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Remote Learning Policy 

Our 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. 

 

This Policy and the associated plan (Annex A) is written to cover two scenarios:  

• A: where individual children and families within school are isolating due to possible contact with symptomatic 
individuals, but they themselves are not unwell; 

• B: where a whole group, class or bubble is having to self-isolate. 

Where a child is not in school because they themselves are unwell – with Covid or any other illness - they would be 
expected to access or complete any school work.  

 

Staff at Northbourne CE Primary School acknowledge that the ability to meaningfully access Remote Learning 
activities varies according to a child’s age.   Nursery and Reception children particularly will not be able to access 
learning in the same form and to the same extent as older children, and the Remote Learning Plan aims to make 
clear what parents of children in different year groups can expect to be provided with where this differs.   

 

 

1. Role and Responsibilities 
 

1.1 Teachers 

• When providing remote learning, teachers will be available to pupils and parents between 9am and 3pm.  
Parents will be asked to ensure work is uploaded no later than 3pm; teachers may choose to provide feedback 
on work earlier than this each day, or may wait until after 3pm to do so. 

• If teachers are unable to work for any reason during this time, for example due to sickness or caring for a 
dependent, they will report this using the normal absence reporting procedure – that is, through a phone call to 
Paul Shaughnessy before 7:15am. 

• As outlined in Annex A, teachers are responsible for: 
o Setting work; 
o Providing feedback; 
o Keeping in touch with pupils and families; 
o Attending remote meetings with school colleagues and senior leaders, as required. 

Full expectations are outlined around each of these are outlined in Annex A. 

 

1.2 Teaching Assistants 

• When assisting with remote learning, teaching assistants must be available during their normal contracted 
working hours. 

• If teaching assistants are unable to work for any reason during this time, for example due to sickness or caring for 
a dependent, they will report this using the normal absence reporting procedure – that is, through a phone call 
to the school office as soon as possible. 

• The roles taken by teaching assistants will vary depending on the circumstances around why remote learning is 
required, and will be clearly agreed at the start of the period of time that pupils are learning from home.  In the 
case of a class teacher being unwell, teaching assistants may be asked to support other teachers within the same 
age phase in uploading activities, responding to work and providing feedback, and answering any questions 
parents and children may have. 
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1.3 Subject Leaders 

Alongside class teacher responsibilities, subject leaders are responsible for: 

• Considering whether any aspects of their curriculum subject need to change to facilitate effective home learning, 
including which aspects of a subject to prioritise teaching. 

• Working with teachers teaching their subject remotely to ensure work set is appropriate and consistent across 
age phases, and work being set is in line with coverage planned in long-term curriculum maps. 

• Monitoring the work set remotely by teachers in their subject by reviewing work being set. 

• Sharing resources which teachers can use to teach their curriculum subject remotely. 

• The SENCo will: 
o Take a lead role in ensuring that work set is in line with pupils’ needs as outlined in their Records of Educational 

Provision (RoEP) or Education, Health and Care Plans (EHCPs), where appropriate; 
o Act as main point of contact for children with EHCPs and their parents to ensure their statutory entitlement is met; 
o Liaise with class teachers and teaching assistants about any adaptations to provision needed for children with SEN, 

providing advice and support for how to go about this. 

 

1.4 Senior Leaders 

Alongside class teacher responsibilities, subject leaders are responsible for: 

• Co-ordinating and monitoring the approach to remote learning taken across the school – this will be led by Mr. 
Dan Guy. 

• Monitoring the effectiveness of remote learning through scrutiny of work set for pupils, their response to this, 
and feedback provided, and through discussion with teachers, subject leaders, pupils and parents. 

• Monitoring the security of remote learning systems, including those relating to Data Protection and 
safeguarding. 

 

1.5 Designated Safeguarding Lead (DSL) 

The responsibilities of the Designated Safeguarding Lead and all deputies remain as they are when children are 
educated in school, as outlined in the Safeguarding and Child Protection Policy.   

In addition to these responsibilities, the DSL will ensure that contact details of the safeguarding team are shared 
regularly and prominently with parents and children.  Children with a Social Worker will be contacted by the DSL or a 
Deputy daily during any period where children are learning remotely.  

 

1.6 IT Support 

Our IT Support is provided through 123ICT.  Our current technician is Dan Moran.  Dan makes himself available to 
staff through email (dan.moran@123ict.co.uk) and phone (07985 953268), but will continue to be contracted to 
work at other schools and may not be immediately available.  Paul Shaughnessy and Rachael Stewart will act as 
points of contact if Dan is not available. 

 
1.7 Pupils and Parents 

Staff can expect pupils working remotely to: 

• Be contactable during the school day (albeit not necessarily using a device or working for the whole day); 

• Complete and return work to deadlines set, and let teachers know if this is not possible; 

• Ask for further help if needed; it is not expected that children will email staff directly, so this would be through a 
parent or carer making contact. 

Staff can expect parents of pupils working remotely to: 

• Use usual contact methods to inform school of any illness or other absence which means a child cannot complete 
allocated work; 

• Seek help when necessary, in the first instance through phase email accounts; 

• Answer phone calls and emails from school staff. 

mailto:dan.moran@123ict.co.uk
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1.8 Local Governing Body 

The Local Governing Body is responsible for: 

• Monitoring the school’s approach to providing remote learning to ensure provision remains the highest quality 
possible; 

• Ensuring that safeguarding responsibilities are fulfilled; 

• Ensuring that staff are certain that remote learning systems are appropriately secure. 

 

 

 

2. Contact details for staff 

In the first instance, questions or queries during any period of remote learning should be directed to: 
 
School expectations for remote learning and questions about Google Classrooms: Dan Guy 
 
Issues in setting work or pupil behaviour, or concerns about workload and own wellbeing: Sophie Tierney (for Early 
Years); Jenny Alleway (for Key Stage One); Charlotte Rawcliffe (for Lower Key Stage Two) and Lyn Hill (for Upper Key 
Stage Two) 
 
Issues with IT: Dan Moran (see section 1.6) 
 
Data Protection issues: Rachael Stewart 
 
Safeguarding: Paul Shaughnessy  
 
 
 
 

3. Data Protection 
 
3.1 Accessing Personal Data 
Personal data to support remote learning will be accessed in the way that it would be in the case of face-to-face 
learning: 

• Contact details and personal information for children and families will be accessed through Integris, the school’s 
Management Information System (MIS); 

• Other information, including that related to the curriculum, will be accessed from the school’s Google Drive. 
 
As when teaching is taking place face-to-face, staff should only use school-provided laptops and iPads to access this 
data.  Personal devices should not be used.  Where teaching assistants are required to support remote learning, 
laptops will be loaned from school to enable this. 
 
3.2 Processing Personal Data 
Staff members may need to collect and / or share personal data such as email addresses and phone numbers to 
support remote learning.  As this processing is necessary for school to continue its official functions no further 
permissions from those already held in school are needed. 
 
However, staff remain mindful of the need to collect and share as little personal data as possible. 
 
3.3 Keeping devices secure 
All staff members are required to take appropriate steps to ensure devices remain secure.  These include: 

• Keeping the device password-protected, using a strong password; 

• Making sure the device locks if left inactive for any period of time, and / or ensuring the device is locked when 
left; 

• Ensuring the device is not used by anyone else; 
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• Maintaining current antivirus software as set up by the school IT technician; 

• Keeping Operation Systems up-to-date by always installing updates. 
 

 

 

4. Safeguarding 

During any period of remote learning, safeguarding arrangements remain as outlined in the Safeguarding and Child 
Protection Policy with the additions outlined in section 1.5.  Mr. Paul Shaughnessy will remain as the Designated 
Safeguarding Lead, with Mrs. Caroline Johnston, Miss Lyn Hill, Mrs. Jenny Alleway, Mr. Rob Woods, Miss Charlotte 
Rawcliffe and Mrs. Rachael Stewart as Deputy Designated Safeguarding Leads. 
 
Reporting systems for safeguarding concerns remain as during face-to-face learning.  CPOMs alerts will continue to 
be made to all DSLs, enable these to be addressed swiftly in the case of any staff absence. 
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