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‘Working together, to be the best that we can be.’ 

 
Remote Learning Policy 

    The ethos of John Grant School is to work together for the benefit of all the 
young people in our care. It is essential that school and home work together to 
ensure consistency for the young people’s health and wellbeing. This 
agreement shows some of the essential ways we do this.  

Policy Consultation & Review 
 
This policy is posted on our school website and is available on request from 
the school office.  
 

This policy will be reviewed in full by the Governing Body on an annual basis. 
This policy was last reviewed and agreed by the Governing Body in November 
2020. It is due for review in November 2021 
 

Signature  Headteacher  Date: Nov 2020 
 
 
 

Signature   Chair of Governors Date: Nov 2020 
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Rationale;  

This remote learning policy has been written as guidance for staff and parents 
during the COVID-19 Pandemic. 

It sets out the systems and arrangements 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 school’s usual Safeguarding Policy, Online Safety Policy and Acceptable 
Use Agreements still apply at this time. There is additional guidance related to 
the impacts of COVID-19 included in the whole school safeguarding policy. 

Keeping regular learning going during the period that schools or classes 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 greater challenge. 

All of the students at our school are individuals with unique needs and abilities. 
Therefore, the experience of remote learning may differ greatly from one 
student to the next. The school will seek to tailor remote learning available to 
the individual needs and circumstances of each student.  

 We seek to provide a flexible approach to remote learning. We will offer a 
variety of weekly learning activities so that pupils can work their way through 
as much as they are able, at a time that suits them. 

 

 

Contents 

1. Aims ............................................................................................................... 3 

2. Roles and responsibilities .............................................................................. 3 

3. Who to contact ............................................................................................... 8 

4. Data protection ............................................................................................... 9 

5. Safeguarding ................................................................................................ 10 

6. Monitoring arrangements ............................................................................. 11 

7. Links with other policies ............................................................................... 11 



 

 

 

Co-ordinator:  Heidi Alexander  

Page 3 

 

 

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 

 

2. Roles and responsibilities 

 

 Senior Leadership Team; overseeing 
implementation of the policy and practice in the 
school. 

 Curriculum Leaders; Offering support and 
suggestions to teachers to enable remote learning.  

 Class teachers; providing work and communication 
directly to students and their families. To encourage 
parents and carers to feedback progress made.  

 Parent Support Advisor; to be another port of 
contact between school and parents and carers to 
facilitate and support with remote learning.  

 IT Support; to facilitate and support with the use of 
online learning platforms.  

2.1 Teachers 

When providing remote learning, teachers must be available between 9.00 am 
and 3.30pm.  

If some students are accessing remote learning but others are in school 
accessing in school lessons, there may be a delay in communication with 
parents and carers supporting students accessing remote learning. This is 
because they are teaching in class. Teachers will seek to respond to questions 
or concerns of parents and carers supporting their children with remote 
learning as promptly as possible.  
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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.  

When providing remote learning, teachers are responsible for: 

 Setting work –  

o For students in their class group who are absent from directly 
accessing school for longer than 1 week.  

o Teachers will set work in the appropriate form and deliver this work 
at least once a week. Teachers will liaise closely with parents and 
carers, alternative arrangements can be made but must be agreed 
by parents and carers. For example, work sent home once every 2 
weeks.  

o  This work could be sent remotely, printed or collated and sent 
home to parents and carers via post or delivered to their homes.  

o Teachers will liaise with parents as to the best way individual 
students can access remote learning based on individual need and 
circumstance.  

o Our online platform is Microsoft Teams for Education 

 Providing feedback on work –  

o Parents and Carers will be encouraged to feedback to teachers as 
to how students are getting on with their remote learning. This will 
manifest in different ways depending on the individual needs of the 

student and their families. This may be that work is sent back into 
school to be marked, verbal feedback from parents and carers to 
teachers on the telephone or written notes passed from parents and 
carers to teachers via email or post.  

o Teachers can feedback to students where appropriate; through 
visual praise such as stickers or comments on their work, verbally 
on the telephone or visually via Microsoft Teams. The most 
appropriate method will be agreed between the class teacher and 
the parents and carers.  

o Teachers will keep a record of this feedback and will include it in 
their ongoing assessment procedures.  

 Keeping in touch with pupils who aren’t in school 
and their parents –  

o The John Grant Facebook Page will be regularly updated.  
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o Class teachers will communicate with parents and carers of 
students working from home at least once a week. This could be via 
telephone, email or written note. The best method will be agreed 
with the parents and carers.  

o The Parent Support Advisor will be available to offer support to 
families via telephone or email.  

o Teachers should respond to telephone messages or emails from 
parents and carers as soon as possible. Teachers will not be 
required to answer emails after 4.30 in the evening.  

o  Complaints or concerns shared by parents and pupils will be 
passed on to a member or the senior leadership team via the class 
teacher or directly where appropriate.  

o Any safeguarding concerns will be passed on to a Designated 
Safeguarding Lead to be followed up in line with the Whole School 
Safeguarding Policy.  

o If Parents and Carers are struggling to encourage their child to 
complete set work, teachers will offer support and advice, this may 
include talking directly to the child on the telephone if appropriate. 
Teachers will seek to act as support rather than pressuring parents 
and carers. Each case will be considered on an individual basis with 
the child’s individual needs and circumstances considered. If 
teachers are concerned about the students or the families 
engagement with them or the remote learning they will discuss this 
with a member of the senior leadership team.  

 Attending virtual meetings with staff, parents and 
pupils  

 

o Locations (e.g. avoid areas with background noise, nothing 
inappropriate in the background) 

o Lessons can be pre-recorded and uploaded to be watched later. 

o All participates will be respectful and adhere to the code of conduct 
and confidentiality policies and procedures. 

2.2 Co-Educators  

When assisting with remote learning, co-educators must be available between 
9.00am and 3.30pm. As with teachers, if they are supporting a student with 
remote learning whilst also supporting other students in school, there may be 
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a delay with response to parents and carers. Co-educators, as with teachers 
will seek to address issues as promptly as possible.  

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.  

When assisting with remote learning, co-educators are responsible for: 

 Supporting pupils who aren’t in school with learning 
remotely –  

o Preparing and collating work to be sent home under the direction of 
the class teacher. 

o Supporting the class teacher with assessment and collating 
feedback from parents.  

 

 Attending virtual meetings with staff, parents and 
pupils  

 

o Locations (e.g. avoid areas with background noise, nothing 
inappropriate in the background) 

o Lessons can be pre-recorded and uploaded to be watched later. 

o All participates will be respectful and adhere to the code of conduct 
and confidentiality policies and procedures. 

2.3 Curriculum Leaders 

Alongside their teaching responsibilities, curriculum leaders 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 leads 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 – through discussion with class teachers.  
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 Alerting teachers to resources they can use to 
teach their subject remotely 

2.4 Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

 Co-ordinating the remote learning approach across 
the school  

 Monitoring the effectiveness of remote learning –
through regular meetings with teachers and 
curriculum leaders and reaching out for feedback 
from pupils and parents 

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

2.5 Designated safeguarding lead’s 

The DSL’s is responsible for: 

➢ Following policy and procedures in place to ensure concerns are 
recorded, acted upon and reviewed as in line with the Whole School 
Safeguarding policy.  

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 

 Assisting pupils and parents with accessing the 
internet or devices 

2.7 Parents and Carers 

Staff can expect parents and carers with children learning remotely to: 

 Make the school aware if their child is sick or 
otherwise can’t complete work 
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 Seek help from the school if they need it – if you 
know of any resources staff should point parents 
towards if they’re struggling, include those here 

 Be respectful when making any complaints or 
concerns known to staff 

➢ Be available and contactable during term time. If 
the school leaves a message with the parent or 
carer via telephone message or email, they will 
respond as promptly as possible.  

2.8 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. 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 
curriculum leader or a member of Senior 
Leadership team.  

 Issues with behaviour – talk to a member of senior 
leadership team or a Norfolk STEPS Tutor (Vicky 
Lane, Maxine Skipper, Heidi Alexander or Belinda 
Brookes)  

 Issues with IT – talk to IT staff 

 Issues with their own workload or wellbeing – talk to 
Louisa Williams, Wellbeing Lead.  

 Concerns about data protection – talk to a member 
of  the Senior Leadership Team 

 Concerns about safeguarding – talk to a DSL (Pam 
Ashworth, Heidi Alexander, Louisa Williams, 
Belinda Brookes or Jo Mixer) 
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 Concerns about the families wellbeing or if they are 
struggling (not necessarily safeguarding issue) talk 
to Jo Mixer PSA 

 

 

4. Data protection 

4.1 Accessing personal data 

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

Explain: 

 Personal data can be accessed via Bromcom or via 
using the secure remote VPN service that links 
back to the school’s network. 

 This data can only be accessed using school 
provided equipment. The exception is Bromcom, 
this is a cloud service that can be accessed 
anywhere. However, staff should not be 
downloading personal information on to their 
personal device’s whilst using Bromcom. Any 
personal data on a school device should be kept to 
an absolute minimum under GDPR and should be 
deleted as soon as practically possible.  

 

 4.2 Processing personal data 

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

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, 
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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 

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

 

5. Safeguarding 

Please read and follow the Whole School Safeguarding Policy. This is 
available on the school website and in class handbooks.  

Online safety concerns should still be reported to the school’s Designated 
Safeguarding Leads (DSL’s) as normal. Parents can do this by contacting the 
school and requesting to talk to a DSL.  

The following websites offer useful support:  

• Childline - for support  

• UK Safer Internet Centre - to report and remove harmful online content  

• CEOP - for advice on making a report about online abuse 

 

 In addition, the following sites are an excellent source of advice and 
information:  

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

• London Grid for Learning - for support for parents and carers to keep 
their children safe online  

• Net-aware - for support for parents and careers from the NSPCC  

• 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  
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• UK Safer Internet Centre - advice for parents and carers 

 

 If parents have any safeguarding concerns that need discussing, they can 
contact a DSL; Pam Ashworth, Heidi Alexander, Belinda Brookes, Louisa 
Williams or Jo Mixer.  

Staff should continue to be vigilant at this time and follow our usual online 
safety and safeguarding / child protection policies and procedures, contacting 
a safeguarding lead directly in the first instance. 

A designated Safeguarding email address will be accessible for social workers 
and professionals during holiday breaks when the school is closed. This will be 
monitored by the DSL’s.  

 

6. Monitoring arrangements 

This policy will be reviewed annually or more regularly if necessary. At every 
review, it will be approved by the governing body.  

 

 

7. Links with other policies 

This policy is linked to our: 

 Behaviour policies 

 Well- being policies  

 Complaints policy  

 Whole School Safeguarding policy 

 Data protection policy and privacy notices 

 ICT and internet acceptable use policy 

 Online safety policy 

 


