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1. Aims 
At Hillside Primary, we recognise the importance of maintaining high expectations in all areas of 
school life and ensuring that all pupils have access to the learning resources and support they 
need to succeed. 
Through the implementation of this policy, we aim to address the key concerns associated with 
remote working, such as online safety, access to educational resources, data protection, and 
safeguarding. 
 
This policy aims to: 
• Minimise the disruption to pupils’ education and the delivery of the curriculum. 
• Ensure provision is in place so that all pupils have access to high-quality learning resources. 
• Protect pupils from the risks associated with using devices connected to the internet. 
• Set out expectations for all members of the school community with regards to remote learning 
• Ensure staff, parent, and pupil data remains secure and is not lost or misused. 
• Ensure robust safeguarding measures continue to be in effect during the period of remote 
learning. 
• Ensure consistency in approach for staff who are able to teach from home.  
• Ensure all pupils have the provision they need to complete their work to the best of their ability, 
and to remain happy, healthy, and supported during periods of remote learning. 
 

2. Roles and responsibilities 
School staff will:  

• Adhere to this policy at all times during periods of remote learning; 

• Report any safeguarding incidents to a DSL and ask for guidance as appropriate; 

• Take part in any training conducted to meet the requirements of this policy, including training 
on how to use the necessary electronic equipment and software; 

• Report any dangers or potential dangers they identify, as well as any concerns they may 
have about remote learning, to the Head Teacher or SLT 

• Report any defects on school-owned equipment used for remote learning to the ICT 
technician. 

 

2.1 Teachers 
When providing remote learning, teachers must be available in normal working hours.    
If they’re 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 providing remote learning, teachers are responsible for: 
Setting work  

• Teachers will provide input and work for the pupils that is in line with the work set in class. 
This will be linked with a live input/ streamed input from school or home. There may be 
circumstances where year groups share the tasks in order to reduce workload.  

• If children are self-isolating, then teaching staff will be responsible for providing an input for 
the children, this may be a streaming of a live lesson or pre-recorded. If all of the class are 
self-isolating, staff will teach/record lessons from home.  

• The work provided at home will match the work set in class as much as possible.  

• The work needs to be set by 9pm the day before.  
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• Microsoft Teams will be the platform used to upload work and stream lessons.  

• Planning should still be completed as a year group to ensure consistency across the year 
group.  

• Children with EHCPs or High-Level SEND will most likely be set work separately to that of 
the rest of the class.  

• Any children who do not have access to online learning must have paper copies that can be 
emailed or printed for collection from the school office. CGP book pages can also be used. 
Page number can be emailed to the parent via the school office. 

 
Providing feedback on work  

• Teachers will give feedback in different ways to pupils: depending on the subject and age 
and development of the children.  

• Children may upload their work or take photos of their work depending on the task set. There 
will be folders set up on TEAMs for the children to upload their work if needed.  

• Feedback may be given in the form of whole class feedback, this will form part of the next 
lesson. Feedback may be comments written by the teacher on the work uploaded by the 
children. It may also be marked together by the teacher in a live lesson. 

• If possible, feedback will be given before the next lesson of the same subject, this could be 
in different forms.  

• Teachers are expected to give feedback to children at least once a week.  

• Feedback may also be from children completing a poll or form for instant feedback to the 
teacher. 

   
Keeping in touch with pupils who aren’t in school and their parents: 

• If children are self-isolating, the school will provide daily inputs of lessons so that regular 
contact is made with the teacher and class.  

• Teachers will still communicate with parents via email or phone/teams call (if in school). They 
will not be available for answering parent queries in a live lesson.  

• In the instance of a complaint or concern shared by parents or pupils accessing remote 
learning, the same procedure as if the school were open will apply. Please see below for any 
safeguarding concerns.  

• If a child is having to self-isolate, a letter explaining how to access the work will be sent to 
parents, at this point if they are unable to access TEAMs they will contact the school. If a 
child is known to have access to TEAMs and consistently does not join the live lessons or 
submit any work then they will be contacted by a member of the office, SLT or class teacher.  

• Children must be supervised in their live lessons by having a parent or adult in the room. 

• If the bubble is closed, live morning and afternoon registers will take place to see the children, 
have a brief check-in and explain the day’s work. 

• In the event of a national lockdown, regular individual check-ins will take place over the phone 
or videocall by the office or class teacher every 2 or 3 weeks.  

• Teachers will be available to comment to children/parents from 8:30am – 4pm week days. 
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Attending virtual meetings with staff, parents and pupils: 

• Professional dress must still be worn when teaching from home.  

• Teachers should have a neutral background when teaching from home and ensure that 
background noise and view from camera avoid anything inappropriate in the background is 
avoided.   

• Teachers streaming lessons from school will ensure that there are no children that aren’t 
allowed to be photographed are seen in any parts of the lesson and that GDPR guidance is 
followed.  

• Live lessons will be recorded. These will automatically be uploaded to the Team Files section 
under ‘Recordings’. 

 

2.2 Learning Mentors 
When assisting with remote learning, Learning Mentors must be available in their working hours.  
If they’re 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, Learning Mentors are responsible for: 
 
Supporting pupils who aren’t in school with learning remotely by: 

• Attend live lessons to support the teacher and answer questions of children if necessary via 
the chat.  

• Give feedback to some pupils if appropriate – this will be directed by the teachers.  

• Having drop-in meetings with children with an EHCP, also attended by class teacher. 
   
Attending virtual meetings with teachers, parents and pupils – cover details like: 

• Professional dress must still be worn when working from home.  

• LMs to think about the background to their teaching from home and consider things like 
background noise and view from camera avoiding anything inappropriate in the background.   

 

2.3 Subject leads 
Alongside their teaching responsibilities, subject leads are responsible for: 

• Considering 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 

• Alerting teachers to resources they can use to teach their subject remotely 
 
Alongside their other responsibilities, the Inclusion Manager is responsible for: 

• Supporting teachers and 1:1 LMs in providing appropriate work for children with an EHCP or 
high needs.  

• Monitoring the remote work set by teachers for children with an EHCP or high needs. 
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2.4 Senior leaders 
Alongside any teaching responsibilities, senior leaders are responsible for: 

• Co-ordinating the remote learning approach across the school – Mr Pearman will lead on 
this.  

• Monitoring the effectiveness of remote learning – by reviewing work set, live lessons and 
outcomes of pupils. 

• Monitoring the security of remote learning systems, including data protection and 
safeguarding considerations 

 

2.5 Designated safeguarding leads 
The DSL is responsible for: 

• Attending and arranging, where necessary, any safeguarding meetings that occur during the 
remote learning period. 

• Liaising with the ICT Technician to ensure that all technology used for remote learning is 
suitable for its purpose and will protect pupils online. 

• Identifying vulnerable pupils who may be at risk if they are learning remotely. 

• Ensuring that child protection plans are enforced while the pupil is learning remotely, and 
liaising with the Headteacher and other organisations to make alternate arrangements for 
pupils who are at a high risk, where required. 

• Identifying the level of support or intervention required while pupils learn remotely and 
ensuring appropriate measures are in place. 

• Liaising with relevant individuals to ensure vulnerable pupils receive the support required 
during the period of remote working ensuring all safeguarding incidents are adequately 
recorded and reported. 

• Attend regular Safeguarding PANEL meetings to discuss any vulnerable children. 
 

2.6 IT staff 
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 

• 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 

• Set up devices ready for loaning to families. 

• Supporting with allocation of any devices on loan and the subsequent quarantining 
procedures. 

 

2.7 Pupils and parents 
Children will be asked to sign/digitally agree to the following Remote Learning Expectations. 
 
Remote Learning Expectations: 
While working remotely: 

• I will check the activities on Teams, every morning before registration. 

• I will follow instructions carefully, ensuring I understand the expected learning before 
completing the activities. 
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• I will use Teams as a learning platform and therefore, all communications on this will focus 
on learning. 

• I will complete the assigned work to the best of my ability. 

• I will try to complete all work assigned to me each day. 

• I will manage my time effectively to ensure work is completed. 

• I will reflect on feedback given by my teacher. 

• I understand that it is my responsibility to communicate with my teacher if I do not understand 
the learning. 

• I will contact my teacher directly through Teams if I am unsure of my learning. 

• I understand that my teacher is available on Teams to support with my learning. 

• I will follow our school values while working remotely. 

• I will ensure I communicate in a sensible and respectful manner. 

• I understand that if I behave inappropriately online, my parents will be contacted. 

• I understand that if I do not complete work to the best of my ability, my parents will be 
contacted. 

• I will dress appropriately. 

• I will not record or take photos of my peers or teachers without permission. 

• I am aware of how to stay safe on the internet. 

• I will report any inappropriate behaviour to my teacher, 

• I will aim to keep contact with my teachers between the hours of 8am and 4pm. 

• I know I can contact my teacher through Teams if I am worried about anything. 
 

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. 

• Russell Woodman is the Remote Learning Governor. 
 

3. Who to contact 
If staff have any questions or concerns about remote learning, they should contact the following 
individuals: 
Here are some suggested issues and the most likely points of contact, but adapt and add to this 
as needed: 

• Issues in setting work – talk to the relevant Phase Manager or Inclusion Manager  

• Issues with behaviour – talk to the relevant Phase Manager or member of SLT 

• Issues with IT – talk to the IT technician.  

• Issues with their own workload or wellbeing – talk to the relevant Phase Manager or member 
of SLT 

• Concerns about data protection – talk to the DPO (JM) 

• Concerns about safeguarding – talk to a DSL (NM, DP, DS, MA, KC) 
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4. Data protection 
Accessing personal data 
When accessing personal data for remote learning purposes, all staff members will: 

• Only use their school email account and never use personal messaging systems;  

• Connect to the school network system using the school’s remote desktop connection to work 
with any personal data to ensure that no data actually leaves the school premises  

• Have access to CPOMS to record any parent contact or concerns about children, this is 
accessed via a secure password. Ensure you log out after use. Do not allow access to the 
site to any third party.  All staff to ensure that they do not save their password on their 
computer. 

 
The Data Protection Officer is responsible for: 

• Overseeing that all school-owned electronic devices used for remote learning have adequate 
anti-virus software and malware protection; 

• Ensuring all staff, parents, and pupils are aware of the data protection principles outlined in 
the GDPR; 

• Ensuring that all computer programs used by the school for remote learning are compliant 
with the GDPR and the Data Protection Act 2018. 

 
Processing personal data 

• Staff members may need to collect and/or share parent’s personal data such email addresses 
as part of the remote learning system (eg year group email accounts).  

• Staff are reminded they must collect and/or share as little personal data as possible online. 
 
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 and do not share password with anyone  

• Making sure the device is locked if left unattended  

• Not sharing the device among family or friends 

• All staff to access emails and servers via the remote system.  Staff who access emails via 
smart phone need to ensure two levels of security (ie phone password and app password). 

 

5. Safeguarding 
This section of the policy will be enacted in conjunction with the school’s   Safeguarding Policy 
& Child Protection Policy, which has been updated to include safeguarding procedures in relation 
to remote working. 
 

5.1 Online Safety – Video and Audio Communication  
All staff and pupils using video or audio communication i.e. Microsoft TEAMs meetings must: 

• be taught how to log onto their Teams account; 

• Teachers will be able to share their screens in order to provide frequent, clear explanations 
of new content; 

• Whilst on calls, children must mute their microphones;  

• Children will use the ‘raise hand’ feature during a meeting when they want to speak 

• Wear suitable clothing – this includes others in their household; 
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• Be situated in a suitable ‘public’ living area within the home with an appropriate background 
- ‘private’ living areas within the home, such as bedrooms, are not permitted during video 
communication; 

• Maintain the standard of behaviour expected in school; 

• Use appropriate language – this includes others in their household; 

• Use the necessary equipment and computer programs as intended; 

• Not record, store, or distribute video material without permission; 

• Children will not set up their own personal Teams; 

• Children will not share details of any other children’s names that they see on Teams. 

• Teachers will record live inputs. These recordings will be automatically added to the class 
Teams page for viewing. 

• Children are asked to have their cameras on during live lessons/sessions to enable staff to 
monitor activities and to ensure the safeguarding of the children. If a device does not have a 
camera, teachers must ensure that every lesson they have heard the child share a response 
and call the child more regularly than other children for check-ins. 

 
Pupils not using devices or software as intended will be disciplined in line with the Behaviour 
Policy. 
Staff not using devices or software appropriately may face disciplinary action (please refer to 
Code of Conduct) – do we need this? 
 

5.2 Parental Engagement 
During the period of remote learning, the school and parents will work in partnership to: 

• Be aware and reinforce the importance of children staying safe online – Parents should 
monitor children’s use of social media, You-Tube and gaming to ensure online safety for 
children whilst they are working from home. 

• Encourage parents to set age-appropriate parental controls on devices and internet filters to 
block malicious websites. 

• Ensure parents are aware of the expectation of remote learning for their child(ren) 

• The school will direct parents to useful resources to help them keep their children safe online. 

• The school will not be responsible for providing access to the internet off the school premises 
and will not be responsible for providing online safety software, e.g. anti-virus software, on 
devices not owned by the school. 

 

6. Monitoring arrangements 
This policy will be reviewed as and when updates to home learning are provided by the school 
or government.  At every review it will be approved by SLT and reviewed annually by the 
Governing Body.  
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7. Wellbeing 
Everyone’s wellbeing is important to Hillside and our community. We will endeavour to look after 
and monitor everyone’s mental health and wellbeing. 
 
Support for children/families: 

• Initial phone calls from the Office staff to check the child and family are ok, can access the 
learning and offer any support. 

• Teachers to carry out regular check-ins each day in the form of registers and fortnightly 
individual check-ins. 

• Wi-Fi-less Wednesday afternoons to lessen children’s screen time. 

• Themed days/sessions to motivate and engage the children i.e. scavenger hunts, pirate day, 
etc. 

• Postcard sent home to let children know we are still thinking about them. 

• Live lessons to be recorded and available for children to watch later in the day if Wi-Fi issues. 

• Ask the Teacher section on Teams for children to communicate with teachers between 
8:30am-4pm with any worries. 

• SEND/Vulnerable child check-ins carried out by the Inclusion Manager and Senior Family 
Liaison. 

 
Support for staff: 

• Teachers to use government recommended sites for teaching lessons/videos for the 
afternoon sessions. Oak Academy, Bitesize, etc. This will lessen planning time. 

• Teachers to use White Rose Maths to aid planning and preparation in Maths. 

• Share workload/videos/lessons across the year group. 

• Teachers to have the opportunity of two afternoons to work from home. Learning Mentors to 
have to opportunity of one afternoon to work from home. These afternoons are to be arranged 
within the year group bubble. At least one member of staff should be in class with critical and 
vulnerable children. 

• Staff meetings/INSETs will be put-on-hold and only used if needed be. 

• Staff supported through tea trolley and snacks. 

• Staff are encouraged to leave the school site as early as possible, once all the children in 
their bubble have been collected. 

• Signpost staff to mental health charities and counselling if needed. 
 

 

8. Links with other policies 
This policy is linked to our: 
  Behaviour policy 
  Child protection and safeguarding policy 
  GDPR policy and privacy notices 
  ICT and internet acceptable use policy 
  Online safety policy 


