am and 3:20pm. 

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. As necessary, year 
group colleagues may cover the teacher’s Dojo account to set work and feedback to pupils. 

4 hours of remote learning should be provided for each day. 

 
When providing remote learning, teachers are responsible for: 

• Ensuring they have the correct equipment and knowledge to provide Remote learning, 

using Class Dojo or, if required, the year group email account. 

• Liaising with year group colleagues to ensure that there is consistency between classes 

and to share workload. 

• Monitoring children’s remote learning and taking all possible steps to encourage them to 

complete tasks. 

Weekly 

• Working with their year group colleagues to plan weekly learning, based on their year 

group medium term curriculum plan and including a broad range of subjects over time, 

where possible. 

• See appendices 2 and 3. 

Daily 

● Ensuring that children are aware of where to access lessons and resources (e.g. the Oak 

National Academy, White Rose maths lessons). 

● In the event of the whole class being sent home teachers will set expectations of work to 

be completed and tasks children should submit via Class Dojo. 

 

Providing feedback 

● A daily comment of feedback to each child will be given in line with our Feedback Policy. 

On days in school teaching, only an acknowledgement of the work is expected.  
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Keeping in touch with pupils who aren’t in school and their parents (bubble, year group or 
school closure): 

• Where pupils do not engage in the regular live teacher/pupil sessions (see below), teachers will 

make weekly calls to all children in their class, to check in and encourage learning. 

• Teachers will post a daily video in Class Dojo reminding the whole class of the learning 

expectations for the day; providing any useful hints and tips and general encouragement. 

• Teachers will conduct short, live sessions via Zoom, 3 times each week, to ‘meet and greet’ children 

and keep in touch. These will follow a set format at agreed times for each year group (see 

Appendix 2). 

• If pupils are not submitting work or having difficulty with the work, teachers should use the phone 

calls to discuss support or alternative work e.g. paper packs, where appropriate. 

• Should there be any complaints or concerns shared by parents and/or pupils, teachers should refer 

these to a member of the leadership team. 

• Any safeguarding concerns should be shared with the Designated Safeguarding Lead (DSL). 

• BATIC counsellors will make weekly phone calls to individuals and families they support. 

• The Pastoral Team will make weekly phone calls to those with EHC Plans in addition to the calls 

they will receive from their teachers. 

• The Learning Mentor will make regular calls (at least weekly) to children on the vulnerable register. 

 

There may be a situation where a teacher is required to cover the Class Dojo of another colleague 
as well as working in school. In this situation, the teacher will be given non-contact time to do so. 
The capacity to deliver all of the above expectations will be reviewed on a case by case basis. The 
Head of School will decide what remote learning can realistically be offered given the 
circumstances at any given time (see appendix 1). 

 

2.2 Teaching assistants 

When assisting with remote learning, Teaching Assistants (TAs) should be available for their 
normal working hours. 

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. 

When assisting with remote learning, teaching assistants are responsible for: 

● Supporting the teacher as much as possible with online learning tasks, setting fun 

quizzes, reading part of the class reader, etc. 

● If the TA supports a particular child, they will make phone calls to the child/ parent to 

support learning and support in putting together work, where necessary. 

● Taking part in Class Dojo where appropriate. 

 

2.3 Senior leaders 

• The Executive Headteacher and Head of School are responsible for keeping up to date with 
guidance, setting the vision for remote education, delegating roles and responsibilities 
accordingly and feeding back to the Governing body. 

• The Head of School has overall responsibility for ensuring that Remote Education across 
the school is of high quality and fulfils government guidelines. This will be achieved through;  
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➢ 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. 

• The Head of School will ensure that those receiving the PPG are given appropriate learning 
opportunities through: 

➢ Regular meetings with teachers and subject leaders, reviewing work set and 

monitoring engagement 

➢ Reaching out for feedback from pupils and parents. 

• The SENCO is responsible for ensuring that those children on the SEN register and those 
entitled to PPG are given appropriate learning opportunities through: 

➢ Regular meetings with teachers and subject leaders, reviewing work set and 
monitoring engagement 

➢ Reaching out for feedback from pupils and parents with a focus on those with an 
EHC Plan. 
 

• Senior Leaders are responsible for co-ordinating the remote learning across year groups, 
supporting teams to manage their workload. 
 

2.4 Subject leaders 

Alongside their teaching responsibilities, subject leads are responsible for: 

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

• Supporting colleagues to make sure all work set 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. 
 

2.5 Designated safeguarding lead 

The DSL is responsible for: 

• Ensuring that, as a result of local or national lockdown arrangements, the school is subject 
to closure or a class is self-isolating, arrangements for monitoring and supporting pupils will 
be put in place;  

• Ensuring that all staff are trained to recognise concerns when dealing with children remotely 
and to know when to alert the DSL to a safeguarding concern;  

• Ensuring that staff are providing remote education in a safe way for both they and their 
pupils;  

• Ensuring that parents are provided with materials to help them keep their children safe 
online. 

 

2.6 IT team 

IT staff are responsible for: 

• Fixing issues with systems used to set and collect work 

• Helping staff and parents with any technical issues they’re experiencing 
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• Reviewing the security of remote learning systems and flagging any data protection 
breaches to the data protection officer 

• Assisting pupils and parents with accessing the internet or devices 
 

2.7 Pupils and parents 

Staff can expect pupils learning remotely (with the assistance of their parents) 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 body 

The governing body 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 

 
 

3. Who to contact 

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

• Issues with their own workload or wellbeing – talk to their Senior Leader 

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

• Issues with behaviour – talk to the year group leader, Head of School or Learning mentor 

• Complaints from parents – talk to Head of School 

• Issues with IT – talk to IT team 

• Concerns about data protection – talk to the Head of School or Executive Head Teacher 

• Concerns about safeguarding – talk to the DSLs 

 

4. Data protection 

4.1 Accessing personal data 

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

• Only access information from Class Dojo on a secure device. 

• Any information about children should be kept confidential in line with data protection 
policies. 
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4.2 Processing personal data 

Staff members may need to collect and/or share personal data such as phone numbers and email 
addresses of parents 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. 

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 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 

• Installing antivirus and anti-spyware software 

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

5. Safeguarding 

Our Child Protection Policy is found on the website and is updated regularly to take into account 
the circumstances surrounding the school closure. 

6. No digital or online access at home 

We recognise that some pupils may not have suitable online access at home. We take the 
following approaches to support those pupils to access remote education:  
 

• During our initial phone conversation teachers inquire about the computing infrastructure at 
home.  

• Paper copies of work can be collected from the school office upon request.  

• We have a bank of school laptops that can be collected, based on need. 

• A list of families with no digital or online access is compiled by the Pupil Premium Leader. 
 
7. SEND 
We recognise that some pupils, for example, those with special educational needs and disabilities 
(SEND), may not be able to access remote education without support from adults at home. We 
acknowledge the difficulties this may place on families and we will work with parents and carers to 
support those pupils in the following ways: 

• Differentiated work is provided by teachers 

• Teachers/TAs can speak to SEND children via telephone more regularly to support learning 

• Where necessary teachers will liaise with the SENCO, who will sort additional resources for 

the teacher to share with pupils. 

 

8. Monitoring arrangements 

This policy will be reviewed annually by the SLT. At every review, the Policies committee of the full 
governing body will approve it. 
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Appendix 1 

Covid Specific – this document to be reviewed if and when there is an occurrence of this nature 
Plans for Possible Scenarios including class isolating, local lockdown etc. 
 

Scenario Action  

1: Child isolating 
waiting for a PCR test 

Learning uploaded to Class Dojo if/once a positive result is confirmed unless 
there is a unusually longer wait. 

2: Class Isolating, 
following advice from 
PHE 
 

NOTE: Once we are advised by PHE that a class needs to isolate, things will 
happen quickly. 
What will children need to have at home? 
Once the decision is made to send a class of children home, they need to have at 
home;- 

• Any workbooks 

• Reading book 

• login details for Class Dojo, TT Rockstars, Education City 

• Maths and English homework books in KS2 
 
If the decision is made after the end of the school day, parents will be able to pick 
up these items from the office. 
 
What if the child does not have a digital device? 
Using the list of children who did not manage to engage in Class Dojo during 
lockdown a paper pack will be sent out. However, this will not necessarily follow 
the learning of the class. We will seek devices from ECC and through the 
government scheme for DA. 
 
What if the child has SEND and cannot access the work of the class? 
Children who would not normally access the work in class due to SEND will have 
a bespoke pack put together for them and teacher and SENCO will liaise with 
parents to ensure that they can access this. 
What is expected of teachers? 
Weekly 

• Working within their year group to plan a weekly learning, based on their 

year group long-term curriculum plan and including a broad range of 

subjects over time, where possible. 

• Make calls to all pupils, additional calls to pupils who have tested positive.  

Daily 

• Ensuring that children are aware of where to access the Oak National 

Academy, White Rose maths lessons and Education City by posting links 

on the Class Dojo. 

• Setting expectations of work to be completed and tasks children should 

submit to the classroom. 

• A daily comment of feedback will be given in line with our Feedback 

Policy. 

• A daily video from the class teacher to encourage the children, explain the 

day’s learning and provide helpful hints and tips.  

• 4 hours of learning will be provided. 

 

3 times each week 

• Teachers will conduct short live sessions 3 times each week which will 

serve as a ‘meet and greet’ session and will follow a set format at agreed 

times for each year group. This will support pupils’ wellbeing. 

 
What is expected of TAs? 

• Supporting the teacher as much as possible with online learning tasks, 

setting fun quizzes, reading part of the class reader etc. 

• If the TA supports a particular child, they will make phone calls to the 

child/ parent to support learning and support in putting together work, 

where necessary. 



9 

 

• Taking part in Class Dojo where appropriate. 

 
How will we communicate with children/ parents whilst they are isolating? 

• If pupils do not engage with their teacher through the live sessions, teachers 
will make weekly calls to them, to check in and encourage learning. 

• Teachers will post a daily comment or video in Class Dojo reminding the 

whole class of the learning expectations for the day; providing any useful 

hints and tips and general encouragement. 

• Teachers will conduct short live sessions (as above). 

• If pupils are not submitting work or having difficulty with the work, teachers 

should use phone calls to discuss support or alternative work, e.g. paper 

packs, where appropriate. 

• A year group email address will be available for parents to communicate with 

teachers. Teachers should not answer emails outside of working hours. 

Parents can also communicate with teacher via Class Dojo. 

• Should there be any complaints or concerns shared by parents and/or pupils, 

teachers should refer these to a member of the leadership team. 

• Any safeguarding concerns should be shared with the Designated 

Safeguarding Lead (DSL). 

• BATIC counsellors will make weekly phone calls. 

• The Pastoral Team will make weekly phone calls to those with EHC Plans in 

addition to the calls they will receive from their teachers. 

• The Learning Mentor will make regular calls (at least weekly) to children on 

the vulnerable register. 

There may be a situation where a teacher is required to cover the Class Dojo of 
another colleague as well as working in school. In this situation, the teacher will be 
given non-contact time to do so. (see appendix 1) 

Scenario 4: Class 
Isolating, teacher 
unwell  

Another member of staff in the year group will be given non-contact time to upload 
work for the classroom and to respond to children’s work. If the class has a TA, 
they too will support this process. 

Scenario 5: National or 
Local Lockdown 
where schools close 
 
 
 
 
Home schooling group 

Risk assessments of all staff will be updated to ensure that those with risk factors 
are not put at a high level of risk. The role each member of staff plays will then be 
adapted accordingly. All staff will be working each day in some capacity either at 
home or in school. Roles may need to be changed according to need. 
We will likely receive a few days advanced notice in this scenario so there will be 
time to make sure all children have what they need. 
In this tier, Key worker group will run, all other children will be at home. 

Home Schooling group 
See above 
 

Key worker Group  ● Key worker status will be checked rigorously by the School Office 
Manager 

● Teachers will ‘teach’ the home learners throughout the day, either from 
school or from home, according to guidance. They will make the weekly 
phone calls from home or school. 

● Teachers will be running the Class Dojo from home or school, depending 
on guidance. Children in Key worker group will follow the same learning 
as those at home in the morning. 

● Children will be taught in small groups in line with the guidance. Parents 
will need to inform us a week in advance so we can ensure adequate 
staffing. 

● TAs may be required to take these small key worker groups, under the 
direction of teachers/ phase leaders whilst teachers run the remote 
learning. 

● Feedback to children will be given verbally. 
● Additional activities in the afternoon will be planned by teachers or TAs 
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depending on the confidence of the TAs.  

Other ● The Head of School and Senior Leaders will keep up-to-date with daily 
and weekly guidance from the Local Authority and also the DFE and this 
will be communicated to our staff and families where necessary. 

● The office will be open each day, but hours may be reduced. 
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Appendix 2 
 

Remote Education Guidance for Staff 
 

If a child or class is required to isolate, schools are obliged to provide remote learning guidance for 
families and pupils. In the event of a single child isolating, awaiting a PCR test, we will only 
provide work once confirmation of a positive result is received, or if there is a significant delay in 
securing a test. If a whole class or year group is required to isolate, work will be sent as soon as 
possible. While waiting for test results, parents should be advised that children can access the 
daily lessons on BBC bitesize, Oak National and White Rose. Links will be published on the 
weekly school newsletters. 
Remote learning will be sent weekly to pupils and parents by class teachers on Class Dojo (via 
uploaded files), using the provided format. 
As during the lockdown period, class teachers need to contact children by calling, or interacting 
with them during the live sessions, at least once a week. This may be more frequent for more 
vulnerable families and children who have tested positive. In a change from the lockdown period, it 
is more likely that families that are isolating are doing so as they are ill, so please check on the 
welfare of the family as well as providing educational support. 
Families will be asked to post any work their child completes on Class Dojo and to communicate 
any questions that they may have for teachers in the same way, so please check this daily, 
providing at least one comment per day. 
Please follow the guidance below when setting work: 
 

English Provide links to Oak National Academy lessons that match your 
current learning. 

Maths Provide links to White Rose daily lessons. As we follow their 
scheme of learning, this should be easy to match with your learning 
in school. Videos for lessons are displayed one week at a time so 
please choose the appropriate week to match classwork. 
Worksheets will also need to be provided. The Maths Lead will 
provide guidance of how to download these. 

Foundation Please set one lesson/activity per subject, following medium term 
planning, matching what is being covered in school. 
Please use Oak National Academy lessons, BBC Bitesize or 
Education City, as well as school produced resources. 

Personalisation For children that follow an individual curriculum in school, please 
tailor work to suit their needs. This may mean providing an 
individual remote learning sheet for some children, if a whole class 
is learning at home. In addition, class teachers are to communicate 
as necessary with individual parents re specific differentiation for 
certain children, who cannot independently access the set work. 
 
Please consider challenge and offer possible pre challenges or 
extension as necessary. 

 
Please apply this guidance to all instances of home learning, both for an individual child or if a 
whole class is required to work from home.  
Please see any member of SLT if you require any further support. 
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Summary of expectations during full lockdown 

• Daily video on Dojo to introduce the day’s learning to accompany the lesson sheet (appendix 3) 

including tips and hints, along with celebration and encouragements. 

• Adapted work given to those pupils who need it. 

• 3 short live sessions via Zoom on Monday, Wednesday and Friday as follows: 

Duration: Min: 15mins, Max: 30mins  
 

Year group Time Monday Wednesday Friday 

Year 6 10:00am Hello, key 
reminders, game 

Read to class Celebration and 
key messages 

Year 5 10:30am Hello, key 
reminders, game 

Read to class Celebration and 
key messages 

Year 4 11:00am Hello, key 
reminders, game 

Read to class Celebration and 
key messages 

Year 3 11:30am Hello, key 
reminders, game 

Read to class Celebration and 
key messages 

 

• A daily comment will be given to each child in line with policy except on days where a class teacher 

is teaching the key worker group in school. On these days, the expectation is to only approve/like 

the work (although teachers may of course comment if they feel the need to).  

• PPA subject work will be set and approved by the PPA team. They will provide a comment to all 

pupils who upload work on the day set and will approve/like work uploaded on subsequent days. 

• Teachers will make calls to pupils who they do not ‘see’ in the live sessions to ensure wellbeing. 

• All other aspects are the same. 

  



13 

 

 

Appendix 3 
 

Remote Learning 
 

Children should aim to complete one English lesson, one maths lesson, and one other lesson from 

another subject of their choice every day. Children should also read their school book and practice 

their times tables daily. 

Please post any work that your child completes on Class Dojo. Please do not hesitate to contact 

your child’s teacher using Class Dojo if you have any questions or need further support. 

BBC Bitesize 

https://www.bbc.co.uk/bitesize/levels/zbr9wmn 

English: 
Please complete the English lessons provided on the Oak National Website, following the links 
below: 
 
1.  
 
2.  
 
3.  
 
4.  
 
5.  
 
You will need a pen and paper and be prepared to stop the video to complete any challenges that 
are set throughout the lesson. 
 
For additional English learning, visit the BBC Bitesize website, using the links above. 
 

Maths: 

Please complete the daily maths lessons provided on the White Rose Maths website, by following 
the links below: 
 
 
 
You will need a pen and paper, and be prepared to stop the video to complete any challenges that 
are set throughout the lesson. The school will provide the appropriate worksheets that accompany 
the lessons. 

For additional maths learning, visit the BBC Bitesize website, using the links above. 
 

https://www.bbc.co.uk/bitesize/levels/zbr9wmn
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Foundation 

History/Geography: 

 

Science: 

 

Art: 

 

PE: 

 

PSHE/RE: 


