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1. Aims 

This is an adaptable remote learning policy for staff which aims to clarify expectations and safeguards for staff 
working remotely currently. DGAT does not expect its staff to be leading new learning at this time via 

online platforms, especially not from their homes. This does not mean online platform cannot be used to 

share work with pupils at home as long as the all schools are following the latest safeguarding guidance.  

In line with advice and guidance from the DFE, a range of work  will be planned that can be completed both 
online and offline and takes into account the class teachers knowledge of the children’s ability as well as 

taking into account our knowledge that not every child will have access to technology at this time.  We also, 
recognise that parents cannot be expected to become teachers, particularly when many have their own 

work to undertake.  

 At St. James’ work for pupils during this exceptional time will be set via the school Book Bag which can be 

found on our school website: http://stjamescofeprimary.co.uk/ or directly: https://stjamesbookbag.home.blog/ 

 

The key aims are : 

 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. Roles and responsibilities 

2.1 Teachers 

Teachers are responsible for: 

 Setting work  

o For their own class and possibly the other class in the year group or phase if needed. 

o Work for pupils to manage for a half term which will then need updating 

o Work to be ready for upload at the start of each new term 

o Work will need to be sent to a staff member that is responsible for adding it to the book bag 

o Staff coordinate with other teachers to ensure consistency across the school and to make 
sure pupils with limited access to devices can still complete the work, teachers are expected 

to set a variety of work including core subjects. 

 Providing feedback on work 

o Teachers will discuss when talking to children and parents how the home learning is going and 

support as needed. 

 Keeping in touch with pupils and parents – This should only be undertaken in school unless the member 
of staff has a school phone. Where possible phone calls etc with parents should be in school with 

another member of staff present (within earshot) to ensure staff are protected from allegations from 

parents and pupils. Any concerns are to be logged on CPOMS. 

o Regular contact by SENCO and Pastoral Team are made on school phones/school SIM cards 
when they are not able to phone at school. This is dependent upon the needs of the 

child/family and outcomes of these calls are recorded on CPOMS 

o Staff are not expected to make daily calls to pupils unless there is an agreement with the 

Headteacher for contacting particular vulnerable pupils and family 

http://stjamescofeprimary.co.uk/
https://stjamesbookbag.home.blog/
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o Staff are expected to answer emails from parents and pupils during working hours if 

appropriate or may direct the email to the Headteacher or Admin for reply 

o Complaints should be handled in the same way and be directed to the HT or DHT to be dealt 

with if necessary 

o Concerns raised by parents regarding refusal of their child to work will be considered on an 

individual basis 

 Attending virtual meetings with staff and external agencies, parents, and pupils 

o Dress code – Staff will dress appropriately for virtual meetings ensuring that they are fully 

dressed, casual dress is permitted 

o Locations – Staff should avoid areas with background noise, inappropriate displays or images 

and ensure confidentiality can be maintained.  

o In the rare occurrence of a virtual meeting with a pupil, staff should ensure that they have 
another adult in the same room to observe the discussion and where possible and with 

consent from the parents, record the meeting (there is a facility to do this in Zoom which can 

be uploaded to CPOMS) 

o Meetings can be attended by an individual when on rota as long as there is sufficient cover for 

the pupils in school at that time. This will need to be assessed by the SLT member on duty. 

2.2 Teaching assistants 

Teaching assistants are responsible for: 

 Supporting pupils with learning remotely  

o Supporting pupils through work preparation from across the school and not just in the year 

group that they work in or the child they support 

o How they should provide support, such as adapting and amending work to enable SEND pupils 

to access learning remotely or preparing and printing work in school for home learning packs 

to be collected.  

 Attending virtual meetings with staff and external agencies, parents, and pupils 

o Dress code – Staff will dress appropriately for virtual meetings ensuring that they are fully 

dressed, casual dress is permitted 

o Locations – Staff should avoid areas with background noise, inappropriate displays or images 

and ensure confidentiality can be maintained.  

o In the rare occurrence of a virtual meeting with a pupil, staff should ensure that they have 
another adult in the same room to observe the discussion and where possible and with 

consent from the parents, record the meeting (there is a facility to do this in Zoom which can 

be uploaded to CPOMS) 

o Meetings can be attended by an individual when on rota as long as there is sufficient cover for 

the pupils in school at that time. This will need to be assessed by the SLT member on duty. 

 

2.3 Subject leaders, including the SENDCO 

Alongside their teaching responsibilities, as outlined above, subject leads are responsible for: 

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

learning 
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 Working with teachers teaching their subject to make sure work set is appropriate and consistent with 

schools plans and expectations. 

 Working with other subject leads and senior leaders to make sure work set across subjects is 

appropriate and consistent, and deadlines are being set an appropriate distance away from each other 

 Monitoring the work set by teachers in their subject – explain how they will 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,  

 Reviewing and amending long term plans.  

2.4 Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

Insert details, such as: 

 Coordinating the remote learning approach across the school – Stuart Bradley in his role as Curriculum 

Lead will ensure this 

 Ensuring that all pupils including PP and SEND pupils can access learning set and that arrangements are in 
place to oversee and monitor equality of opportunity. Managed by Sarah McKenzie, Rachel Dove and 

Kate Wood 

 Monitoring the effectiveness of remote learning – explain how they will do this, such as through 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 

2.5 Designated safeguarding lead 

The DSL is responsible for: 

Ensuring that all withing the school follow the Trust safeguarding policy including the latest amendment’s and 

communicate any changes  to this guidance. Especially if an online presence is delivered. Please see the link 

below for latest guidance and advice. 

https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19 

2.6 Pupils and parents 

Staff can expect pupils to: 

 Seek help if they need it, from teachers or teaching assistants through telephone calls from staff, email or 

Padlet 

 Alert teachers if they are not able to complete work fro support and encouragement 

Staff can expect parents to: 

 Make the school aware if their child is sick or otherwise cannot complete work 

 Seek help from the school if they need it via telephone calls from staff, email or Padlet 

 Be respectful when making any complaints or concerns known to staff 

School will ensure that parents are kept updated with the DFE guidance and advice for supporting pupils at 

home  through https://www.gov.uk/guidance/help-primary-school-children-continue-their-education-during-

coronavirus-covid-19 for Primary pupils,  

https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19
https://www.gov.uk/guidance/help-primary-school-children-continue-their-education-during-coronavirus-covid-19
https://www.gov.uk/guidance/help-primary-school-children-continue-their-education-during-coronavirus-covid-19
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https://www.gov.uk/guidance/help-children-with-send-continue-their-education-during-coronavirus-covid-19 

for SEND pupils and  

https://www.gov.uk/guidance/help-children-aged-2-to-4-to-learn-at-home-during-coronavirus-covid-19 for 

Pre-school pupils.  

2.7 Governing board 

The governing board is responsible for: 

Insert details, such as: 

 Monitoring the school’s approach to providing remote learning to ensure education remains as high 

quality as possible 

 Ensuring that staff are certain that systems are appropriately secure, for both data protection and 

safeguarding reasons 

 

3. Who to contact 

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

 Issues in setting work – talk to the relevant subject lead or SENCO (Rachel Dove) 

 Issues with behaviour – talk to the relevant member of SLT 

 Issues with their own workload or wellbeing – talk to SLT  

 Concerns about data protection – talk to the HT (Lisa Harford) or Caryn Smith in her absence 

 Concerns about safeguarding – talk to the DSL (Lisa Harford) or DDSL (Caryn Smith, Stuart Bradley, 

Sarah McKenzie, Charlotte Price, Kate Wood) 

 

4. Data protection 

4.1 Accessing personal data 

When accessing personal data, all staff members will: 

 Access the data through the school remote server on our IT network 

 Use school devices, laptops and IPads (see Hazel if you need a loan of equipment from school) 

4.2 Sharing personal data 

Staff members may need to collect and/or share personal data such as [email addresses] as part of the 

remote learning system. Such collection of personal data applies to our functions as a school and does not 

require explicit permissions.  

While this may be necessary, 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) 

https://www.gov.uk/guidance/help-children-with-send-continue-their-education-during-coronavirus-covid-19
https://www.gov.uk/guidance/help-children-aged-2-to-4-to-learn-at-home-during-coronavirus-covid-19
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 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  

 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 should be following the current Trust safeguarding policy and amendments. DSL’s will communicate 

all updates to the school community. It remains the responsibility of every staff member during this time to 
take responsibility to stay updated with the latest advice and guidance for safeguarding. Safeguarding policy 

and the COVID 19 appendix are to be found on the school website under Policies. It has also been emailed 

to every staff member and there is a copy in the staffroom 

 

6. Monitoring arrangements 

This policy will be reviewed  regularly throughout this period. At every review, it will be approved by [the 

full governing board]. 

 

7. Links with other policies 

This policy is linked to our: 

 Safeguarding Policy and coronavirus addendum to this policy 

 Behaviour Policy 

 Data protection policy and privacy notices 

 ICT and internet acceptable use policy 

 Online safety policy 

 DGAT code of conduct 

 DGAT working at home guidance 

 


