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Remote Learning Policy 

 
RATIONALE 
School closures commencing in March 2020 during the Covid-19 pandemic prompted schools to 
adapt their teaching practice for online education in order to meet the needs of all pupils. This 
document states the aims and methods for online teaching and learning at Henwick Primary 
School, should a) an entire ‘bubble’ need to isolate, including the adults or b) individual children 
in a ‘bubble’ need to isolate while the rest of the class and adults remain in school. 
 
Remote learning remains a new area of development for all schools and as such we will review and 
update this policy as required and as we learn and improve upon our online strategies. 
 
AIMS 
This remote learning policy aims to: 
 Explain how we will set assignments so that children have meaningful work each day, in a 

number of different subjects. 
 Explain how teachers will provide clear explanations of new content and provide feedback on 

work that is ‘handed in’ online. 
 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 and safeguarding. 
 
ROLES AND RESPONSIBILITIES: WHEN A WHOLE ‘BUBBLE’ HAS TO ISOLATE INCLUDING TEACHERS 
AND TEACHING ASSISTANTS 
Teachers 
When providing remote learning, while the whole ‘bubble’ is in isolation at home, teachers should 
be available between 9:00am and 3:00pm, taking an hour’s break for lunch and a 15-minute break, 
as normal.  
 
If they’re unable to work for any reason during this time, for example due to sickness themselves 
or caring for a dependent, they should report this using the normal absence procedure. 
 
When providing remote learning during whole bubble isolation, teachers are responsible for: 
 Setting work: 

 Teachers will provide work for their own class. If a whole year group has to isolate, each 
teacher may prepare work and resources for one subject and share it across the year 
group. They can organise this together in a way that works for them both and provides 
consistency across the year group, particularly in literacy and maths. 

 Teachers will provide links to teaching videos and set related 2Do tasks on PurpleMash 
for three subjects per day: maths, literacy or phonics and one other foundation subject. 
For children in EYFS the 2Do tasks will be set using Mini Mash on PurpleMash and learning 
will centre around the EYFS areas of learning rather than curriculum subjects. 

 The work needs to be set and links posted to the class blog on PurpleMash by 9:30am 
each morning. 

 Teachers in years 1 to 6 will also set reading comprehension tasks on Serial Mash (also 
part of PurpleMash) and maths fluency practice on My Maths. 
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 Teachers will run a live morning welcome session each morning at 9:30am, using 
Microsoft Teams, enabling them to check-in with their class each day, run through the 
work that has been set and encourage children to log in. This will last for approximately 
15 minutes. The class TA should also be present in this meeting. The link to this will be 
shared on their class blog. (See more guidance in Appendix C). 

 Any teachers who cannot deliver a live morning session due to having to care for a 
dependent, for example, will not have to do a live morning session and can instead pre-
record their morning session and post a link to it on their class blog. 

 Work that needs to be completed should be set as 2Do tasks on PurpleMash so children 
can ‘hand them in’ online and receive feedback on them. 

 Links to any teaching videos should be shared on the class blog. 
o Maths: White Rose Maths teaching videos may be used for maths input. Alternatively, 

teachers can pre-record and link to their own teaching videos if they wish. (See 
Appendix B for guidance on this). 

o Literacy and one other subject: teachers should make their own daily teaching video 
for literacy/phonics and the other foundation subject that last for approximately 15 
minutes. (See Appendix B for guidance). 

o Reading comprehension tasks will be set using Serial Mash materials on Purple Mash 
and no teaching video is required for this. 

o Maths tasks will be set on My Maths and no teaching video is required for this – 
videos are already available on the My Maths platform. 

 Teachers will be mindful that a significant proportion of pupils (27% in our survey) do not 
have sole access to devices at home when considering the depth and amount of work set. 
(See Appendix B for guidance). 

 
 Providing feedback on work: 

 Pupils will ‘hand in’ completed 2Do tasks on PurpleMash. Pupils can leave a comment or 
a question for their teacher on any work they ‘hand in’. 

 Teachers can leave comments on 2Do tasks that are handed in or acknowledge them with 
an emoji sticker. 

 In line with our feedback policy in school, teachers will not be expected to leave feedback 
on every piece of work that is handed in every day, but will leave feedback as and when 
appropriate and needed ensuring each child does receive some written feedback on work 
they ‘hand in’ over the week. 

 If whole class feedback is appropriate on a given task, this may be given in the morning 
live session or as part of the next teaching video or through comments on the class blog. 

 Teachers can direct TAs to provide feedback on 2Do tasks for a certain group or named 
children, if the TA has the devices at home to be able to do this. 

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

 Teachers will make a short (5 to 10 minutes) phone call home to children in their class to 
check-in on their wellbeing and discuss and encourage participation with online learning 
at some point over the 14 day (typical) isolation period. 

 The call should take place between 10:00 and 16:00, Monday to Friday only. 

 This can be spread over the two-week period to assist with workload, e.g. calling a group 
of children each day. 

 Contact numbers will be shared by the safeguarding team in a password protected 
document. The password will be supplied in a separate email. 

 Teachers will be calling from their homes and must be mindful of not sharing their 
personal details.  
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o Dial the contact number given with 141 or block your number in your phone settings 
before to ensure no personal details shared 

o Speak to parent/carer first to ensure they are there and happy for you to speak to 
their child at that time. 

o Do not share any personal details however please feel you can share what you have 
been doing related to work and missing school etc. 

 Possible guidance for speaking to parents: 
o How is …… getting on? 
o How is she/he getting on with the work? 
o Is she/he there to speak to now? 

 Possible guidance for speaking to children: 
o How are you? 
o How are you getting on with the school work? 
o Can you access online ok? 
o Anything you need help with? 
o Any questions for me? 
o Ask them if they would like another call from you and when/how often that may be 

(only if in a longer lockdown for more than 14 days) 

 Remember no conversation is confidential; teachers should log comments of contact of 
the conversation on the spreadsheet provided by the safeguarding team. 

 Any complaints or concerns shared by either parents or pupil should be handled in the 
usual way; if the class teacher can resolve it, then share with SLT. 

 Any safeguarding concerns should be referred to the safeguarding team using the forms 
in the usual way. If a disclosure is made, call one of the designated safeguarding leads 
straight after the phone call. 

 
 Conducting the daily live morning welcome sessions with parents and children (see Appendix 

C for more guidance on settings): 

 Only conduct these with another member of staff present, typically the class TA. 

 Wear appropriate clothes that would usually be worn in school. 

 Try not to conduct these meetings from a bedroom. 

 Sit in front of a neutral background. 

 Ensure only yourself can be seen and heard in the live stream. 
 
Teaching assistants 
When assisting with remote learning from their home, teaching assistants must be available 
between 9:00 and 15:00. 
 
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 assisting with remote learning, teaching assistants are responsible for: 
 
 Supporting pupils who aren’t in school with learning remotely: 

 Providing written feedback on 2Do tasks in PurpleMash for certain children or groups as 
directed by the class teacher. 

 Setting additional 2Do tasks as part of interventions on PurpleMash if appropriate as 
directed by the class teacher. 

 Keeping a daily register or children who log on for the live morning session each day and 
sharing it with the attendance officer via email every Wednesday so they can follow up 
on children who are not participating. 
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 Keeping a log of children who have not submitted any 2Do tasks on PurpleMash and 
sharing with the class teacher and the safeguarding team on a Wednesday, via email. 

 
 Attending the live morning session with their class teacher: 

 Only conduct these with another member of staff present, typically the class teacher. 

 Wear appropriate clothes that would usually be worn in school. 

 Try not to conduct these meetings from a bedroom. 

 Sit in front of a neutral background. 

 Ensure only yourself can be seen and heard in the live stream 
 
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 feedback from teachers and TAs on 

attendance and work submitted, as well as data available from PurpleMash and My Maths 
showing who has logged in etc. 

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

 Passing on any I.T. issues to the network technician (onsite once per week) 
 
Designated safeguarding leads 
The DSLs and Deputy DSL are responsible for: 
 Responding to concerns raised by teachers and TAs in isolation. 
 Responding to disclosures shared by teachers and TAs in isolation and referring to MASH as 

outlined in the Safeguarding and Child Protection Policy. 
 Informing social workers of any children on their caseload who are in ‘bubbles’ now learning 

remotely. 
 Making a weekly phone call, in addition to the teachers’ phone calls, to any children with social 

workers or who the school otherwise deems vulnerable 
 
Pupils and parents and carers 
Staff can expect pupils learning remotely to: 
 Conduct themselves in the same way we would expect in school. 
 Take part in home learning every day, depending on the devices that they have access to at 

home. 
 Complete as many lessons as they can each day. 
 
Staff can expect parents and carers with children learning remotely to: 
 Support their child with their home learning as much as they are able to. 
 Not share any links to any morning live sessions with anyone else in order that they remain 

secure. 
 Assist their child with logging on at 9:30am, if devices allow, for their live morning welcome 

sessions and maintaining a routine where school work is done during the school day, as far as 
possible. 

 Dressing appropriately if they are attending the live morning session with their child and can 
be seen on the camera. 

 Assist their child with the tasks set and teaching videos available as much as they are able to. 
 Make the school aware if their child is sick or otherwise can’t complete work by informing the 

school office in the usual way. 
 Seek advice from the school if they need it by emailing or calling the school office. 
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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 confident that remote learning systems are appropriately secure, for 

both data protection and safeguarding reasons. 
 
ROLES AND RESPONSIBILITIES: WHEN INDIVIDUAL CHILDREN HAVE TO ISOLATE 
When individual children have to isolate, but the teacher and TA are still in school teaching full 
time, online learning will be adapted to take workload and the time available into consideration. 
Readymade teaching videos and resources will be used to support home learning in this instance. 
 
Setting work 
 The teaching and learning lead will initially set the work for the child. 
 An individual home learning blog will be set up for them on Purple Mash. 
 Links to teaching readymade teaching videos and tasks will be shared on this blog: 

 Maths White Rose Maths teaching videos and tasks will be shared 

 Literacy: links to an Oak National Academy unit that matches that being taught in class 
will be shared 

 One other subject: links to an Oak National Academy unit that matches a subject being 
taught in class will be shared, e.g. RE or history etc. 

 Reading texts and comprehension 2Do tasks will be shared on Purple Mash via Serial 
Mash. 

 
Feedback 
The class teacher and TA will be informed that the individual is learning remotely and will log on 
to PurpleMash at points over the week to provide feedback on work set and set anything additional 
as needed. 
 
PROVISION FOR PUPILS WITH AN EHCP 
The SENCo will meet with the class teacher and TA with the aim of creating an individual timetable 
for the pupil of activities focussed on meeting the outcomes in their plan and ensure the greatest 
continuity of their provision possible. 
 
This might involve video meetings with external agencies such as SALT and STEPS. Additional 
resources may be sent to the child’s home address. 
 
The SENCo will check-in with the child and family, via a phone call, each week while they are in 
isolation. 
 
BEHAVIOUR GUIDANCE 
We want pupils to learn good digital citizenship and explicitly teach them about this, including: 
keeping personal information like passwords safe and being respectful online and offline. 
 
We expect pupils to follow the acceptable use agreements that we put in place each year.  
Teachers and senior leaders will contact parents and carers to discuss any concerns or issues that 
arise. Any pupils who continually ignore guidance from their teacher may, as a last resort, be 
denied access to the learning platform for a period of time. 
 
WHO TO CONTACT 
If staff have any questions or concerns about remote learning, they should contact the following 
individuals: 
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 Issues in setting work and I.T – Claire Lotriet (Acting Co-Head) 
 Issues with behaviour – Acting Co-Heads and Behaviour Lead 
 Issues with their own workload or wellbeing – Acting Co-Heads 
 Concerns about data protection – Judy Gibbons (GDPR) 
 Concerns about safeguarding – Designated Safeguarding Leads and Deputy Designated 

Safeguarding Lead 
 
DATA PROTECTION 
Accessing personal data 
Staff will be unable to access personal data, beyond login information on PurpleMash and My 
Maths, for remote learning purposes. 
 
 If personal data is needed, for example an additional phone number of a child, this should be 

requested from the school office via school email and we will be emailed to them securely. 
 
Processing personal data 
Staff members may need to share their school email address with a parent 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. No other personal data should be 
collected or shared. 
 
Staff are reminded to collect and/or share as little personal data as possible online when deliver 
remote learning. 
 
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) 

 Making sure the device locks if left inactive for a period of time 
 Not sharing the device among family or friends 
 
This is fully outlined in the classroom laptop loan agreement and should be read in conjunction 
with that. 
 
The I.T technician should: 
 Ensure 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 
 Install antivirus and anti-spyware software 
 Keeping operating systems up to date. 
 
SAFEGUARDING 
Safeguarding and promoting the welfare of children is everyone’s responsibility. While delivering 
online learning, staff must follow the principles of the Child Protection and Safeguarding policy as 
well as the Online Safety policy.  
 
If staff have any concerns about a child’s welfare, they should act on them immediately, making 
effective records and seeking advice from the Designated Safeguarding Leads or Deputy 
Designated Safeguarding Lead. 
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Staff in isolation should alert the Designated Safeguarding Leads or Deputy Designated 
Safeguarding Lead. verbally (via phone) to any safeguarding disclosures and the disclosure form 
should be completed by the staff member the disclosure was made to in the same way as the 
safeguarding policy. 
 
The DSLs and deputy DSL will inform social workers when any children on their caseload have to 
learn remotely. 
 
The DSLs will check-in weekly via phone with any children who have social workers or families the 
school deems to be vulnerable. 
 
LINKS WITH OTHER POLICIES 
This policy is linked to our: 
 Positive behaviour policy 
 Child protection policy and coronavirus addendum to our child protection policy 
 Data protection policy and privacy notices 
 Parental code of conduct 
 Online safety and internet acceptable use policies 
 Classroom laptop loan agreement 
 
 
 
 
 

Reviewed Policy agreed: October 2020 

Reviewed Policy shared with staff: October 2020 

Policy to be reviewed again: September 2021 
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Appendix A: recorded lessons vs live lessons 
 
We have chosen to use recorded lessons rather than live lessons. There are advantages and 
disadvantages to both methods but the advantages of recorded lessons outweigh those for live 
lessons. 
 
Advantages of recorded lessons 
 Flexibility: children can access lessons when it is most convenient. Over a quarter of families 

(27%) who responded to our survey shared that their children do not each have sole access to 
their own device. Some families need to share devices and if parents have their own online 
meetings to attend or siblings (who potentially attend different schools) were to have live 
lessons at the same time, they may well clash. 

 Pacing: recorded lessons give children the opportunity to pause the lesson to provide more 
time to complete a task or deal with an interruption. Children re-watch parts of a video to help 
them understand if necessary too. 

 Fewer technical problems: live lessons can be beset with technical problems from broken 
sound to intermittent internet connections. These can be reasons why some peoples aren’t 
able to participate. Recorded lessons are less likely to be affected by such problems. 

 Fewer engagement and behaviour issues: while live lessons can appear initially to be more 
engaging, they are more likely to be longer, making it harder to maintain the attention of all 
pupils and more likely to tempt pupils into unnecessary interaction that could distract them 
from the lesson. 

 Engagement for all: some children are naturally not as willing as others to engage online in 
live lessons due to shyness or embarrassment making it difficult for the lesson to be taught 
and for teachers to assess understanding. 

 Quicker to create: As recorded lessons can be created more quickly, teachers will have more 
time to create other resources and provide feedback to online learning as well as make 
individual calls home. 

 
The main advantage of live lessons is that they may reduce feelings of isolation for children, which 
is why we are committed to a daily live morning session with the class teacher and TA to set up 
the day and phone calls home. 
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Appendix B: effective online lessons 

 
All school staff are aware of the impact of quality teaching and learning on pupil outcomes, 
ensuring that effective strategies are incorporated into lessons delivered within the classroom 
setting. However, these practices can be difficult to maintain in an online setting so it is necessary 
to consider how to adapt and plan learning for this scenario. 
 
Lessons in the classroom involve opportunities for formative assessment, class discussion, partner 
talk and different types of questioning. In an online setting, opportunities to assess pupil 
understanding and engage in meaningful dialogue are limited, so therefore teachers need to plan 
their explanations of the lesson content thoroughly and carefully. 
 
It may be the case that what can be achieved in a classroom lesson may not be the same for an 
online lesson: teachers need to keep the content simple in order for pupils and parents and carers 
to be fully aware of what is expected from them in each lesson. 
 
Areas to consider when planning for online learning include, but are not limited to, the following: 
 Begin each lesson with a review of previous learning – this could be in the form of a quiz, the 

answers to which are given after allowing pupils time to respond. 
 Present new material in small, simple steps and allow pupils time to practise independently 

and revise material for as long as they or their parents feel is necessary. If a lesson is recorded, 
the teacher should instruct pupils to pause the video to answer the question or ask the pupil 
to say it out loud. 

 Where possible, provide pupils with models and worked examples to demonstrate what is 
required of them and how they can achieve it. 

 In the absence of verbal questioning, provide regular opportunities for pupils, and possibly 
their parents if supporting them, to assess understanding through tasks such as incorporating 
mini plenaries; summarising main ideas in one or two sentences (possibly sharing with an adult 
who is with them); completing a quiz and self-marking it and ordering steps in a procedure. 

 When pupils are learning through a screen, it is easy for them to become overly passive. 
Teachers should try to engage pupils by getting them to ‘do something’ in the absence of 
holding up mini whiteboards, raising hands etc. This could involve the teacher asking a 
question with two clear options for answers and then asking the pupil to ‘tell your screen’ – 
this is demonstrated here: https://twitter.com/Layana2406/status/1252942264705392641?s=20  

 Provide scaffolds to support and assist pupils such as modelled examples, word banks, 
templates and checklists. 

 Avoid including unnecessary information: online lessons should be simple to follow and 
shorter than classroom lessons in order to maximise meaningful engagement. 

 Encourage pupils to exert agency (see below) and direct the pacing of the lesson: emphasise 
that pupils can pause, revisit and re-watch the lesson in their own time to help them develop 
and refine their understanding of the lesson content. 

 Some lessons might end with a short quiz providing a simple method for checking pupil 
understanding. This format can be used for maths assignments, comprehension of a topic and 
spelling tests. 2Quiz in PurpleMash can be used to create and set different types of quizzes. 

 
Agency 
Teachers should improve engagement and take advantage of recorded lessons by signalling that 
recorded lessons can be an active experience. The teacher can instruct pupils to pause the video 
and complete the questions displayed. 
 
The teacher can also remind pupils that if they are struggling, they are in charge. They might 
request that a pupils re-watch and explanation or use different resources or watch a different 

https://twitter.com/Layana2406/status/1252942264705392641?s=20
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video for those who are finding it tricky. Pupils should be reminded that they have control over 
the pace of the lesson. 
 
Similarly, teachers may even recommend that if pupils are finding part of the lesson easy, they can 
skip ahead to more advanced work. 
 
Useful phrases for recorded lessons: 
 Pause the video now and complete the task on your own. Press play when you’re done to check 

your work. 
 If you missed some of that, skip back in the video to watch my explanation again. 
 If you’re feeling confident, skip ahead to the next set of questions. 
 If you want to know a bit more about this, there is a bonus video to watch. 
 If you want an extra challenge, pause here and try to answer this. At the end of this video, I’ll 

share the answer with those of you who gave it a try! 
 
Responsive teaching 
Pupils’ completed work will provide information on whether they are learning successfully or 
whether the pace of the lessons needs to be adapted or content needs to be retaught.  
 
Teachers should not assume that pupils will necessarily learn at the same pace as they would 
usually in class. The only evidence a teacher will have of online learning will be the work submitted 
by the pupil. 
 
If signs show that pupils are not learning effectively, the teacher will need to consider the following 
strategies: 
 Adapting a whole lesson and re-teaching aspects to address misconceptions 
 Adapting the start of the next lesson to re-teach material 
 Provide further assignments for more practice 
 Provide different models to improve understanding 
 Address misconceptions as a group in the daily morning live session, where questions can be 

asked to further assess pupils’ understanding. 
 
Tools for recording video lessons 
There are a number of tools available to record online lessons. Initially, teachers are going to use 
Loom.com to do this. However, we will keep this policy under regular review and introduce new 
tools as they are developed.  
 
Teachers should set up a basic Loom account which allows users to record and share up to 25 
videos. There are different options including narrating what is on the screen, such as lesson slides, 
and also annotating the screen to enabling modelling, if needed. There is also the option for the 
teacher to have themselves visible in the corner or not, depending on their preference. 
 
When the video is created, a link to it is automatically generated and this link can be shared on the 
class blog on PurpleMash. 
 
Teachers should ensure the option for people to leave comments and reactions on the video on 
Loom are turned off. 
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Appendix C: running the daily live morning session on Microsoft Teams 

 
From October 2020, all Henwick staff will have access to Office 365 and be able to use Microsoft 
Teams to set up and deliver a daily live session each morning for their class should the whole 
bubble have to isolate. As outlined, teachers and TAs should be present in these sessions so no 
member of staff is ever delivering a live session alone. 
 
The idea behind the daily live session is to act like a register and encourage children to log on with 
their adults at home, provide daily contact with their teacher and TA and allow the teacher to run 
through the day’s lessons ahead and address any issues from previous learning as whole class 
feedback. 
 
 Teacher should set up and save online class meetings in Teams. They should share the link to 

this on their class blog so children and their adults can click on it and join the meeting each 
morning. 

 
 Teachers can give each meeting participant a role that affects what they can see and do when 

joining a meeting. There are three roles: organiser, presenter and attendee. Below are the 
specific capabilities of each role: 

 
 Once meetings are set up roles can be changed and assigned by going into the calendar and 

selecting meeting options. There will be several options as to who can present. Teacher should 
select only me so only they will be able to present and everyone else will join as an attendee. 

 
 To change a participant's role: 

 Open the meeting from your calendar, and then select Meeting Options. 

 Use the Who can present dropdown to choose who you want to give presenter 
permissions to. 


