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‘Aim high and smile’ 
 

 

 

 

 

 

 

 

 

 

 
 
 
 

  

 
We are committed to safeguarding and ensuring the health, 
safety and well-being of all children in accordance with 
safeguarding procedures and guidance for staff outlined in 
the school’s Health and Safety, Child Protection, Security 
and Safeguarding policies. 
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Aims  

Remote education (DFE Expectations): 

Where needed, this is high-quality, safe and aligns as closely as possible with in-school provision: 
schools and other settings continue to build their capability to educate children remotely, where 
this is needed. 
Develop remote education so that it is integrated into school curriculum planning. Remote 
education may need to be an essential component in the delivery of the school curriculum for 
some children, alongside classroom teaching, or in the case of a local lockdown. 
All schools are therefore expected to plan to ensure any children educated at home for some of 
the time are given the support they need to master the curriculum and so make good progress. 

Our aim is to provide a high quality education for all of our children. Currently, there are a number of 
challenges which could affect the ability of the school to fulfil this aim and it is important we plan and 
prepare for scenarios in which children may not be able to attend school due to coronavirus (COVID-19). 
This includes where a class, group or small number of children need to self-isolate, or restrictions 
require children to remain at home. In such situations we are required to provide immediate access to 
high quality remote learning in line with our school curriculum. We also must ensure we continue to 
fulfil our duty of care to the whole school community. 

This remote learning policy aims to: 

 Ensure consistency in the approach to remote learning for children who are not in school 

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

 Provide appropriate guidelines for data protection 

 Ensure children unable to attend school remain fully included within the school community  

 Continue to ensure that every child receives the best education the school can provide them 

 Ensure that remote education is integrated into the curriculum so it is an essential part of the 
school curriculum, alongside classroom teaching, or in the case of a local lockdown 

 Ensure provision is in place so that all children have access to high quality learning resources 

 Protect children from the risks associated with using devices connected to the internet  

 Ensure staff, Parent/Carers, and pupil data remains secure and is not lost or misused. (Please 
refer to Work Out Of School Policy 2020) 

 Ensure robust safeguarding measures continue to be in effect during the period of remote 
learning. (Please refer to Safeguarding Policy and Safeguarding Addendum)  
 

Challenges 

During the on-going pandemic, the school will face a number of challenges: 

 The school, or part of the school, may have to close following direction from PHE and/or Local 
Authority (LA) 

 Some staff, children or their families may experience serious illness and/or bereavement 

 The education of children will be affected because the impact of staff absence or their own 
family circumstances where children have to self-isolate 
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 The school will lose income from breakfast club, extra- curricular clubs and PTA fundraising 
activities  

 The school continues to incur additional costs e.g. supply cover and cleaning costs 

 The school continues to have logistical challenges due to staff having to remain in bubbles 

In line with our vision, ‘Aim High and Smile’ we need to continue to offer high quality, purposeful 
learning for our children whether through face-to-face teaching or remote learning. 

We have an amazing staff team who have already demonstrated their ability to rise to the challenge of 
working in such difficult circumstances and it has been extremely helpful that staff have continued to 
work flexibly. Working flexibly can mean: 

 Working in or for different year groups 

 Working outside of the usual pattern of working for example during holidays and planned INSET 
days (in agreement with individuals)  

 Supporting other staff who are struggling or have family/friend care needs 

 Working at home if ‘fit to work’ but unable to come into school e.g. in isolation 

Possible Blended Learning Scenarios 

 Children not returning to school (indefinite) 

 Individuals/small groups isolating (up to 2 weeks) 

 Bubble closure (class or year group) due to single case (up to 2 weeks) 

 School closure due to in-school outbreak (up to 2 weeks) 

 School closure due to local or National lockdown (weeks/months) 

Preparing for Blended Learning 

All teachers /support staff must ensure that they: 

 Feel confident in using technology required to work and teach remotely 

 Ensure the school and SLT have their latest emergency contact and next of kin details; please 
check this with School Office 

 Prepare lessons that can be quickly adapted and uploaded for home learning by, for example, 
including additional instructions/video links 

 Upskill children on how to access Seesaw by familiarising them with how it works when in school 
in preparation for using at home 

 Ensure that all subjects are timetabled for children to complete each week. (See example lesson 
timetable – Appendix 1) 

 Ensure that all work is carefully chosen, age appropriate and accompanied by questions that link 
to key skills 

 Identify children in their class who do not have digital access 

 Ensure they can access their school email, school ping and Seesaw from home  

 Know how to upload shared materials onto Seesaw and can use Microsoft Teams/Zoom for 
virtual meetings 

 Upload all year group planning (including previous years) on to the One Drive 
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 Know how to respond to children’s work on Seesaw and comply with General Data Protection 
Regulations (GDPR) 

 Continuously refine our online provision 

 Ensure online learning tools can be used to further develop high quality provision 

 Speak to SLT if they require any IT equipment (iPad, laptop, etc.) to use at home for preparing 
resources, responding to emails or undertaking any other tasks set by the Head Teacher 

 Ensure that when contacting families by phone, their number is withheld 

 Send emails via the office rather than directly to parents 

 Have a template letter ready in preparation for closure (See COVID Handbook)  

 

School Closure (whole school closure) or Partial Closing (class, year group or 
site) 

Prior to closure: 

All staff: 

 Ensure that they remain up to date with the COVID-19 risk assessment, which is regularly 
reviewed and updated   

 Ensure that you know who to contact re information required, by referring to the roles and 
responsibilities for all staff. This is extremely important to enable effective communication and 
support staff wellbeing 

 Check you have access to your email account, Seesaw and School Ping 

 Be familiar with closure procedures 

 Take everything that is needed to work from home 

 If not in school when an imminent closure is announced, staff will need to come into school to 
collect personal items or work to do at home 

Office staff 

 Be aware of their individual roles and responsibilities in the event of a closure  

 Inform all staff of admin roles and responsibilities detailed in this document 

 Text/Email parents (and governors) to inform them that the school will close 

 Update website to say that the school will be closed 

 Inform Caterlink, Breakfast Club and Pioneer Childcare 

 Remind parents that children will be moving to remote learning on Seesaw 

 Remind parents that children will be bringing home any personal belongings  

 Remind parents to collect any medicines/inhalers 

 To recirculate online safety information for children 

 Collate and refine the list of Vulnerable and Key Worker families and inform SLT and class 
teachers of any changes 

 Put all lost property on the playground and PING parent/carers to this effect 

 Send home medicines 

 Cancel milk orders 

 Contact Caterlink regarding reduced numbers/closure 

 Contact regular visitors, e.g. EMAS, violin teacher 
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 Check school calendar and notify any visitors due that school is closing and make alternative 
arrangements 

 Publish helpful materials for families on our website as per last lockdown (check historical 
PINGS) 

 Provide FSM vouchers where necessary  

 Provide indirect support e.g. via wellbeing information (check historical PINGS) 

Teachers: 

 Meet with Learning Support Staff (LSS: TAs, INAs, Inclusion Key Workers and HLTAs) and agree 
what they can do at home e.g. preparing resources, contacting children and offering feedback 
on Seesaw or via telephone 

 Send home all personal belonging, coats, lunchboxes, water bottles, book bags etc. (A deep 
clean may be required and rooms need to be as clear as possible to allow this to happen) 

 Teachers/LSS to photocopy resources pack to be sent home. Resource packs to be sent home to 
support distanced learning, including worksheets/printouts for those not able to access online 
digital learning (exercise books, pens, pencils, glue stick, ruler, etc.) 

 Resend Seesaw and Reading Eggs codes via School Ping 

Year Group Leaders will: 

 Monitor learning that is being sent home via Seesaw to check quality, expectations, accuracy, 
breadth/cross-curricular elements, punctuality and appropriateness 

 Monitor feedback  

 Ensure consistency across the year group and across sites 

 Share and discuss strengths/issues within the year group 

 Share unresolved issues with SLT 

Heads of School will: 

 Create and share a rota for all staff 

 Record a reassuring, informative message for children and families 

 Ensure suitably trained first aiders and staff are onsite as needed  

 Record weekly assemblies and story activities 

 Reinstate monitoring support system to contact and support vulnerable children and families 

All SLT and admin need to ensure they have access to and can use the following: 

 Website – must be updated with opening/closure information as necessary 

 Staff contact list 

 Email 

 Office Admin Staff Roles & Responsibilities list (Appendix 2) 

 Outlook/One drive/School drives 

Home Learning Tech Champions will: 

 Ensure vulnerable children who do not have the access to appropriate technology are loaned a 
Chromebook or given a PC 

 



 
 
 

P a g e  | 6 

SENCO: 

 Check list of contacts on vulnerable register and ensure up to date contact numbers 

 Inform the social workers of all looked after, CIN, CP children or other children with attached 
social workers 

 Complete the screening tool for children with EHCPs to determine if a risk assessment is needed 
in liaison with parents 

 Ensure that for children with attached social workers, the linked DSL oversees weekly 
monitoring of the child’s well-being in liaison with the allocated social worker 

Communication During Partial or Full Closure 

Communication will remain key during an extended period of closure. Regular and effective 
communication will both, support staff wellbeing and aid the efficient running of the organization.  

 SLT and year groups will have weekly meetings via Teams/Zoom/WhatsApp 

 SLT will send out staff updates to keep everyone informed of developments 

 SLT to keep Governors, parents and all other stakeholders informed 

 Updates or communications from the LA, DfE or PHE will be passed on to staff via email/Ping as 
and when appropriate 

 Year group leads to have weekly meetings with HLTAs and when beneficial this will include TAs 
and INAs. (See lockdown timetable – Appendix 3) 

 All staff to be proactive in seeking out necessary information and reading communications 
thoroughly 

 Office staff will monitor emails and log any cases of COVID-19 amongst children, staff and 
families and notify SLT 

 All staff need to be contactable during working hours unless they are unwell 

 Adhere to working hours for communication in non-emergency situation 

Working Remotely 
 
Staff who are fit to work need to be aware that if the school is closed/partially closed or they have been 
asked to isolate, they will still be expected to work their contracted working hours.  
 
Teachers will need to ensure they balance remote learning with planning, preparation and assessment 
whilst also keeping up to date with regular communications and attending virtual meetings.   
 
Admin/Office staff need to continue to work remotely to ensure the smooth operation of the usual 
school business. This will be coordinated by the School Office and School Business Manager. 
 
In the event that staff need to be in school to work when they are not on the Vulnerable Children/Key 
Worker rota, they should ensure that they adhere to all agreed safety protocols whilst on the school 
premises. This must be agreed with Heads of School beforehand. 
 
Staff phone numbers: We would encourage staff to stay in touch with one another between meeting 
times during an extended school closure.    
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Email: Staff should check their email daily on normal working days. Read and act on any 
communications or updates in a timely manner. 
 
CPOMs: Staff should check CPOMs daily for notifications and log any contact with families/ children, in a 
timely manner, ensuring SLT and any other necessary staff are alerted. 
 
Learning and class support expectations: 

 Plan and prepare work in liaison with your Year Group (YG) team and ensure it is uploaded for 
the week, ensuring consistency of provision across the year group 

 All remote/online learning needs to adhere to the agreed expectations 

 Assemblies/stories to be placed on Seesaw each week as agreed within your YG teams 

 Complete feedback/assessment in line with agreed expectations 

 Teachers to update Seesaw engagement spreadsheet every Friday 

 Archive work that is more than 2 weeks old 

 For children who work with EMAS, key work should be sent to Meetajohnson@brighton-
hove.gov.uk who will forward to the correct bilingual assistant. This assistant will then phone 
the family and work with the child for the same amount of time that they would normally spend 
with them in school 

 Record video sessions of class teacher to whole class once per week on Seesaw 

 All work that children have put effort into should be responded to using the mark scheme. This 
should be a mix of audio/video and written feedback with a positive comment and a next step. 
Heart sign etc., should be used in a limited way 

 Teachers to make daily contact with children via Zoom in ten-minute time slots, i.e. in six groups 
of 5 over an hour (see Appendix 4). (Before closure or during the first two days of closure, 
teachers will need to send a Ping to parents letting them know what time their child’s daily 
Zoom meeting will take place.) INAs and TAs to attend daily meetings. INAs to support their 
allocated children following meetings and discuss communication with class teacher. TAs to 
contact individuals and groups if required as directed by class teachers 

 
Staff Communication: 

 Teachers attend weekly year group meetings (virtual) 

 LSS attend weekly meetings with Year Group Leads (virtual) 

 LSS attend weekly meetings with class teachers (in addition to further conversation where 
necessary) 

 SLT to hold weekly meetings (virtual) 

 Head Teacher and Heads of School to be in daily communication 
 
GDPR requirements: 

 Staff to follow the ‘Data At Home’ guidance 

 Staff to discuss any concerns with SLT immediately 
 
Working at home: 

 Staff to follow the ‘Work Setting’ guidance  

 Staff to read and complete the risk assessment for working at home 
 
 
 

mailto:Meetajohnson@brighton-hove.gov.uk
mailto:Meetajohnson@brighton-hove.gov.uk
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Professional Development: 
If the school is closed for an extended period, then staff may have more time for professional 
development. If this situation occurs: 

 Senior leaders may direct subject leaders and other staff to distribute material to read or 
websites to look up 

 This could include research documents, school policies to read and review, etc.  

 It may also be possible to do online training courses or research projects  
 
 

Safeguarding and wellbeing 

 Staff to follow the safeguarding policy and addendum 

 Staff to be alert to signs of poor welfare, poor mental health or neglect that may escalate during 
additional closures in children and logged on CPOMS and all DSLs are notified as per our usual 
protocol  

 Safer recruitment – all checks conducted as usual. Interviews will take place online via 
Zoom/Teams  

 DSL to liaise closely with social services and other outside agencies in cases where children have 
social services involvement 

 Contact with all children/families must be logged on CPOMS 

 Where contact has not been made despite the teachers best efforts this must be logged on 
CPOMS and reported to SLT who will follow this up 

 Referrals to other agencies made as necessary 

 At least one DSL will be available at all times. If a DSL is ill or unavailable, SLT must ensure staff 
know who to contact with regard to safeguarding concerns during their period of absence 

Attendance – children 

 Children of critical workers, vulnerable children and those with an EHCP should be taught in 
school where possible and with parents’ agreement 

 The SENCO will complete the screening tool to determine if a risk assessment is needed in 
liaison with parents if the child is not to attend the school 

 DfE guidance will be followed for recording and coding attendance/absence during the outbreak 

Reporting Sickness – staff 

 If the school is closed and/or the year group is in isolation, staff still need to report if they are ill 
(and therefore unable to work at home) for planning and insurance purposes. Please use the 
absence protocol as usual  

 Likewise, staff should report whether they are unable to work because of dependency reasons 
e.g. childcare and/or looking after a sick household member 
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Preparing for returning to School 

When re-opening school staff need to: 

 Be aware some staff, children and families may be suffering loss. Teachers, in liaison with 
Inclusion staff, will need to consider provision for these children on return to school carefully 
(bereavement training has been provided for staff) 

 Be aware that in order to support children who have experienced disruption to their learning, 
non-essential activities and time out of class (e.g. subject leader time) may be cancelled 
temporarily to ensure a focus on quality first teaching. Support staff may also be reallocated to 
focus on running interventions or catch up sessions for those who need additional support. 

 Be mindful of any children who may need additional nurture and provision from our Inclusion 
Key Workers and Inclusion staff 

 Take every opportunity to support development of reading, writing, phonics/spelling and 
number in order to ensure children do not fall behind age-related expectations 

 Be prepared to revisit prior learning – particularly that provided during closure – and address 
any gaps in learning or misconceptions 

 Remind children of the routines in school including those related to good hygiene practices and 
the safety protocols 

 Be alert to any possible safeguarding concerns disclosed by children on return to school 

 Be aware that every effort will be needed to provide emotional, mental health and wellbeing 
support for all members of the school community who have been ill or in isolation 

 SLT to update staff individual risk assessment for extremely clinical vulnerable/clinically 

vulnerable/or live with either 
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Appendix 1: Home Learning Timetable Exemplar 

 

 

 



 
 
 

P a g e  | 11 

 

Appendix 2 – Office Admin Staff Roles and Responsibilities 
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Appendix 3: Lockdown Timetable Exemplar 

  

 

 

 



 
 
 

P a g e  | 13 

Appendix 4: Full or Partial Closure Daily Meeting Timetable 

 


