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Linked policies –  

• GDPR 

• Behaviour policy 

• Safeguarding policy and coronavirus addendum to our child protection policy 

• Data protection policy and privacy notices 

• ICT and internet acceptable use policy 
   
  
1.0 Introduction 

1.1 Bradgate Education Partnership are committed to providing high quality education to 
its pupils which also includes home learning provision when it is applicable 
 

1.2 The aim of this policy is to ensure: 
1.2.1 consistency in the approach to remote learning for pupils who aren’t in 

school across the Trust 

1.2.2 expectations are set for all members of the school community with regards 

to remote learning 

1.2.3 appropriate guidelines are provided for data protection for all 

 
2.0 Scope 

2.1 The policy is applicable to all workers of Bradgate Education Partnership who are 
expected to deliver home learning for our pupils 
 

2.2 This policy will also be shared with parents/carers so they are clear about the 
expectation that we set ourselves in relation to home learning but also so that they 
support the Trust in the home learning that takes place 

 

2.3 Any data breaches that may happen in relation to remote learning must be reported 
to the Trust’s Data Protection Officer, details are available in the Trust’s GDPR Policy 

 

2.4 Appendix 1 outlines the questions or concerns about remote learning and who 
workers should contact should they have concerns 

 

2.5 This policy has links with other Trust policies and these should all be adhered to when 
applying this policy – see above for linked policies 

 
3.0 Roles & Responsibilities 

3.1 Trust Central Team 
3.1.1 The Trust 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 

3.2 School Senior Leadership Teams (Head Teachers, Deputy Head Teacher, Assistant Head 
Teachers) 
3.2.1 Alongside any teaching responsibilities, senior leaders are responsible for: 

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

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

• Supporting colleagues as required in the set up and running of home 
learning 

• Ensuring hardware is encrypted with BitLocker.  

• Ensuring anti-virus software and anti-spyware software is installed 

• Keeping operating systems up to date 
3.3 Subject Leads 

3.3.1 Alongside their teaching responsibilities, subject leads 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, 
and deadlines are being set an appropriate distance away from each 
other 

• Monitoring the remote work set by teachers in their subject – 
through regular meetings with teachers or by reviewing work set 

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

3.4 Teachers 
3.4.1 When providing remote learning, teachers must be available between 8.30 

and 3.15 Where practically possible staff will work from their school site but 
may agree with their manager, typically the Head Teacher, arrangements to 
work from home 
 

3.4.2 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 

 
3.4.3 When providing remote learning, teachers are responsible for: 

• Setting work: 

• For their own class/groups and any classes requested by the head 
teacher 

• The teacher will provide at least 3 lessons each day, typically with 
pre-recorded videos or live guidance. The teacher will also provide 
a daily live catch-up and feedback session to pupils/groups of 
pupils 

• The work will be ready at 9am each day to download from Google 
Classroom and where possible the teacher will provide a short 
daily introduction to activities to groups of pupils via Teams and 
this will also enable for ‘registration’ 

• Work will be uploaded into Google Classroom under files for the 
class team 

• Class teachers will provide a paper based version of the online 
learning that can be collected to pupils that have limited access to 
devices/printers or at the parents request 



4 
 

 

• Providing feedback on work: 

• Pupils/parents will load work completed to Google Classroom  

• Teachers and teaching assistants will respond to these systems 
providing feedback 

• Feedback can happen between 9am and 3.15 each day. Feedback 
will not be given after 4pm 

 

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

• Staff will make regular contact through face to face sessions and 
Google Classroom.  If a pupil isn’t accessing Google the teacher or 
TA will make a telephone call. All telephone calls will be logged on 
CPOMs 

• Admin staff will collect daily registers based on completion of 
Microsoft Form by parents. Any absent pupils will result in a 
telephone call by them.  

• Vulnerable pupil’s (i.e. those who have a social worker) 
attendance will be monitored carefully. Contact between the 
social worker and the school will be maintained. 

• Teachers aren’t expected to answer emails after 4pm 

• Any complaints should be shared with the Head Teacher via 
telephone call or DHT in her absence 

• Any safeguarding concerns must be logged on CPOMs 

• If a pupil fails to complete work the Teacher must call the family to 
offer support and find a solution so that the pupil can complete 
the work 
 

3.5 Support Staff (Those who are assisting remote learning) 
3.5.1 When assisting with remote learning, support staff must be available 

between 8.45 and 3.15 
 

3.5.2 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 

 
3.5.3 When assisting with remote learning, support staff are responsible for: 

• Supporting pupils who aren’t in school with learning remotely: 

• Class Teachers will direct support staff regarding preparing work 
for specific pupils and groups 

• Class teachers will direct support staff regarding feedback work for 
specific pupils 

• Support staff will attend the face to face daily meeting as the 
second adult 

• Support staff will note and raise any concerns, including those 
relating of attendance, safeguarding or well-being with the class 
teacher via CPOMs 
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3.6 Designated Safeguarding Lead 
3.6.1 See safeguarding policy  
 

 
3.7 IT Support 

3.7.1 Primary World 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 
 

3.8 Pupils and Parents 
3.8.1 Staff can expect pupils learning remotely to: 

• Be contactable during the school day – although consider they may not 
always be in front of a device the entire time or have individual access to 
IT if sharing devices within a household 

• Complete work to the deadline set by Teachers 

• Seek help if they need it, from Teachers or Support Staff 

• Alert Teachers if they’re not able to complete work 
 

3.8.2 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  

• Be respectful with all forms of communication 
 

4.0 Guidance for All Staff Involved in Remote Learning: 
4.1 Attending Meetings 

4.1.1 When attending virtual meetings with staff, parents and pupils, workers 
should ensure that: 

• Professional attire should always be worn in line with the Trust’s Code of 
Conduct 

• The background is appropriate and neutral – make use of Microsoft Teams 
backgrounds should it be required 
 

4.2 Data Protection 
4.2.1 When accessing personal data for remote learning purposes, all staff 

members will: 

• Access personal data via CPOMs and secure login to Microsoft 
teams  

• Only use devices provided by the school/Trust 
4.2.2 Staff should only share professional contact details with parents/carers and 

pupils eg. Office email address and school telephone 
 

4.3 Devices and Security 
4.3.1 All use of IT must be done in line with the Trust’s Acceptable Use of IT Policy 
4.3.2 All workers will take appropriate steps to ensure their devices remain secure. 

This includes, but is not limited to: 
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• 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 
 

4.4 Code of Conduct 
4.4.1 All workers will apply professional behaviour when undertaking remote 

learning in line with the Code of Conduct 
4.4.2 Should issues arise for workers in relation to the Code of Conduct then this 

must be discuss with the Head Teacher in the first instance 
 

4.5 Support for Staff 
4.5.1 The Trust recognise that remote learning is a new concept largely for the 

education environment, should there be any staff who need support with 
remote learning they should contact their Head Teacher in the first instance 

 
 
 
Appendix 1 and 2 only available for staff due to the sensitive nature of the information 
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