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1. Aims 

This remote learning policy for staff aims to: 

 Ensure consistency in the school’s approach to remote learning 

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

 Provide appropriate guidelines for data protection 

 

The policy refers to all full closure and part closure scenarios. The final section describes the system in place 
for supporting an individual pupil at home self-isolating or quarantining. 

 

2. Roles and responsibilities 

2.1 Teachers 

Teachers are available in their usual working hours. Those with young families or dependents will be expected 
to work their regular 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 and the usual 
policies will apply.  

 

Teachers are responsible for: 

 

  Participating in the teaching rota (in the event of a local or national lockdown) 

o    This will be for their year group ‘bubble’ of key worker and vulnerable children as often as is 
required, depending on pupil numbers. In setting this rota the Senior Leadership Team will be 
mindful of the teacher’s wider responsibilities towards the majority of children learning at home. We 
plan for this to be a maximum of a third of working time. Whilst a teacher is in school as ‘lead 
teacher’ they will ensure that teaching assistants are well supported in their delivery of key worker 
provision. 

 

 Setting Work (in the event of whole bubble self-isolation, local or national lockdown) 

o Providing work for all children in their year group by working as a year group team, including 
covering for other classes in their year group should illness arise 

o The curriculum letter needs to be set by Monday morning (or Friday of the previous week in the 
event of a lockdown). The curriculum letter should give an overview of learning for the week, 
some links to online learning and lots of creative and active learning that supports our usual 
pedagogy and can be accessed and delivered easily by busy parents and carers.  

o Work should also be uploaded to ‘Seesaw’. Seesaw’ is an interactive secure platform within 
‘Google Classrooms that is most appropriate for younger primary age children. This should 
complement the weekly curriculum letter. Teachers can upload videos, photographs, links, 
quizzes etc that will engage children in learning. These will be uploaded over the course of the 
week to engage children and ‘hook’ their interest into home tasks. All children are expected to 
access ‘Seesaw’ and upload their work in this way – class staff will make direct contact with any 
families not working in this way to help them start to interact on the learning platform. 
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o White Rose Maths will be the main source of Maths work (a link will be included in the Maths 
section on the curriculum sheet). 

o Oak National Academy may also be signposted for children and families. 

o Pupils with limited access to devices will be loaned a device and class teachers are responsible 
for alerting the Office of any family in need. 

o Teachers will produce a hard copy pack of sheets needed to support learning and copies will be 
available to pick up from outside school. In addition they will make available blank exercise 
books for children to use at home. 

o ‘Live’ learning will be available for all children though this will vary by year group and children’s 
age/stage and ability to focus. 

As a minimum Reception, Year 1 and Year 2 will be offered two ‘live’ sessions each day.  

9.00am Introductory session for the day, followed by an extended learning task (often 
Phonics) 

10.00am Exercise session led by an external provider 

In Nursery, children will be offered at least one weekly ‘live’ small group session to develop 
their language and communication and keep up their attention and listening skills. 

Reception children will also be offered a weekly small group ‘live’ session in addition to the 
whole class session. 

‘Live’ learning in Kingfisher will be tailored to individuals/ groupings depending on who is in 
school and who is at home. 

 

 Providing feedback on work  

o Teachers can access completed work from pupils through ‘Seesaw’. 

o Teachers should endeavour to provide timely feedback (within two days) on every piece of work 
that is uploaded even if this is the use of the ‘like’ button on the learning platform. Where time 
allows teachers can add positive feedback, a question or a next step in learning via written or 
spoken feedback. 

o Where possible spoken feedback should be used with very young children as this is easier to 
access for them and more motivating. 

o All staff should be mindful that although assessment is useful, during remote learning the 
priority must be the planning and delivery of live and pre-recorded sessions. 

 

 Keeping in touch with pupils and parents  

 

o Teachers are expected to make regular contact with all families and most urgently vulnerable 
families (children with SEN, Social Care provision or where family circumstances are difficult). 
This should take place at least fortnightly on the telephone and if ‘Seesaw’ is being used well 
this could also be used as a form of communication in addition. Where children are in school 
provision they do not need to be telephoned unless parents request a call. 

o Any families who have not accessed online learning will be contacted directly and support 
offered by class teacher in the first instance. 

o The school Office email is the main point of contact for families during a lockdown. This is 
monitored all day during working hours and teachers may be required to respond to parents 
promptly, usually within 24 hours of the enquiry arriving. This can be via the Office email or 
more likely on the telephone. 

o Any complaints or concerns will be dealt with by the Headteacher and following our usual 
complaints policy. 
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o The therapeutic team (SENCO, Play therapist, ELSA, Theraplay practitioners) can all be 
available to advise class teachers or work directly with families over the telephone or virtually by 
zoom should there be behavioural or emotional issues for pupils. 

 

 

 Staff may be asked to attend virtual meetings with other colleagues or meetings for HEP/ other 
professionals (via Google chat or Zoom).  

o Dress code will be comfortable work wear. 

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

o These sessions may be recorded and consent will be taken at the start of the meeting.. 
However minutes may be taken and distributed as appropriate. 

Individual ‘Live’ remote learning sessions for pupils with EAL, SEN or emotional/ medical needs 

Some pupils not attending school who have additional needs may participate in online sessions via the Zoom 
online platform. This may be led by the EAL teacher, SEN teacher or Teaching assistants/ Learning support 
assistants, depending on staff availability. 

Parents are asked to complete consent form (see appendix A) and given guidance about how to make sure 
that their child stays safe online. 

2.2 Teaching assistants 

Teaching assistants and learning support assistants and SMSA’s will be available in their usual working 
hours. Those with young families or dependents will be expected to work their regular 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 and the usual policies will apply.  

Teaching assistants are responsible for: 

  Participating in the teaching rota (in the event of a local or national lockdown) 

o This will be for their group ‘bubble’ of key worker and vulnerable children in their usual year group if 
possible depending on pupil numbers. Support staff will likely be in school, on the rota at all times 
unless they are directed otherwise with the tasks detailed below.  

o When the ‘lockdown’ is announced support staff will be assigned a bubble to work in, this may or may 
not be their usual year group. 

o Nursery Early Years practitioners will need to continue responsibility for their key worker group; 
including assessment and communication with families. They will need more release than other 
teaching assistants and we may need other staff to join the Nursery bubble in the event of lock 
down. 

o It is likely that all of Kingfisher staff will be engaged in face to face to learning daily as these children 
will all be eligible for provision. Depending on numbers at home some staff may be assigned 
responsibility for liaison with certain pupils and uploading activities and sessions on to ‘Seesaw’.  

 

 Supporting some pupils with learning remotely  

o The SENCO will liaise with TA’S and LSA’s about the pupils they’ll need to support remotely 
individually at home (this may include individual zoom teaching sessions) 

o The SENCO will decide together withclass teachers and with TAs how they should provide 
support. This is recorded by the SENCO and shared with the HT and DHT by email, at least 
weekly. 

o Some TAs may add videos or activities to Seesaw  

o Some TAs and LSA’s will contribute to giving feedback on ‘Seesaw’. 
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o Some TAs may contribute to whole class live learning sessions  

 

 

 

 

 In the event that TAs are asked to attend virtual meetings  

o Dress code will be comfortable work wear. 

o Locations to be appropriate (e.g. avoid areas with background noise, nothing inappropriate in 
the background). When TAs are working on the rota they may also be responsible for delivering 
First Aid. 

During any extended lockdown and when not participating in remote or face to face teaching, TAs may also 
liaise with the DHT and the SENCO on completing some additional CPD during this school closure time. A list 
of suggested courses and learning will be published and support staff will keep a log of their learning and how 
this will benefit pupils in the future. 

2.3 ‘Live’ sessions 

A protocol and instructions will be issued to parents/carers (appendix on this policy).  

Staff will; 

 Use ‘google meet’ platform and embed the link in ‘Seesaw’ 

 Teach children to use mute, unmute and pin. 

 Ask children to sit still/ follow instructions and remind them of excellent listening behaviour (following 
the same positive behaviour strategies as in school). 

 Staff will blur their background if appropriate (or be very mindful of a professional background) and 
use ‘share screen’ to teach/ model as clearly as they can, using the technology and innovating as 
they develop new skills to engage and teach. 

 Staff will monitor attendance and follow up on non-attendance. We aim for 100% attending. Staff will 
liaise with SLT on attendance and persistent non- attendance and SLT will look at barriers to 
engagement with families directly. 

 Staff will only allow children using a Strand gs account to enter the meeting and will use the settings 

to ensure children can only attend with the teacher in the ‘room’. 

 

2.4 Year Group Leaders and Subject leaders 

Alongside their teaching responsibilities, as outlined above, during an extended lockdown, 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 to make sure work set is appropriate and consistent 

 Working with other subject leads and senior leaders to make sure work set across subjects is appropriate 
and consistent, and deadlines are being set an appropriate distance away from each other 

 Monitoring the work set by teachers in their subject  

 Alerting teachers to resources they can use to teach their subject 
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2.5 Senior leaders  

Alongside any teaching responsibilities, senior leaders are responsible for: 

 Coordinating the remote learning approach across the school  

 Supporting technology (use of Seesaw’ and video production). Our Assistant Headteacher and Year 2 
Leader will lead on this. 

 Monitoring the effectiveness of remote learning – such as through regular meetings with teachers and 
subject leaders, reviewing work set or reaching out for feedback from pupils and parents  

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

 During extended lockdown the HT will also produce short motivational clips that support the half termly 
value or positive behaviour at home. 

 The DHT will support exercise sessions (likely run by Ghost Dance Troupe) each day 

 The DHT and PE Lead will work to produce a physical challenge video too each week (in the event of full 
lockdown). 

 Either the HT or DHT will lead a weekly ‘live’ Assembly for each Reception, Year 1 or Year 2 Class. 

 The HT and DHT will have oversight of timetables for live learning and monitor attendance for this (and 
the response rate on Seesaw for each class.  

 Team Leaders will meet weekly and use the above data and feedback from parents via ‘Google’ 
questionnaire to constantly improve the remote learning offer. 

 The HT will also produce a short written update on the status of closure and other school news each 
Friday. 

 The Senior Leadership Team continue all other areas of usual responsibilities such as liaison with GB, 
Finance, HR, Recruitment and attendance at LA and HEP meetings. 

 

2.6 Office Staff 

Alongside ongoing admin responsibilities, Office staff are responsible for: 

 Monitoring telephone and email messages where there are queries and questions about learning and 
online access and passing these on the relevant staff. 

 Giving IT support to parents eg reminders about lgfl log ins  

 Leading on any DfE reporting procedures 

 Working with the DHT on pupil numbers and key worker/vulnerable child provision 

 Leading and facilitating mass testing for all staff attending site. 

 

2.7 Designated safeguarding lead 

 

The DSL is responsible for safeguarding (see separate COVID-19 addendum to Safeguarding policy on the 
website) and liaising with any families under social care support, ensuring that their children attend partial 
provision on site if appropriate. 

 

2.8 Platinum IT staff 

 

IT staff are responsible for: 
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 Fixing issues with systems used to set and collect work 

 Helping staff and parents with any technical issues they’re experiencing (if class teacher cannot help) 

 Reviewing the security of systems and flagging any data protection breaches to the data protection officer 

 Supporting in the roll out of devices to families as required 

 

2.9 Pupils and parents 

 

Staff can expect pupils/ parents to: 

 Be contactable during the required times – although we understand parents/carers are still working. 

 Complete as much work as possible (but holding mental wellbeing as the priority) to the deadline set by 
teachers, uploading work to Seesaw and regularly engaging with the remote learning platform. 

 Seek help if they need it, from teachers or teaching assistant. 

 Be respectful when making any complaints or concerns known to staff. 

 Parents must supervise the use of the internet whilst children use ‘Seesaw’ or other links that are provided 
by the school. 

 

2.91 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 systems are appropriately secure, for both data protection and 
safeguarding reasons 

 Ensure that partial provision for key worker/vulnerable children remains COVID-19 secure. 

 

3. Who to contact 

If families have any questions or concerns, they should contact the School Office and they will be 
referred to the appropriate person (communications@strandin.hounslow.sch.uk) 

For example: 

 Issues in setting or completing work –class teacher or SENCO 

 Issues with behaviour – talk to the class teacher or SLT 

 Issues with IT – Office staff or Assistant Headteacher 

 Issues with their own workload or wellbeing – class teacher or SLT as appropriate 

 Concerns about data protection – talk to the data protection officer (Office in the first instance) 

 Concerns about safeguarding – talk to the DSL and follow the usual reporting procedures (CPOMS) 

 

If staff have any questions or concerns  

 Issues in setting or completing work –Year group lead/ subject lead or SENCO 

 Issues with behaviour – Play therapist or SENCO 

 Issues with IT – Jasmine (Platinum ICT) or Assistant Headteacher/ Y2 leader 
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 Issues with their own workload or wellbeing – Headteacher 

 Concerns about data protection – talk to the data protection officer (Office in the first instance) 

 Concerns about safeguarding – talk to the DSL and follow the usual reporting procedures (CPOMS) 

 

 

4. Data protection 

4.1 Accessing personal data 

When accessing personal data, all staff members will access the school network or CPOMS securely 
following previously agreed procedures in the GDPR and Safeguarding policies: 

4.2 Sharing personal data 

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

 

1. Financial Reimbursement 

Should staff find they have additional costs from working from home eg telephone costs they must contact the 

DHT directly and this may be reimbursed. 

 

2. Remote Learning for individual self-isolating 

In the event that a child is unwell with COVID-19 symptoms they are not required to complete school work. 

If a child is well but at home, self-isolating then the following support for learning is available; 

 An expanded curriculum letter will be produced each week with plenty of ideas on how to deliver the 
curriculum in an age appropriate and active way. All parents will receive this so that in the event of 
self-isolation they already have the information they need. 

 Seesaw will have some (limited) home learning posted on it. Children learning at home can post work 
to their teacher. As the teacher will be teaching full time they will receive only limited feedback on this. 

 Little Wandle (online Reading platform) will be live for use at home and parents can request additional 
reading books to be sent home for the period of non attendance. 
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 Parents are welcome to contact the class teacher via Seesaw or the Office for any further information 
or help they need (for example printing, stationary, motivational or pastoral help) 

 

 

 

 

    7. Monitoring arrangements 

This policy will be reviewed termly by the Headteacher. At every review, it will be approved by the full 
governing board. 

 

   8. Links with other policies 

This policy is linked to our: 

 Child protection policy  

 Data protection policy and privacy notices 

 ICT and internet acceptable use policy 

 Online safety policy 
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Strand on the Green Infant & Nursery School 
                                                             Thames Road, Chiswick, W4 3NX 

                            Tel:   020 8994 7921 
  www.strandinfantandnursery.co.uk 

Headteacher:  Vanessa Townsend  

‘Cherish and Inspire Every Child ‘              
                

 

Google Meet Sessions 

 
This document includes a ‘how to’ guide regarding the access of Google Meet sessions as 

well as the expectations for children whilst on these video calls. Please read the whole 

document carefully and ensure your child is aware of the Google Meet expectations. 

 

Google Meet - Guide for Parents and Carers 

To access your child’s Google Meet sessions, use one of the options below; 

 

Option 1 

Click on the link at the top of your child’s Seesaw journal, it should take you straight in. 

Click to ‘join now’. 

 

Option 2 

Go to https://accounts.google.com/login and sign in using your child’s 

@gs.strandin.hounslow.sch.uk username and password. 

Click on the menu icon in the top right  

Click on the ‘Meet’ icon  

Click to join  

Enter the meeting code given alonside the link at the top of your childs Seesaw journal. 

Please type this in rather than copy and pasting it! 

Click to ‘join now’. 

 

Your device may ask for permission to access the camera and microphone if this is 

the first time you are using Google Meet; please click yes/accept for both. 

 

 

http://www.strandinfantandnursery.co.uk/
https://accounts.google.com/login
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Expectations for Children whilst on Google Meet 

Google Meet is a fantastic platform that is allowing school staff stay connected with the 

children who are at home during the school closure. For this reason, it is important that we 

are following the expectations below to ensure it is a successful and positive experience for 

all. 

  
Ensure you are on mute whilst on the call unless a member of staff asks you to unmute 
when your name is called 

  
Please ensure your cameras are switched on 

  
When speaking be loud and clear - being close to the microphone is really useful 

  

 Sessions are not to be recorded by Parents or pupils (on any device) and no screen 
shots  

  
Be conscious of background environments and others in the room 

  
Staff, parents and pupils will wear suitable clothing, as should anyone else in the household 

  
Language must be professional and appropriate, including any family members in the 
background 

  

 Please note if you are late for the session, you can still join. Please bear in mind that 
sessions will not go over the given time allocated 

  

 When the session has been completed, we ask that you leave immediately. 
 

 
 


