A place where we aspire to excel in knowledge, faith and love

St James’ Church of England
Junior School
(Voluntary Controlled)

Remote Learning
Policy
Drawn up by

DHT

Date

Autumn 2021

Review date

Autumn 2023

Headteacher : Rose Boland-Bourne
St James’ C of E Junior School
Tower Hamlets Road
Forest Gate
London E7 9DA
020 8534 4030

1

A place where we aspire to excel in knowledge, faith and love

Contents
1. Aims

3

2. Roles and responsibilities

3

3. Who to contact

6

4. Data protection

6

5. Safeguarding

7

6. Monitoring arrangements

7

7. Links with other policies

7

Appendix 1 – Top Tips for Educators
Appendix 2 – Online Learning Agreement and Acceptable Use
Appendix 3 – Top Tips for Parents
Appendix 4 – Top Tips Children

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 between 9am and 4pm.
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:
Whole School Remote Learning
Teachers will:
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-

Carry out live lessons via Google classroom in English, Maths and one foundation lesson each day (Science,
History, Geography, PSHE and RE)
Set learning tasks daily in Maths, English and a foundation subject in Google classroom
Set weekly learning for all other curriculum subjects over the course of a week
Hold weekly virtual PPA time to plan for the following week
Keep an online register and record any pupils not accessing remote learning
Provide for those with no access to a device or internet, paper resource pack to be completed at home and
brought to school at the end of week 1, when they will pick up resource pack 2. Paper/books and writing
equipment will be provided

In addition, all pupils will be provided with CGP workbooks in which to complete pages specified by the class
teacher. These will be brought back to school on return.

Class isolation
Learning will be provided for the pupils as above:
-

Teachers will upload home learning for pupils daily/weekly
Pupils will be expected to login, join live lessons and complete set tasks.

Where a class teacher is unwell, the partner teacher will upload work for that class. In the event that both
teachers are unwell, pupils are expected to follow Oak Academy for English and Maths and to complete Bug
club, Doodle maths and TT Rockstars activities daily. The Phase leader/for that year group or SLT member will
oversee this.

Individual Self-Isolation/Pupil Absence
Teachers will provide daily learning activities for the pupil in all subjects for the isolation period (currently 5
days at the discretion of the family).
-

-

If the child has access to a device, they may be able to join some lessons via Zoom/Google meet. The
teacher will be responsible for communicating the times of these. This is preferable, but is optional
depending on the lesson being delivered
Where this is not possible, a resource pack will be provided covering the same/similar work to that being
covered in class as well as in addition to work set via Google classroom
CGP books may also be used at the direction of the class teacher

All the above procedures have been applicable during the COVID-19 pandemic, but can be applied to other
situations that lead to periods of isolation or absence from school e.g. issues with water and heating.

2.2 Providing Feedback
On work:
● Pupils can send any completed work to teachers via Google Classroom
● Teachers can mark and return work to pupils via the comments feature
● Teachers should mark work daily and return with a comment where appropriate
● Teachers can give merits/Dojo points for good work and effort during lessons or work turned in
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2.3 Keeping in touch with parents
●
●
●
●

Parents to be called if pupils do not attend the daily register or are not engaging in the home learning
Where issues are persistent or there are continuing behavioural concerns, this should be escalated to a
member of SLT
Messages from parents via Google classroom or school email – should be responded to during school
hours (between 9am and 4pm Mon –Fri)
Any issues that are received are to be dealt with professionally by a year group teacher and the
HTs/SLT copied into the communication.

2.4 Attending meetings/Remote teaching from home
● Be aware of your surroundings, remove personal photos
● Be in a place that is quiet where you will not be disturbed by others in your household
● Appropriate clothing should be worn (see Staff Handbook)
● Camera and sound should be on and your resources ready etc.

2.5 Support for pupils with SEND, EAL and other specific learning enhancement needs
Teachers should ensure that work is differentiated as required for all learners when setting online tasks.
Profiles are available for SEND pupils and advice can be sought from the Inclusion Manager. In addition, the
Inclusion Team will maintain contact with pupils on their lists requiring regular support, by email or phone with
parents/learners and feed back to teachers using the appropriate channels if required.

2.6 Designated safeguarding lead
The Designated Safeguarding Lead (DSL) is responsible for all safeguarding and would ensure the following:
All children and families who we consider vulnerable are being encouraged to attend school. Where this is not
happening, and the children have an allocated social worker, we are working closely with the social worker to
ensure regular contact and to continue working to remove barriers so the children can attend. We will make at
least weekly regular contact for children with an allocated social worker and for children who we have
safeguarding concerns about e.g. past social care involvement or those that have not met previous thresholds of
MASH involvement. This contact may be more if the levels of concern are severe, or where we feel there is a
need to.
The DSL or safeguarding Team will make contact (via telephone) with the family where they have not been
attending school. This could be because the parent/carer and social worker have decided that this would not be
in the child’s best interest or they have to self- isolate. If the school is not able to make contact with the
family, we will contact children’s social care or the police. All contact with the families made will be logged and
shared with members of the safeguarding team. Any concerns will be escalated following the processes set out
in the Child Protection Policy. If there are immediate concerns e.g. regarding food, this will be shared with the
Lead adult on site so that arrangements can be made to support the family.

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
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● Assisting pupils and parents with accessing the internet or devices

2.7 Pupils and parents
Parents and pupils
Pupils learning from home should:
●

Be contactable during the school day – although consider they may not always be in front of a device the
entire time

●
●
●

Complete work to the deadline set by teachers
Seek help if they need it, from teachers or teaching assistants
Alert teachers if they’re not able to complete work

Parents with children learning from home should:
●
●
●
●
●
●
●
●

Know the details of acceptable use and online agreement
Collect and hand in work packs (where used)
Make the school aware if their child is sick or otherwise can’t complete work
Seek help from the school if they need it – please see the website
Be respectful when making any complaints or concerns known to staff
Follow the protocol when their child is zooming/ google meeting live
If home learning becomes a challenge, please contact the school for support
Know that school is the best place to learn; parents are the support for home learning

2.8 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 remote learning 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/SENDCo/SLT
Issues with behaviour – talk to the SENDCo/SLT
Issues with IT – talk to Deputy Headteacher F. Hall, who can contact support if needed
Issues with their own workload or wellbeing – talk to SLT
Concerns about data protection – talk to the data protection officer (School Office Manager)
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:
● Ensure that they access the data, if permitted, within the usual channels at school such as on a secure cloud
service or on SIMs.
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● Staff should ensure that they use the devices provided to access the data, such as laptops, rather than
their own personal devices.

4.2 Processing 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 doesn’t 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)
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 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

5. Safeguarding
Staff can find and access our safeguarding policies and procedures both on the school website as well as within
our school Google Drive.

6. Monitoring arrangements
This policy will be reviewed annually by SLT unless government guidelines change. At every review, it will be
approved by Curriculum Committee.

7. Links with other policies
This policy is linked to our:
● Behaviour policy
● Child protection policy and coronavirus addendum to our child protection policy
● Data protection policy and privacy notices
● Home-school agreement
● ICT and internet acceptable use policy
● Online safety policy
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Online learning agreement and acceptable use
All pupils must follow the rules in this policy when using the school computers and devices or when
accessing learning remotely from home.
Pupils who do not follow these rules may find:
-

They are not allowed to use any school device
They can only use school devices if they are closely watched and monitored.

Computer and device rules

●
●
●
●
●
●
●
●
●

I will only use polite language when using the computers
I must not write or send anything that might: upset someone or give the school a bad name
I must not tell anyone my personal information over the internet
I must not tell my username and passwords to anyone else, other than my parents
I must never use other people’s usernames and passwords or computers left logged in by them
If I think someone has learned my password then I will tell my teachers or a member of staff
I must log off after I have finished with my computer or device
I will report any websites that make me feel uncomfortable to my teachers or a member of staff
I will tell a teacher or member of staff immediately, if I am sent any messages that make me feel
uncomfortable

Remote Learning from home
●
●
●
●

When accessing a ‘live’ lesson, I will behave appropriately, put my microphone on mute unless
asking a question, and not speak while the teacher is speaking
I will dress appropriately when accessing ‘live’ lessons
I will interact with my teacher and other pupils respectfully
I will make sure that I am in quiet place to access the lesson

-------------------------------------------------------------------------------------------------------Pupil agreement
I agree to follow the school rules when using the computers and accessing learning from home. I will
use the network in a sensible way and follow all the rules explained by my teachers.
I agree to report anyone not using the computers sensibly to my teachers.
If I do not follow the rules, I understand that this may mean I might not be able to use the
computers or take part in online learning.
Student name: __________________________________________
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Student signature: _______________________________________
Parent agreement
I agree to read and understand the acceptable use policy outlined above.
I agree to ensure that my child is ready for learning every day at 9am.
I agree to make the school aware if my child is sick or otherwise cannot complete the work.
I agree to be respectful when making concerns known to staff.
I agree to follow the protocols when my child is in a ‘Live’ lesson.
I agree to contact the school for support if home learning becomes a challenge.

Parent/Carers Name: _____________________________________________

Parent/Carers Signature: __________________________________________
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