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1. Aims 
 

This remote learning policy has been written as guidance for staff and parents during 

the COVID-19 pandemic.  

Remote learning is governed by current regulations issued by the Ministry of 

Education. 

It sets out the systems and technology that staff will use to keep the learning experience 

going for children and details how they can be used effectively and safely while 

allowing for the differing needs of families.  

 

The staff remote learning leadership is the Head of the school, and any concerns, 

questions or feedback can be communicated with her through MS Teams meetings or 

email. If you are unable to access the Internet or do not have enough devices, please 

get in touch, and we may be able to help.  

 

Keeping regular learning going during the period that schools are closed is of great 

importance to reduce the impact on children's education. However, we understand 

that everyone's circumstances at home will be different. Some families have one child 

to support, while others have several. Some families have one device to share while 

others may have more – and some things may work differently on different devices. 

Some parents will have plenty of time to help their children learn, while others will be 

working from home and may have much less time, and some children will be able to 

work more independently than others or need a more significant challenge.  

Due to this, we will offer a variety of daily remote-learning activities as per 

government guidelines but be understanding that pupils may not always be able to 

complete them all. Please support your child as best you are able.  

 

Remote Educational Provision for Whole Classes  

If a whole class, Key Stage or whole school have to self-isolate, Class Teachers will post 

weekly timetables on MS Teams for their class. This will outline a range of daily 

learning activities which will, as much as possible, link to our long-term curriculum 

plans and the learning children would normally be doing in school while being 

adapted to suit remote learning and make use of ready-prepared high-quality online 

materials.  
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The government expectation for remote learning is for schools to provide  

Key stage 1 children: 3 lessons a day 

Key stage 2 children: 4 lessons a day  

 

Our remote learning curriculum will be delivered through a mix of live sessions and 

offline tasks, including, e.g., worksheets. There will also be used links to another 

website (in any order and at a time that suits across the day).   

Online sessions are mandatory and missing the online class must be appropriately 

excused by parents or legal representatives.  

 

Staff will approve portfolio posts as soon as possible and give regular feedback, 

comments, and encouragement on a student's portfolio and through whole-class 

feedback opportunities. Further posts on MS Teams will add extra detail or examples 

as necessary throughout the day, and assignments will be set to 'collect in' a piece of 

work.  

 

Extra challenges will also be provided across the week: Mathletics, Khan Academy, 

Raz-Kids, etc.  

 

Throughout the day, further posts on MS Teams will add extra detail or examples as 

necessary, and assignments will be set to 'collect in' a piece of work.  

 

Other optional events and enrichment activity ideas will be posted in the MS Teams 

calendar to help keep the children engaged and enthusiastic, as well as supporting 

their social interaction and physical and emotional well-being at this time.  

 

Staff will monitor children's engagement with activities, and the Head of school will 

contact parents of those children not engaging to discuss how we can help.  

 

Remote Educational Provision for Individuals Who Are Self-Isolating 

If individual pupils are confirmed to be self-isolating due to COVID, Class Teachers 

will provide access to a weekly timetable of remote learning activities shared through 

MS Teams.  

This timetable will, as much as possible, link to our long-term curriculum plans and 

the learning those in school will be doing while remaining manageable for staff to 

prepare on top of their usual weekly workload. To do this, we will make use of several 

ready-prepared high-quality online materials and supplement these with our existing 

subscription packages, which children are familiar with.  
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Staff will endeavour to view and feedback on as much of student's work as they are 

able while balancing their workload inside of school. Pupils at home should receive 

feedback at least twice a week. 

 

 

 

2. Roles and Responsibilities 
 

2.1 Teachers 

 

Teachers must be available between 8.30 am and 4 pm. 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 standard procedures between 7 am and 4 pm on the 

designated absence number. If it affects the completion of any work required, ensure 

that arrangements have been made with year group partners or SLT to ensure work is 

completed.  

 

Teachers run their class in MS Teams - setting work for home learning when a year 

group bubble closes:  

• Create a timetable for the week - similar to that taught in school. This must 

include subjects from across the curriculum.  

• Hold live sessions via MS Teams between 8:40 am and 1:00 pm, ensuring 

children have access to lessons at this time. 

• Ensure children have continued interaction with the teacher and other pupils  

• Upload the weekly timetable to MS Teams calendar 

• Create online resources to support lessons throughout the week on MS Teams. 

These will range from live lessons, offline lessons, independent tasks, external 

educational links, reading challenges, etc.  

• Ensure children know how to complete assigned work, turn it in, use templates, 

take photos of written work and upload.  

• Mark and comment on children's work  

• Deliver online safety lessons to children - how to interact on the live stream, 

cyberbullying, appropriate language, safe searching. 

 

Providing feedback on work:  

• Pupils must send any completed work to teachers via MS Teams. 

• Teachers should mark work daily and return with a comment to the pupil 

within 24 hours. 

• Teachers can give pupils verbal feedback during the online session. 
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Keeping in touch with pupils and parents:  

• Via the private message using MS Teams Chat 

• Via emails using students school email account or parent’s email address from 

the system Skola Online 

• Emails received from parents and pupils are to be checked between 8:30 am and 

4 pm, Mon - Fri. Emails must be replied to within 48 hrs. Only send replies 

between these times. Anyone can respond to year group enquiries. It does not 

have to be the actual class teacher.  

• Parents are to be called if pupils do not attend the daily register via MS Teams 

or are not engaging in the home learning.  

• Any issues that are received are to be dealt with professionally by the class 

teacher should be BCC’d in the communication. 

• If necessary, teachers are to contact the head of the school. 

• Teachers are to make contact with all pupils in their class every day via 

MS Teams. In case of non-attendance, the parent will receive a call. 

• Withheld numbers may be used as teachers can use their mobile phones from 

home. Contact details can be accessed from Skola Online. Please ensure you log 

off and do not share information with a third party.  

• Contact should be polite and encouraging. Teachers must adhere to the email 

policy and not give out any personal details. Any concerns should be forwarded 

to a member of SLT who may choose to contact the parents directly.  

• Staff will monitor appropriate use and users will be removed from the lesson if 

rules are not being followed. Staff will feedback to Senior Leaders and parents 

if there are any concerns. 

 

2.2 Senior leaders  

 

Alongside any teaching responsibilities, senior leaders are responsible for:  

• Co-ordinating the remote learning approach across the school – SLT  

• Monitoring the effectiveness of remote learning – reviewing work set by 

teachers weekly, monitoring email correspondence between parents and 

teachers  

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

and safeguarding considerations  

 

 

2.3 IT staff 
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IT staff are responsible for:  

• creating emails 

• operation and administration of the school network and functionality 

of MS Teams   

• fixing issues with systems used to set and collect work  

• helping staff and parents with any technical issues they are experiencing  

• reviewing the security of systems and flagging any data protection breaches to 

the data protection officer  

 

 

2.4 Pupils and Parents 

 

All members of the household must be aware that the meeting is taking place and 

make sure they are also suitably dressed and use appropriate language and behaviour 

when nearby or in the background. MS Teams has a built-in option to use a virtual 

background - you may feel this is an appropriate feature to turn on.  

• The pupil should participate in the meeting in a suitable communal 

environment and be appropriately dressed (full uniform isn't necessary, but 

they should be fully dressed in clothing that covers the top and bottom half of 

the body, polo T-shirt with school logo is needed). 

• The pupil must make sure they have "logged off" the meeting correctly once it 

is finished - before turning off any devices.  

• The pupil will not try to contact any staff using online tools outside of the MS 

Teams. If you need to contact staff for any reason, you will do so through MS 

Teams as normal.  

• Pupils must be ready 2 mins before the session starts. 

• Pupils must not start the arranged meetings. Teachers will call students and 

invite them to join the session. 

• Pupils must be ready for the online session – based on the teacher's requests 

(usually student's book, workbook, notebook, pencil case, ruler, whiteboard, 

and whiteboard marker). 

• Screenshots, photos, or recordings of MS Teams meetings must not be made, 

and meeting links must not be shared with others. 

• Parents can contact the teacher by prior arrangement via the school email or by 

phone. 

• Parents continuously monitor evaluation and information at Skola Online. 
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2.5 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. Additional support for pupils with particular needs 
 

We recognise that some pupils, for example, some pupils 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 with 

differentiated tasks, lessons from other year-group materials, alternative methods, 

additional resources and advice and support. Online intervention resources and small 

group MS Teams sessions will also be used where appropriate. We encourage parents 

to get in touch if their children are finding things too difficult or easy and we will do 

what we can to make personalised adaptations. 

 

4. Safeguarding & Remote Learning 
 

With the increased use of digital technologies that comes with remote learning, 

safeguarding implications need careful consideration.  

Parents are advised to spend time speaking with their child(ren) about online safety 

and reminding them of the importance of reporting to an adult anything that makes 

them feel uncomfortable online. While we will be doing our best to ensure links shared 

are appropriate, there may be tailored advertising which displays differently in your 

household or other changes beyond our control.  

Online safety concerns should still be reported to the school’s Online Safety Lead 

(Mr Jaroslav Filip filip@porg.cz).  

 

The following websites offer useful support: 

 

• Internet matters - for support for parents and carers to keep their children safe 

online  

mailto:filip@porg.cz
https://www.internetmatters.org/?gclid=EAIaIQobChMIktuA5LWK2wIVRYXVCh2afg2aEAAYASAAEgIJ5vD_BwE
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• Parent info - for support for parents and carers to keep their children safe online  

• Thinkuknow - for advice from the National Crime Agency to stay safe online  

• UK Safer Internet Centre - advice for parents and carers  

 

 

 

 

5. Data protection 

 

5.1 Accessing personal data 

 

When accessing personal data, all staff members will:  

• All staff have access to Skola Online 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.  

• Do not share any details with third parties and ensure Skola Online is logged 

off.  

• SLT have the ability to locate personal details of families when required through 

securely accessing Skola Online. SLT are not to share their access permissions 

with other members of staff.  

 

 

5.2 Sharing personal data 

 

Staff members may need to collect and/or share personal data such as emails or phone 

numbers 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. 

 

 

5.3 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://parentinfo.org/
https://www.thinkuknow.co.uk/
https://www.saferinternet.org.uk/advice-centre/parents-and-carers
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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 them to a new 

device.  

• Making sure the device locks if left inactive for a period of time.  

• Do not share the device with family or friends.  

• Installing antivirus and anti-spyware software  

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

 

 

Appendix  
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National Online Safety Agency Top Tips for Parents 
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