
As a hub we are incredibly proud of how our school community has 
adapted to the changing circumstances which we find ourselves in. We 

recognise that each individual will face their own challenges and will have 
their own needs - these needs may change daily. This policy aims to 
provide flexible guidelines to support all of our school community with 

remote learning.  

This document takes into account the latest guidance from the government 
and is applicable at times of local and national lockdowns, or “bubble 

closures”. Individual cases of isolation are detailed separately in this policy.  

More information can be found here: 

https://www.gov.uk/government/publications/actions-for-schools-during-the-
coronavirus-outbreak/guidance-for-full-opening-schools#res 

This policy was written on 25th September 2020 and is subject to 
regular review. This policy may need to be changed without prior 

warning to reflect Local and National circumstance and changes to 
Government Guidance.  
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 ​1. Aims 
This remote learning policy 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. 

To ensure the continued high quality support of pupil learning, and the delivery of as broad and 
deep a curriculum as possible. 

2. Roles and responsibilities 
Class Lead’s Responsibilities 

The Class lead is a member of Hub staff who has been designated to lead a class during a 
day’s learning. In most circumstances, this will be the class teacher. 

Class leads are responsible for contacting SLT or IT Staff, should they need devices or other 
equipment at home.  

When providing remote learning, Class Leads must be available for their Morning Meeting and 
assigned Direct Instruction Times. Additional meetings may be offered for children who have 
been assessed by the Class Leads as having additional needs or need of further input or 
assistance. 

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. In any lockdown 
situation, the ASUS hub will act as a single body to provide education for pupils.  



Class leads will be available for Morning Meeting each day, where they will greet children, 
gauge wellbeing and discuss activities for the day. 

During the day, class leads will provide live Direct Instruction/Guided Practise through Google 
Meets (no more than 30 mins) to introduce English (including phonics) and Maths. 

Between live Direct Instruction times, children will be able to access activities directly related to 
this input.  These activities will be tailored to match the needs of the children in their class.  

Teachers will also set ideas for other activities, to ensure children are provided with a broad and 
ambitious curriculum. 

 

Activities for the day need to be available for children to access by 9am on the day of use.  

Ensure that all children have a white-board and pen to use during direct instruction and guided 
practise inputs. 

Work will be set via Google Classrooms/Early Years site. Class Leads will also use various 
online programmes or resources to support learning. E.g. TT Rockstars, Numbots, Spelling 
Shed, Oak National Academy, White Rose.  



Staff in the hub will work together to share planning across their year groups, but they will 
ensure that activities are well tailored to their class needs and abilities.  

Each school’s Senior Leadership team will help assess if they can help families who are not 
ready for home learning.​ ​Where possible, devices will be lent out to children to allow access to 
Google Classroom/Early Years Site. Where this is not possible, children will be provided with 
paper packs. 

Any designated Hub staff member will be able to access children’s work through Google 
Classroom or through the return of paper packs, if this is required in their role. 

As per our feedback policy, we aim to provide children with as much ‘in the moment’ feedback 
as possible. This will predominantly take place during live lessons. Feedback will also be 
provided through Google Classroom comments and targeted group interventions, which may be 
live. 

In the event of individuals having to self-isolate, work will be provided using high quality 
online and offline resources. This may include lessons provided by Oak National 
Academy or White Rose, but will not be “live streaming” from the classroom due to 
safeguarding concerns.  

Teaching assistants’ Responsibilities 

When assisting with remote learning, teaching assistants will be available during their usual 
working hours. They will be included in Morning Meetings, Direct Instruction/Guided Practise 
Times and will also support where possible with intervention which children are invited to. 
Teaching Assistants will support teachers with assessment during the input and help to monitor 
behaviour and engagement. In the event of sickness or class teachers are unable to work at this 
time, Teaching Assistants may be asked to lead sessions​ ​for their regular class. Cover 
supervisors may be required to do this for other classes in specific situations.  

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. In any lockdown 
situation, the ASUS hub will act as a single body to provide education for pupils. 

Pupils and parents 

Staff can expect pupils learning remotely to: 

● Attend the Morning Meetings and be contactable during the school day  (via live lessons, 
online messages or phone) 

● Complete work set by teachers 
● Seek help if they need it, from teachers or support staff using the designated message 

system 



●  Alert/contact staff if they are unable to complete work using the designated message 
system 

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 – either through the helpline emails or class 

emails 
●  Be respectful when making any complaints or concerns known to staff 
● Support the positivity and wellbeing of their children as best they can, and alert staff if 

they think that well being is suffering. 

Live Direct Instruction/ Guided Practise and Pupil Engagement 

Live Lesson Protocol- Please see IPAT Protocol for Live Learning for more information. The 
main points are highlighted below: 

●  ​During a virtual live lesson, staff and children must wear suitable clothing (no 
pyjamas and no tops with slogans which may cause offense) as should anyone else 
in the household when webcams are switched on.  

● Pupils will be asked to leave the online lesson if it is felt that a pupil or family 
members clothing is inappropriate. Once they have changed into appropriate 
clothing, they will be permitted to re-join the session. 

● All digital devices must be used in appropriate areas of the house, e.g. not in 
bedrooms or bathrooms. 

● The ‘blurring of backgrounds’ tool must (where possible) be used. (This function 
may not be available on your home device therefore make sure your child sits 
against a neutral background).  

Children are encouraged to attend the Morning Meeting and Collective Worship each day. Class 
Leads will keep a register of who is in attendance in secure folders on GDrive.  

Details of children who are not in attendance regularly will be passed to SLT who will take 
appropriate action.  

Various staff may make other phone calls home e.g. SENDCo, ELSA to check on a 
child/family’s well being 

Staff will not be expected to answer emails outside of usual school hours. A separate email has 
been set up for families to contact the Class Leads with questions.  

Any issues raised by parents or pupils will be dealt with by the class lead in the first instance, ​in 
line with the IPAT Online Learning Policy. Class Lead will ensure that SLT are kept aware of 
any issues/complaints.  



All children are encouraged to complete all the work set. The ASUS hub sees the Google 
Classroom or Early Years websites as an extension of the physical classroom and expects 
children to engage and behave accordingly. In the event that work cannot be completed or there 
are difficulties with engagement, a member of staff will contact the family to provide support and 
create a plan for re engagement. 

If a child is in need of any further support or learning which is more closely tailored to their 
needs, interventions will also be offered during breaks between whole class live Direct 
Instruction. Students will be invited to these interventions. 

There will always be two members of staff in any live input to ensure that safeguarding 
requirements are met.  

Domain Teams/Subject Leads 

Domain Teams will continue to support other staff where they can, sharing ideas and good 
practise as often as possible. Domain Teams will be responsible for   

● Considering whether any aspects of the subject curriculum need to change to 
accommodate remote learning 

●   ​Alerting teachers to resources they can use to teach their subject remotely 
●   ​collaborating with teachers teaching their subject remotely to make sure all work set is 

appropriate and consistent 
● Supporting Senior Leaders where necessary with monitoring and evaluation of remote 

learning 
● Support the further development of the Hub’s remote learning policy and strategy 

Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

● Ensuring that the online learning environment is considered as an extension of the 
schools physical learning environment in all aspects. 

● Co-ordinating the remote learning approach across the school  
● Monitoring the effectiveness of remote learning – through regular meetings with teachers 

and subject leaders, reviewing work set or reaching out for feedback from pupils and 
parents via Keep in Touch surveys 

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

● Ensuring Collective Worship is available at 3pm daily 
● Working alongside the SENDCos, ELSAs and Class Leads, to ensure work set is 

tailored to individual needs 
● Supporting staff with any issues arising regarding behaviour and engagement. 
● Consider and monitor the wider wellbeing of all school stakeholders 



 

IT staff 

The STEM domain team along with support from Chris Gray and Primary World are responsible 
for: 

● Supporting staff with fixing issues with systems used to set and collect work 
● Helping staff and parents with any technical issues they’re experiencing which cannot be 

fixed in the first instance by the class leads 
● Reviewing the security of remote learning systems and flagging any data protection 

breaches to the data protection officer (DPOs are Vicki Palmer, Carol Proctor, Michaela 
Simpson, Janet Bakewell)  

● Assisting pupils and parents with accessing the internet or devices 
● Being aware of ways to improve the use of available technologies to enhance the 

learning experience 

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 

● Monitor the wider wellbeing of all school stakeholders, especially SLT 

  

3. Who to contact 
If​ staff​ have any questions or concerns about remote learning, they should contact the following 
individuals: 

●  ​Issues in setting work – talk to the relevant subject lead/domain team or SENDCOs 
(Wendy Thompson and Gemma Hector) 

●  ​Issues with behaviour – talk to school’s Senior Leadership Team (Emma Prokipczuk, 
Vicki Palmer, Sharon Boyd-Hope and Deb Tithecott) 

● Issues with IT – talk to IT staff (Vicki Palmer, Rob Wyness, James Duncan, Caroline 
McMurran, Ali Hartley, Chris Gray, Primary World Support)  

● Issues with their own workload or wellbeing – talk to your line manager 
●  ​Concerns about data protection – talk to our data protection officers (Vicki Palmer, Janet 

Bakewell, Carol Proctor and Michaela Simpson) 



●  ​Concerns about safeguarding – talk to the DSLs (Vicki Palmer, Laura Carte, Emma 
Prokipczuk, Deb Tithecott, Sharon Boyd-Hope,  

Parents​ with any questions or concerns regarding remote learning should contact the Class 
Lead via the class email address in the first instance. If necessary, they should then contact the 
Senior Leadership Team (Emma Prokipczuk, Vicki Palmer, Sharon Boyd-Hope and Deb 
Tithecott) at each school through the office.  

4. Data protection 
Accessing personal data 

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

Use Arbor (cloud based) and the GDrive, and ensure that no personal data is downloaded to 
laptops/PCs/tablets or other devices. 

Processing personal data 

Staff members may need to collect and/or share personal data such as email addresses 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. 

Register documents should only be stored on the Gdrive in the allocated folders which are 
accessible to the office and SLT.  

Class Leads should keep all digital correspondence from the lockdown period that relates to 
their class’ online learning, until notified by SLT. These should be stored in a separate GMail 
folder for ease of use.  

Keeping devices secure 

Talk to your data protection officer for more help, and your IT staff if you want to include details 
on how to put these measures in place. 

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, or if you are away from 
the device for a significant period of time 

●  ​Not sharing the device among family or friends or setting up a separate account on the 
device 

● Installing antivirus and anti-spyware software 
●  ​Keeping operating systems up to date – always install the latest updates 

5. Safeguarding 
Please see the​ ​IPAT ADDENDUM TO SAFEGUARDING/CHILD PROTECTION POLICY IN 
RESPONSE TO COVID-19​ for more information on Safeguarding during this time. 

There will always be two members of staff in each “live” input.  

6. 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 

Marking and Feedback Policy 

Various curriculum policies 

 



7. Example timetable for live Direct 
Instruction/Guided Practise with Class 
Lead and daily independent practise 
These are examples of timings for live inputs which should ensure that families with siblings do 
not have inputs which overlap. There is also sufficient time for families to incorporate breaks 
and lunch.  
 

Year 
group 

Morning 
Meeting 

(15 mins- 
register 

and 
welcome/w
ellbeing) 

Live English 
direct 

instruction 
and guided 

practise 
(max 30 

mins) 

English 
independen
t  practise 

Live Maths 
direct 

instruction 
and guided 

practice 
(max 30 

mins) 

Maths 
independ

ent 
practise 

Afternoon 
Activities 

/Intervention 
organised by 
Class Leads 

Collective 
Worship 

led by SLT 

EYFS 9:30am 10:45am Set via 
Class 
Webpage or 
paper pack 

1:30pm Set via 
Class 
Webpage 

Set via Class 
Webpage or 
paper pack 

3pm 

Year 1 
/ 2 

9:15am 10:30am Set through 
Google 
Classrooms 
or paper 
pack 

1pm Set 
through 
Google 
Classroo
ms or 
paper 
pack 

Set through 
Google 
Classrooms 
or paper pack 
 
Interventions 
invites 
through 
Google 
Meets - 
recorded  

3pm 

Year 3 
/ 4 

9:00 am 10am Set through 
Google 
Classrooms 
or paper 
pack 

11:45am Set 
through 
Google 
Classroo
ms or 
paper 
pack 

Set through 
Google 
Classrooms 
or paper pack 
 
Interventions 
invites 
through 
Google 
Meets - 
recorded  

3pm 

Year 5 
/ 6 

8:45 am 9:45am Set through 
Google 

11:15 am Set 
through 

Set through 
Google 

3pm 



 
 

Classrooms 
or paper 
pack 

Google 
Classroo
ms or 
paper 
pack 

Classrooms 
or paper pack 
 
Interventions 
invites 
through 
Google 
Meets - 
recorded  


