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  Thomas A’ Becket Infant School 

 

 

 

Remote Learning Policy 

 
 

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 

2. Roles and responsibilities 

2.1 Teachers 

When providing remote learning, teachers must be available for contact between 8:40 
– 3:00 during weekdays. Teachers will be available for email until 6:00 p.m. on 

weekdays.   

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 by calling the Head Teacher. 

Thomas A’Becket Infant will adopt a flexible approach to working hours, but staff 

should try to keep to normal working hours as much as possible.  

When providing remote learning, teachers are responsible for: 

 Setting work: 

o Work will be set by the teachers, ensuring that all areas of the curriculum 
are covered and that the remote learning reflects the curriculum coverage 

at school.  

o Work will be uploaded regularly, dependent on the type of lockdown, 

reflecting the timetable that has been agreed by each year group and what 

is being taught in school at that time.  

o The weekly planner will be uploaded on Friday by 3pm for the following 

week, so that children and parents can plan accordingly.  

o You may be required to provide generic activities across year groups 

o The task should reflect school lesson times but bear in mind that working 

at home for children with their parent/carer can be intensive 

o Home learning must have clear instructions so that parents/carers feel 

confident to support their child’s learning 

o The weekly planner will be uploaded onto the website and/or to G-

Suite/Google Classroom  
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o Teachers will liaise weekly to ensure consistency across the timetable and 

curriculum. 

o Parents/carers who experience difficulties accessing online work will have 

access to paper copies of work.  

 Providing feedback on work: 

o Teachers will give clear, constructive feedback to children and 
parents/carers to ensure they know how to continue to be successful and 

are aware of their next steps. Feedback will be given to every child at least 

once a week to ensure communication is regular.  

o Teachers will provide feedback either through Google Classroom or via 

email/telephone. 

o Staff are not expected to communicate with children and their 

parents/carers outside of normal working hours.  

o Any complaints or concerns should be shared with year leaders or a 

member of the LT. Safeguarding concerns should follow our usual 

safeguarding policy and protocols. 

 Attending virtual meetings with staff, parents and pupils: 

o Dress code – appropriate business dress as if at school 

o Locations – be mindful of appropriate background – make sure it is tidy 

with nothing personal on show. 

2.2 Teaching Assistants 

When assisting with remote learning, teaching assistants must be available for their 

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 

by calling the Deputy Head.  

You may be asked to complete a relevant course or prepare learning resources. HLTAs 

may be asked to provide learning activities for certain children/subjects they teach.  

o If you are asked to attend a virtual meeting with teachers, parents and 

pupils you must follow the same dress code and location advice as stated 

above.  

o If you are asked to work in school, you will liaise with the LT leading in 

school. You may be deployed in any year group or asked to support 

individual children.  

2.3 Subject Leads 

Alongside their teaching responsibilities, subject leads are responsible for: 

 Subject leaders will continue to monitor their subject area across the school and 

ensure their colleagues have access to appropriate learning resources e.g. Spelling 

Shed, Purple Mash, Espresso, Bug Club etc. Planned work may need to be adapted 

for remote learning.  

 Attend remote meetings with LT where necessary.  

2.4 Phase Leaders 

Alongside any teaching responsibilities, phase leaders are responsible for: 
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 Co-ordinating the remote learning approach across their assigned year groups, 

including monitoring the effectiveness of remote learning by meeting regularly with 

other members of the LT and subject leaders.  

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

safeguarding considerations and discussing these concerns with the designated 

safeguarding lead or the LT.  

2.5 Designated Safeguarding Lead 

The DSL is responsible for updating and monitoring the policy and procedures. Part of 

this responsibility is conveying and supporting safe working practices, including up to 

date training.  

Any complaints or concerns should be shared with phase leaders or a member of the 

LT. Safeguarding concerns should follow our Safeguarding policy and protocols. 

 

2.6 SENDCo/Inclusion Lead 

The SENDCO will support the learning of all SEND children alongside the SEND 

support team and ensure that learning continues to be adapted/scaffolded 
appropriately and that they can access their learning either remotely or through work 

being delivered/posted.  

The SEND Co/SEND team will stay in regular contact with families to give advice 

where necessary in supporting parents with home learning expectations. 

The SEND Co will risk assess all children on the SEND register and liaise with all 

families and outside agencies as appropriate and necessary. 

Vulnerable children in receipt of Pupil Premium, and those with Early Help or social 
services involvement, will have regular support through phone calls to ensure children 

can access learning.  If their learning cannot be accessed online, then work will be 

delivered/posted.  

Children with EHCPs will have targeted support eg speech and language therapy 

remotely, and Annual Reviews will be offered remotely or postponed until a later date 

(in liaison with the SENAT team). 

2.7 Computing Subject Leaders 

The Computing Subject Leaders are responsible for: 

 Fixing issues with systems used to set and collect work or liaising with JSPC to 

correct any issues 

 Helping staff and parents with any technical issues they’re experiencing where 

possible 

 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 possible 

2.8 Pupils and parents 

Staff can expect pupils learning remotely to: 

 Engage with the learning opportunities offered by their teachers 

 Complete work to the timescale set by teachers 
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 Seek help if they need it, from teachers or school 

 Alert teachers if they’re not able to complete work or need clarification of the work 

set 

 Parents/carers are expected to support their child during their time learning 

remotely at home. We understand this will need to be flexible where necessary and 

children may complete activities outside of normal working hours.  

Staff can expect parents with children learning remotely to: 

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

 Seek help from the school if they need it 

 Be respectful when making any complaints or concerns known to staff 

2.9 Governing Body 

The governing body 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 

 Attend meetings and read all related documentation 

 

3. Who to contact 

If staff have any questions or concerns about remote learning, they should contact 

the following individuals: 

 Year Leader or member of the LT 

 Issues with IT – Matt Cooley or Beth Beatty 

 Issues with their workload or wellbeing – Year Leader 

 Issues with behaviour – Phase Lead, SENDCO or LT 

 Concerns about data protection – data protection officer 

 Concerns about safeguarding – talk to the DSL 

 

4. Data protection 

4.1 Accessing personal data 

When accessing personal data for remote learning purposes, all staff members will: 

 Use the school laptops or iPads at home, never access the school server using their 

own personal equipment.  

 Access secure information through the secure school remote server only. 

4.2 Processing Personal Data 

Staff members may need to collect and/or share personal data such as email 
addresses and phone 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. 
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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 the hard drive is encrypted  

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

 Not sharing the device among family or friends 

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

  

5. Safeguarding 

Please refer to Safeguarding Policy, any addendums or updated information.  

 

6. Monitoring arrangements 

This policy will be reviewed at the end of each term by Matt Cooley and Beth Beatty 

and shared with the LT and staff. At every review, it will be approved by the 

Governing Body. 

 

7. Links with other policies 

This policy is linked to our: 

 Behaviour policy 

 Child protection policy 

 Data protection policy and privacy notices 

 Home-school agreement 

 Computing and internet acceptable use policy 

 Online safety policy 

 Safeguarding in school 
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