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Aims 

This remote learning policy for staff aims to: 

• Ensure consistency in the approach to remote learning for students who are not accessing 
the school environment 

• Set out expectations for all members of the school community with regards to remote 
learning 

• Provide appropriate guidelines for data protection 

 

Roles and Responsibilities 

Microsoft Teams is the platform used for remote learning. Every member of staff and student has a 
Microsoft Office 365 account, which includes an email account and access to Teams.  Staff must 
invite Stuart Edwards into all Teams communication to meet safeguarding requirements.  

There will be periods of the week when staff are in school and the students are working remotely or 
when the students are in school and staff are working remotely.  

If a member of staff is unable to work for any reason during their usual working hours, for example 
due to sickness or caring for a dependent, they should report this using the normal absence 
procedure along with informing SLT. 

All staff must consider their surroundings when using the video call function and ensure any visible 
background is appropriate, professional and discrete. There are functions within Teams to modify 
or blur the background, which is strongly advised if making a video call from outside of the school 
environment. 

Academic Team 

When providing remote learning, teachers are to follow the standard school timetable and the 
timings within the school day. 

When providing remote learning, teachers are responsible for: 

• Planning and delivering lessons in line with the National Curriculum and following schemes 
of work that are being delivered and would be delivered within the school environment. 

• Planning and delivering lessons towards the achievement of formal qualifications, such as 
GCSEs, A Levels, BTEC and ASDAN. 

• Providing timely and focused feedback on the work completed by students. 

• Recording lesson-by-lesson attendance and engagement. 

• Recording progress and attainment using the regular tracking systems. 

• Providing cover work in the event of an absence 

• Home contact and pastoral support in the role of a mentor. 

Subject Coordinators 



 

 

 

 

Alongside their teaching responsibilities, subject coordinators 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. 

• Working with other Subject Coordinators 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 and what is being returned (or 
completed) by students. 

• Alerting teachers to resources they can use to teach their subject remotely. 

SEN Team 

When assisting with remote learning, Learning Support Assistants must follow their standard 
working hours and support the delivery of the school timetable. 

When assisting with remote learning, Learning Support Assistants are responsible for: 

• Supporting students who aren’t in school with learning remotely. 

• Supporting students within the school environment, which may take the form of supervising 
a specific classroom and thus have an impact on their availability to follow their usual 
timetable. 

• Home contact and pastoral support in the role of a mentor. 

• Supporting the academic team in preparing resources for both onsite and remote learning in 
line with normal practice in school. 

• Delivering interventions both onsite and remotely wherever possible, including 
psychological support, occupational therapy and speech and language therapy. 

Soc. Ed Team 

Whenever required, the Soc.Ed team will follow their standard working hours onsite with the 
understanding that some students will continue to access residential provision in school. The Soc.Ed 
team are responsible for: 

• Delivering the 24-hour curriculum for students who are onsite in line with current national 
guidance. 

• Home contact and pastoral support in the role of a Keyworker using Teams at all times and 
including Stuart Edwards in all conversations for safeguarding requirements. 

• Completion of the TSP and other tracking documents under the guidance of TSP 
Coordinators. 

• Supporting the delivery of any ILS tasks that can be completed remotely. 

• Management of the administration of any medication to students who are onsite. 



 

 

 

 

Support Staff 

Support staff are responsible for: 

• The monitoring, completion and submission of daily student and staff attendance records 
on behalf of the DfE. 

• Completion of Local Authority Commissioning requests on daily, weekly or monthly basis. 

• Supporting with any issues with systems used to set and collect work. 

• Supporting 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 students and parents with accessing the internet and/or devices. 

 

Associate and Senior Leadership Team 

Alongside any of their standard responsibilities, Senior Leaders are responsible for: 

• Co-ordinating the remote learning approach across the school.  

• Monitoring the effectiveness of remote learning and pastoral support via regular liaison and 
communication with all teams within the school. 

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

Designated Safeguarding Lead  

The DSL is responsible for supporting the staff team in ensuring the Safeguarding policy, Child 
Protection policy and KCSIE are followed both onsite and when working remotely. 

CEOP Ambassador 

The CEOP Ambassador is responsible for supporting staff, students and parents with online safety 
when working remotely. The CEOP Ambassador will share regular information and updates on safe 
working practice, whilst also delivering any specific training for staff, students and parents. 

Students and Parents 

Our expectations of student’s who are working remotely remain the same as the expectations we 
have for all our students. Staff can expect students learning remotely to: 

• Attend lessons in line with their standard school timetable. 

• Be contactable during the school day and willing to work with and accept help from the staff 
team.  

• Complete work to the deadline set by teachers and to the best of their ability. 

• Alert staff or their parents on their behalf if they’re not able to complete work. 



 

 

 

 

Staff can expect parents with children learning remotely to: 

• Make the school aware if their child is sick or unable to attend lessons. 

• Seek help from the school if they need it and know we are here to help. 

• Understand that school contact should be the first port of call with any issues or complaints 
relating to remotely learning. 

 

Governing Body 

The governing body is responsible for: 

• Monitoring the school’s approach to providing remote learning and pastoral support to 
ensure holistic education and student welfare remains as high quality as possible. 

• Monitoring that designated staff are ensuring remote learning systems are appropriately 
secure, for both data protection and safeguarding reasons. 

• Ensure all aspects of the school provision are adequately risk assessed. 

 

Data protection 

Accessing personal data 

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

• Only use the school domain (i.e. within Microsoft Office 365, Schoolpod, One Drive). 

• Only use school devices to work with students and contact them remotely (i.e. telephones. 
Mobile phones and computers/laptops). 

Processing personal data 

Staff members may need to collect and/or share personal data 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. 

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) 

• 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. 

• Report the loss of any device immediately to SLT and Vital 

 

Safeguarding 

All staff are to continue to follow all the standard procedures within the Safeguarding policy, the 
Child Protection policy and KCSIE. 

Monitoring Arrangements 

This policy will be reviewed annually by Simon Bannister (Headteacher) and be approved by the 
Board of Governors. 

Links with other Policies 

This policy is linked to our: 

• Safeguarding Policy 

• Child Protection policy 

• Data protection policy and privacy notices 

• Assessment and Marking policy 

• Behaviour Management Policy 

• IT Acceptable use policy 

 


