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Aspiring to be just and kind 

Walking humbly with God 

Growing with every opportunity 

At St. Luke’s we aim to: Develop an ac+ve culture of jus+ce and kindness, where everyone 
(regardless of background) is treated with dignity, respect and warmth. Embed a posi+ve approach 
to behaviour management, which has restora+ve jus+ce at its core and focuses on respect, 
forgiveness, trust and restora+on. 

 Inspire the pupils to make ethical choices and become agents for change both within their own 
context and further afield. 

 Provide an environment where everyone can flourish and have a life enhancing encounter with the 
Chris+an faith and Jesus Christ. 

 Ins+l hearts of compassion which lead to the service of others both within our own context and 
further afield. 

 Provide an excellent, broad-based curriculum that inspires enthusiasm, energy and dedica+on as 
pupils fully engage with learning 

 Provide pupils with a variety of opportuni+es, including spor+ng, musical, ar+s+c, technological 
and cultural ac+vi+es that facilitate spiritual, moral, social and cultural and growth 

 Encourage pupils to grow in the in the ’fruits of the spirit’ (love, joy, peace, pa+ence, kindness, 
goodness, faithfulness, humility, and self-control) 

 Develop a growth mindset, resilience and good mental health and well-being. 
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1. Aims 

This remote learning policy for staff aims to: 

●Ensure consistency in the approach to remote learning for pupils who aren’t in school 

●Set out expecta+ons for all members of the school community with regards to remote learning 

●Provide appropriate guidelines for data protec+on 

Whole class remote learning 

2. Roles and responsibiliIes 

We have tried to include as much detail as possible when explaining the responsibili+es below, if 
situa+ons arise which are not covered by this guidance please raise with your line manager. 

2.1 Teachers 

When providing remote learning, teachers must be available between 8.30 – 15.30   

If you are unable to work for any reason during this +me, for example due to sickness or caring for a 
dependent, you should report this using the normal absence procedure. Please see the staff 
handbook for guidance on this.  

When providing remote learning during a lockdown, teachers are responsible for: 

●SeTng work –  

o Provide work for your class and as needed and agreed other classes within the school.   

o Work that would be covered in a normal school day, 1x maths lesson,  1x handwri+ng 
lesson, 1 x GPS lesson, 1 x Reciprocal reading lesson, and 2 x topic lessons (1 to include 
wri+ng to cover literacy outcomes) - these should reflect all of the founda+on subjects 
in the Na+onal Curriculum.  

o Work will need to be set by or scheduled to be released by 08.50am on the day.  

o Providing a morning registra+on and informa+on session at 9.00am on Google meets 
to take a register and outline work set for the day and answer any ques+ons from 
pupils.  

o There should be at least two ‘live’ lessons per day, a maths lesson to follow on from 
the morning registra+on at 9.00am and a reciprocal reading lesson at a later point in 
the morning for KS1/2. 

o EYFS (nursery) will have 1 phonics ac+vity and 1 maths ac+vity uploaded to the web 
page per day along with selected story videos and extra ac+vi+es to be completed. 

o EYFS (recep+on) will have 1 phonics ac+vity, 1 reading ac+vity, 1 wri+ng ac+vity and 1 
maths ac+vity uploaded to the web page per day, these may follow on from each other 
or use other resources such as YouTube videos for wri+ng s+mulus as well as extra 
ac+vi+es and stories shared. 

o Work should be uploaded to Google classroom for the whole school apart from 
Nursery  which will be on the school website/youtube for EYFS. 

o Coordina+ng with other staff, including those teaching in school, to ensure consistency 
across the year/subject and to make sure pupils with limited access to devices can s+ll 
complete the work and sending paper copies if necessary.  



o Ensuring the work set provides the support and challenge necessary to support all 
children in the class.  

●Providing feedback on work: 

o Completed work from pupils will be submi`ed via Google classroom for KS2 and/or 
class email for KS1 / EYFS. 

o Feedback to pupils will come in the form of, wri`en comments via google classroom, 
scores from mul+ple choice ques+ons and verbal feedback via google meets.  

o Feedback on work should be in line with the schools feedback policy and in the case of 
live lessons on google meet should be ‘live’ and in lesson.  

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

o Contact should be every day via the registra+on mee+ng at 9.00am and live lessons for 
maths and reading. If children are not present then parents should be rang to ascertain 
the reason why they are not – names of students not in the online start of day should 
be given to SLT/office staff to follow up.   

o Emails can also be used for this purpose but emails do not need be answered outside 
of regular working hours.  

o If there are any complaints or concerns shared by parents and pupils please follow the 
applicable school policy– for any safeguarding concerns see the sec+on below. 

o Behavioural issues should be dealt with via the school behaviour policy, failure to 
complete work should be noted and reported to parents. 

●A`ending virtual mee+ngs with staff, parents and pupils: 

o Dress should conform to the staff dress code outlined in the staff handbook.  

o Loca+ons - please avoid areas with background noise and ensure their nothing 
inappropriate in the background if you are holding these at home. Staff should use the 
‘blur background feature on Google Meet to ensure privacy and for their safeguarding.  

o Sessions should be recorded using the ‘record mee+ng’ feature on Google meets.  

There will be an agreed strategy for teachers working at home and working in school, with 
agreement of who will be covering what responsibili+es above during this +me to ensure a fair 
workload and work life/balance.  

2.2 Teaching assistants 

When assis+ng with remote learning, teaching assistants must be available between their normal 
working hours. 

If they’re unable to work for any reason during this +me, for example due to sickness or caring for a 
dependent, they should report this using the normal absence procedure. Please see your staff 
handbook for guidance on this. 

When assis+ng with remote learning, teaching assistants are responsible for: 

●Suppor+ng pupils who aren’t in school with learning remotely:  

o Via google classroom, email feedback and Google meet.  

o Support will be in the form of wri`en feedback and live one to one or small group 
sessions to ensure the pupils can access the learning.  



●A`ending virtual mee+ngs with teachers, parents and pupils: 

o Dress should conform to the staff dress code outlined in the staff handbook.  

o Loca+ons - please avoid areas with background noise and ensure there is nothing 
inappropriate in the background if you are holding these at home. Staff should use the 
‘blur background feature on Google Meet to ensure privacy and for their safeguarding.   

o Sessions should be recorded using the ‘record mee+ng’ feature on Google meets.  

There will be an agreed strategy for teaching assistants working at home and working within 
school, with agreement of who will be covering what responsibili+es above during this +me to 
ensure a fair workload and work life/balance.  

2.3 Subject leads 

Alongside their teaching responsibili+es, 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 though regular mee+ngs with 
teachers or by reviewing work set 

●Aler+ng teachers to resources they can use to teach their subject remotely 

2.4 Senior leaders 

Alongside any teaching responsibili+es, senior leaders are responsible for: 

●Co-ordina+ng the remote learning approach across the school 

●Monitoring the effec+veness of remote learning – through regular mee+ngs 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 protec+on and safeguarding 
considera+ons 

2.5 Designated safeguarding lead 

The DSL is responsible for: Safeguarding inline with the 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 protec+on breaches to 
the data protec+on officer 

●Assis+ng pupils and parents with accessing the internet or devices 



2.7 Pupils and parents 

Staff can expect pupils learning remotely to: 

●Be contactable during the school day 

●A`end the 9.00am registra+on mee+ng for their class.  

●Complete work to the deadline set by teachers 

●Seek help if they need it, from teachers or teaching assistants 

●Alert teachers if they’re not able to complete work 

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 respechul when making any complaints or concerns known to staff 

2.8 Governing board 

The governing board is responsible for: 

●Monitoring the school’s approach to providing remote learning to ensure educa+on remains as 
high quality as possible 

●Ensuring that staff are certain that remote learning systems are appropriately secure, for both 
data protec+on and safeguarding reasons 

Individual Child/group remote learning 

3. Roles and responsibiliIes 

We have tried to include as much detail as possible when explaining the responsibili+es below, if 
situa+ons arise which are not covered by this guidance please raise with your line manager. 

3.1 Teachers 

When providing remote learning,  to an individual child or group of children who are isola+ng  or 
absent from school due to COVID related reasons we will endeavour to provide a copy of the work 
they would normally be studying in class or online work related to this. 

When providing remote learning, to a group  or individual child teachers are responsible for: 

●SeTng work –  

o Provide copies of the work that the class the child is in are covering in that school day, 
1x maths lesson,  1x handwri+ng lesson, 1 x GPS lesson, 1 x Reciprocal reading lesson, 
and 2 x topic lessons or equivalent thereof.  

o Work will need to be set by or scheduled to be released by 10.00am on the day.  

o There will be no live lessons as the teacher will be teaching the rest of the class  
present in School. 

o EYFS will have online tasks set appropriate for their age and stage of learning. 

o Work should be set on Google classroom . 



o Coordina+ng with other staff, including those teaching in school, to ensure consistency 
across the year/subject and to make sure pupils with limited access to devices can s+ll 
complete the work and sending paper copies if necessary.  

●Providing feedback on work: 

o Completed work from pupils will be submi`ed via Google classroom for KS2 and/or 
class email for EYFS. 

o Feedback to pupils will come in the form of wri`en comments via google classroom. 

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

o If children are not present in school then parents should be rang to ascertain the 
reason why they are not – names of students not in school at the start of day should 
be given to SLT/office staff to follow up.   

o Emails can also be used for this purpose but emails do not need to be answered 
outside of regular working hours.  

o If there are any complaints or concerns shared by parents and pupils please follow the 
applicable school policy– for any safeguarding concerns see the sec+on below. 

o Failure to complete work should be noted and reported to parents. 

There will be an agreed strategy for teachers working at home and working in school, with 
agreement of who will be covering what responsibili+es above during this +me to ensure a fair 
workload and work life/balance.  

3.2 Teaching assistants 

When assis+ng with remote learning, of an individual child or a group teaching assistants must be 
available between their normal working hours. 

If they’re unable to work for any reason during this +me, for example due to sickness or caring for a 
dependent, they should report this using the normal absence procedure. Please see your staff 
handbook for guidance on this. 

When assis+ng with remote learning, teaching assistants  may be responsible for: 

●Suppor+ng pupils who aren’t in school with learning remotely:  

o Via google classroom and Google meet.  

o Support will be in the form of wri`en feedback or live one to one or small group 
sessions to ensure the pupils can access the learning.  

●A`ending virtual mee+ngs with teachers, parents and pupils: 

o Dress should conform to the staff dress code outlined in the staff handbook.  

o Loca+ons - please avoid areas with background noise and ensure their nothing 
inappropriate in the background if you are holding these at home.  

o Sessions should be recorded using the ‘record mee+ng’ feature on Google meets.  

There will be an agreed strategy for teaching assistants working at home and working within 
school, with agreement of who will be covering what responsibili+es above during this +me to 
ensure a fair workload and work life/balance.  

3.3 Subject leads 



Alongside their teaching responsibili+es, 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 such as through regular mee+ngs 
with teachers or by reviewing work set 

●Aler+ng teachers to resources they can use to teach their subject remotely 

3.4 Senior leaders 

Alongside any teaching responsibili+es, senior leaders are responsible for: 

●Co-ordina+ng the remote learning approach across the school 

●Monitoring the effec+veness of remote learning – through regular mee+ngs 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 protec+on and safeguarding 
considera+ons 

3.5 Designated safeguarding lead 

The DSL is responsible for: 

Safeguarding inline with the school safeguarding policy.  

3.6 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 protec+on breaches to 
the data protec+on officer 

●Assis+ng pupils and parents with accessing the internet or devices 

3.7 Pupils and parents 

Staff can expect pupils learning remotely to: 

●Be contactable during the school day 

●Complete work to the deadline set by teachers 

●Alert teachers if they’re not able to complete work 

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 respechul when making any complaints or concerns known to staff 

3.8 Governing board 

The governing board is responsible for: 

●Monitoring the school’s approach to providing remote learning to ensure educa+on remains as 
high quality as possible 

●Ensuring that staff are certain that remote learning systems are appropriately secure, for both 
data protec+on and safeguarding reasons 

4. Who to contact 

If staff have any ques+ons or concerns about remote learning, they should contact the following 
individuals: 

● Issues in seTng work – talk to the relevant subject lead or SENCO 

● Issues with behaviour – talk to the relevant head of phase or SENCO 

● Issues with IT – log on adept issue tracker talk to Senior Leadership Team (SLT).  

● Issues with their own workload or wellbeing – talk to their line manager 

●Concerns about data protec+on – talk to the data protec+on officer 

●Concerns about safeguarding – talk to the DSL or deputy (See Staff handbook for more detail on 
this) 

5. Data protecIon 

5.1 Accessing personal data 

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

●Access the data via google drive – NO personal data should be stored on removable media.  

●Only use school issued Chromebooks or laptops to access the data – personal devices should not 
be used for this purpose unless they are managed by the school.  

5.2 Processing personal data 

Staff members may need to collect and/or share personal data such as email addresses and mobile 
phone numbers as part of the remote learning system. As long as this processing is necessary for 
the school’s official func+ons, individuals won’t need to give permission for this to happen. 

However, staff are reminded to collect and/or share as li`le personal data as possible online. 

5.3 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 
combina+on of upper and lower-case le`ers, 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 a`aching it to a new device 

●Making sure the device locks if lej inac+ve for a period of +me 

●Not sharing the device among family or friends 

● Installing an+virus and an+-spyware sojware 

●Keeping opera+ng systems up to date – always install the latest updates 

6. Safeguarding 

Please see the sec+on in the staff handbook and the school safeguarding policy.  

7. Monitoring arrangements 

This policy will be reviewed yearly by the Senior Leadership team at every review, it will be 
approved by the head teacher or governors. 

8. Links with other policies 

This policy is linked to our: 

●Behaviour policy 

●Child protec+on policy  

●Data protec+on policy and privacy no+ces 

●Home-school agreement 

● ICT and internet acceptable use policy 

●Online safety policy 
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