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1. Aims 

This 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 

● Provide clear guidelines regarding eSafety and safeguarding considerations for staff and pupils with 
regards to remote learning 

2. Roles and responsibilities 

2.1 Teachers 

When providing remote learning due a national or localised lockdown, teachers must be available between 
9am and 3pm Monday to Friday. 

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. This is informing the Headteacher , 
unless otherwise directed  at the earliest possible opportunity (staff to make sure they have the Headteacher’s 
contact details)  on the first day of  any absence so cover can be arranged. Staff should also contact their year 
group team.  

When providing remote learning, teachers are responsible for: 

● Setting work  

o For their own class and for other classes (usually their Year group but also for absent teachers ) as 
directed by the Headteacher.  

o Daily English and Maths tasks will be set. 

o Staff may use DFE approved resources to support learning including White Rose Maths, BBC 
Bitesize , The Oak Academy, Twinkl and Espresso (which the school subscribes too) 

o There will be topic activities and lessons in a range of  National Curriculum subjects with attached 
weblinks. In the short term, these will be in the form of the topic homework webs.  

o Materials and relevant weblinks will be uploaded to the school website under the  Home Learning 
section  in Year groups and available from Mondays. 

o Printed packs of the weekly  work  tasks  will be available for parents who contact the school office  
and need a printed pack for the child. 

o  Pupils work should be uploaded  to SeeSaw and staff should ensure that all children can access this 
platform at the start of the academic year.  

o Year group staff should work together to provide consistency across a Year group and a sequenced 
learning journey for pupils including clear instructions for children and parents. 

o If members of staff are working in school to cover key worker children then other year group  teacher 
or phase leader will  need to support the remote learning for the year group. 

● Providing feedback on work  

o Pupils work should be uploaded to the class SeeSaw account. 

o  Work posted  will be acknowledged –(approved or deleted) daily using SeeSaw.  

o Teachers will rostered and the teacher who is not is school will respond to  children’s postings. 

o  Comments  in answer to the work submitted will be made once a week. 
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● Keeping in touch with pupils who aren’t in school and their parents : 

o The whole school will be RAG rated by the SLT to provide teachers with a list of children who they 
need to make contact with on a daily or weekly basis.  

o Red children/ parents/carers will have weekly contact from SENCO family support worker/ behaviour 
support worker via  the telephone. Teaching assistants will also call via phone once a week to support with the 
learning. 

o Amber children will be checked in with weekly – via the whole class weekly Zoom session. Teaching 
assistants will call should these children not attend the weekly zoom. Any  individual contact with families 
should be logged via CPOMS under the category of  COVID 19 Contact 

o Green rated children will be checked in with weekly – via a weekly Zoom session. If they do not attend 
the weekly zoom session, they will be prioritised for a phone call by teaching assistants. Any  individual 
contact with families should be logged via CPOMS under the category of  COVID 19 Contact 

o Teaching Assistant orTeachers are expected to make contact with the children  via Seesaw or whole  
group Zoom for the class. 

o Emails will only be responded to during school working hours 9 am- 3pm and will be answered the 
next working day when sent to the schoolteachers@pixmore.hert.sch.uk 

o Any concerns or complaints will be handled by class teachers in the first instance but they should alert 
their phase leader who will respond if the matter is not resolved they will communicate with the SLT.  

o Any safeguarding issues or concerns should be logged on CPOMS and the DSL alerted. The DSL 
and FSW (deputy DSL) have school mobiles. The DSL is ‘on-call’ out of school hours for emergencies under 
the new guidance in KCSIE (2020) regarding OSS (Our-of-school settings – see below). Where a child is 
being home educated bur remains on roll at the school, the DSL must be aware of the arrangements for home 
learning and safeguarding procedures followed.. 

o Definition from KCSIE (2020): OSS are organisations or individuals that provide tuition, training, 
instruction or activities to children (up to the age of 18) in England without their parents’ or carers’ supervision, 
but are not: 

● schools1 
● colleges2 
● 16-19 academies3 
● providers caring for children that are registered with Ofsted or a childminder agency4 

o OSS generally provide tuition, training, instruction or activities outside normal school hours (such as 
evenings, weekends, school holidays), although some OSS are run part-time during school hours to help 
meet the needs of those who are typically educated at home. OSS should not, however, be operating full-time 
(preventing a child attending a lawfully operating school). They may, for example, include tuition or learning 
centres, extracurricular clubs, supplementary schools, uniformed youth organisations, religious settings 
offering instruction in their own faith, and summer clubs. 

o Where a child who is home educated takes part in a group activity at the home of others who have 
chosen to home educate, the host should, as far as possible, follow this guidance for OSS and the guidance 
on working safely during coronavirus in other people’s homes. This applies only to group activities which have 
the principal purpose of education and should not be used to justify purely social activities beyond those 
permitted under the government’s general guidance on social distancing. 

o Staff should use the SeeSaw  record to check which pupils are  completing the  work. Failure  to post 
work should be followed initially an email then a phone call to ascertain the child’s situation / health. If the 
teacher has further concerns this must be logged on CPOMSs and SLT alerted. 

● Attending virtual meetings with staff, parents and pupils: 

https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak#fn:1
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak#fn:2
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak#fn:3
https://www.gov.uk/government/publications/protective-measures-for-holiday-or-after-school-clubs-and-other-out-of-school-settings-for-children-during-the-coronavirus-covid-19-outbreak/protective-measures-for-out-of-school-settings-during-the-coronavirus-covid-19-outbreak#fn:4
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o At Pixmore we will use MS Teams for in school team teaching and lesson recording . 

o We will use Zoom for whole school assemblies, class and staff meet ups 

o Year groups need to meet weekly to decide on learning and feedback from pupils/parents and adjust 
the learning journey or topics accordingly via Zoom. 

o A second zoom session will be offered to all children towards the end of the week. This session is 
designed to be an academic ‘Drop in’ session where children can ask questions or ask for support with the 
home learning. This is not a social session, nor is it an opportunity for parents to discuss their child’s learning. 

o Staff should follow the school Code of Conduct dress code when conducting meetings virtually- also 
refer to the School Social Media Policy for virtual meeting etiquette 

2.2 Teaching assistants 

When assisting with remote learning, teaching assistants must be available between 9am-3pm. 

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 i.e. informing the Headteacher on the first day of 
absence. Contact the Headteacher unless otherwise directed, as soon as possible on the first day of absence, 
at the earliest possible opportunity prior to the time of starting work so that cover can be arranged. 

 

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

● Supporting pupils who are not in school with learning remotely: 

o By photocopying printed packs where needed.  

o Making phone contact with Red rated children weekly as well as any Amber or Green children who do 
not attend the weekly zoom sessions. Teaching Assistants should also be in contact once a week with Year 
group families who have been identified as needing additional support (PPG/SEND/Vulnerable) 

● Preparing resources for year groups for return  and or  key worker classes in school. 

● Teaching assistants can also continue individual programmes with any key worker children in school. 
These targeted interventions will take place via Zoom, which will be set up and supervised by a member of 
SLT. These zoom sessions will need to take place in school so Teaching Assistants will need to be available 
for a short period of time to run these sessions. Parents will be given allotted times and the link to join the 
meeting. These could include daily readers, spelling or phonics support or SPLD sessions. 

 Virtual meetings with staff, parents and pupils: 

o Zoom will be used for Staff and large group meet ups (whole year) class meet up 

o In a professional meeting, staff will follow the dress code applicable to school and follow the school 
social media policy. 

 

 

 

 

2.2 Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

 

● Co-ordinating the remote learning approach across the school –  ensuring the timely posting of work 
on the work and monitor the effectiveness of remote learning reaching out for feedback from parents and 
pupils and making adjustments accordingly. 
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● Communication of information to and contact with parents and carers. 

● Ensuring that parents/carers can access the materials/resources either on line or in printed form. 

● Oversee safeguarding considerations (including e safety) and vulnerable pupil/parent communication. 

● Monitor the security of remote learning systems ensuring staff have adequate security setting in 
accordance with our social media and e safety policy. 

 

2.3  Family Support Worker/Pastoral Lead 

● Continuing to support identified children  and families with specific interventions via email, telephone 
or virtually 

● Supporting additional children  and families as necessary when instructed by SLT team 

2.4 Subject leads 

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

● Working with other subject leads and senior leaders to make sure work set remotely across all 
subjects is appropriate and consistent 

● Monitoring the remote work set by teachers in their subject through regular meetings with teachers 
and by reviewing work set 

● Alerting teachers to resources they can use to teach their subject remotely 

● The SENCO has overall responsibility for co-ordinating remote learning for children with SEND across 
the school and will ensure that work set is appropriate and that best endeavours are made to meet contents of 
any EHCPs 

2.5 Designated safeguarding lead 

The DSL is responsible for: 

● Continuing to monitor the safety and wellbeing of vulnerable children where they are not currently 
attending the setting 

Please refer to appendix 5 of the Child Protection policy 

2.6 IT staff 

IT staff  ( Mr Peddie) are responsible for: 

● Fixing issues with systems used to set and collect work 

● Helping 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 

● Assisting pupils and parents with accessing the internet or devices, where appropriate 

 

2.7 Pupils 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 and responses may come from a year group teacher and not the class teacher ,depending on 
the staff rotas. 
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● Complete work to the deadline set by teachers 

● Seek help if they need it, from teachers or teaching assistants via the schoolteachers email account 
or a  specified Zoom session. For example,  where staff can point parents towards any resources to support 
the learning if they have issues with the work being too hard or easy. 

● Alert teachers if they’re not able to complete work 

● Make the school aware if their child is sick or otherwise can’t complete work 

● Be respectful when making any complaints or concerns known to staff- following the school Social 
Media Policy and school complaints policy. 

2.8 Governing board 

The governing board 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 in setting work – talk to the relevant   year group team  then Phase Leader  or Deputy 
Head(Rachel  Ratibb/ Charlotte Pocock/ Sarah Inman) 

● Issues with behaviour – talk to the  SLT team 

● Issues with IT – talk to the IT staff (Mr Peddie via admin email ) or Charlotte Pocock (Seesaw issues) 

● Issues with their own workload or wellbeing – talk to Phase leader or Deputy Head  

● Concerns about data protection – contact   our DPO – Richard Maskrey via admin email  

● Concerns about safeguarding – talk to the DSL or DDSL (Sue Willans , Alex Evans , Sarah 

Inman or Anne Marie Kennedy)  

Contact details: 

● Alex Evans - Head Teacher and DDSL – head@pixmore.herts.sch.uk, Tel: 01462 620555 
● Sarah Inman -  Deputy Head Teacher and DDSL – sarahinman@pixmore.herts.sch.uk 
● Sue Willans – Assistant Head Teacher/SENCo/DSL – suewillans@pixmore.herts.sch.uk  

Tel: 077529220197/01462 620555 ext. 204 
● Anne Marie Kennedy – Family Support Worker – amkennedy@pixmore.herts.sch.uk 
● Charlotte Pocock – SLT Phase Leader and eSafety Lead – 01462 620555 
● Rachel Ratibb - LKS2 Lead and Maths Leader - 01462 620555 
● Caroline Nicholson – Chair of Governors – 01462 620555 
 

 

 

4. Data protection 

4.1 Accessing personal data 

mailto:head@pixmore.herts.sch.uk
mailto:sarahinman@pixmore.herts.sch.uk
mailto:suewillans@pixmore.herts.sch.uk
mailto:amkennedy@pixmore.herts.sch.uk
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When accessing personal data for remote learning purposes, all staff members will: 

Explain: 

● Access information from the school server and SIMS Cloud system. 

● School staff should only use school  laptops or ipads rather than their own personal devices 

4.2 Processing personal data 

⮚ Staff members may need to collect and/or share personal data such as parents’ email addresses and 
telephone numbers 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 that the work device is kept securely and does have any inappropriate files stored in the 
hard drive. 

● 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 

All staff members must continue to monitor the safeguarding of children in the following ways: 

● Where staff have a concern about a child, they should continue to follow the process outlined in the 
school Safeguarding Policy, this includes making a report via CPOMS, which can be done remotely 

● In the unlikely event that a member of staff cannot access their CPOMS from home, they should 
telephone the Designated Safeguarding Lead/Headteacher. This will ensure that the concern is received 

Please refer to appendix 5 of the Child Protection policy for further detail 

 

6. Monitoring arrangements 

This policy will be reviewed annually by the Head teacher. At every review, it will be approved by Chair of the 
Standards and Outcomes Committee . 

 

7. Links with other policies 

This policy is linked to our: 

● Behaviour for Learningpolicy 

● Child protection policy and coronavirus addendum to our child protection policy 

● Data protection policy and privacy notices 
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● Home-school agreement 

● ICT and internet acceptable use policy 

●  Staff Code of Conduct 

● Social Media Policy 

● SEND Policy  (2020) 

● SEND Infomration Report (2020) 

 


