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1.  AIMS: 
 This remote learning procedure for staff aims to: 

 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 

 
2. ROLES AND RESPONSIBILITIES: 
 
 2.1  Teachers 
 When providing remote learning, teachers must be available between 8.30 am and the end of the 

normal school day.  If they are 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 providing remote learning, teachers are responsible for: 

 Setting work 
 Delivering lessons through Microsoft Teams 
 Supporting Directors of Learning, 2 I/Cs and Phase Leads with providing work to support 

virtual lessons 
 Support with work being uploaded on the appropriate area 
 Support with co-ordinating with all members of their department or phase 
 Reporting any safeguarding concerns immediately to the safeguarding team 
 Awarding A-Logs to pupils for good work, effort and contributions 
 

 Providing feedback on work: 
 Regular verbal feedback to pupils during lessons through Microsoft Teams 
 Secondary Teachers will provide written feedback every 8 sequential lessons and evidence 

should be kept 
 Primary teachers will provide feedback on Purple Mash work daily 

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

 Heads of Year, Phase Leads, Year Support, TAs, SEND Team, FLO and the Safeguarding Team 
to make regular contact via email or telephone conversations  

 Emails and Microsoft Teams are the main form of communication between staff, pupils and 
parents 

 
 2.2 Teaching assistants 
 When assisting with remote learning, teaching assistants must be available during their normal 

school day.  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 staff in regard to: 
 Which pupils they’ll need to support 
 Discussing how they should provide support 
 Should be available to attend virtual meetings with teachers and pupils 

 
 2.3 Directors of Learning, Phase Leads, 2 I/Cs and SENCO 
 Alongside their teaching responsibilities, leaders are responsible for: 

 Considering whether, as a last resort, 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, phase 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 – explain how they’ll do this, 
such as through regular meetings with teachers or by reviewing work set 

 Alerting teachers to resources they can use to teach their subject remotely 
 
 2.4 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  
 Monitoring the security of remote learning systems, including data protection and 

safeguarding considerations 
 Keeping in regular contact  through Year Teams with the school community 
 Monitoring the health and wellbeing of pupils through Year Teams 
 Monitoring the health and well-being of staff and adapting working practices as needed 

 
 2.5 Designated safeguarding lead 
 The DSL is responsible for leading and managing all aspects of Safeguarding and implementing the 

Safeguarding and Child Protection Policies, including the COVID addendum. 
 
 2.6 IT staff 
 IT staff are responsible for: 

 Liaising with Capita Line Management and the School’s Senior Leadership Team 
 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 

 
 2.7 Pupils and parents 
 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 

 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 – if you know of any resources staff should point 

parents towards if they’re struggling 
 Be respectful 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 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. WHO TO CONTACT: 
 If staff have any questions or concerns about remote learning, they should contact the following 

individuals: 
 Issues with setting work – SLT, Directors of Learning, Phase Leads and 2 I/Cs 
 Issues with behaviour – Head of Year and Phase Lead 
 Issues with IT – IT staff 
 Concerns about Safeguarding – Designated Safeguarding Lead 

 
4. WORKING FROM HOME:  

The Headteacher is responsible for ensuring that working from home is applied consistently across the 
school.  

 4.1 Circumstances when staff may work from home 
 Staff may work home if they are: 

 Doing flexible working – see also section 8 
 Following clinical and/or public health advice 
Where staff are unsure about whether they can or should work from home, they must speak to 
the Headteacher. If a staff member is unable to work for any reason when they would be working 
from home, for example due to sickness or caring for a dependent, they will report this using the 
school’s normal absence procedure. 
 

 4.2 Working hours 
When working from home, staff are expected to be available as per their usual contractual hours. 
Our policy on flexible working continues to apply where staff are working flexible hours from 
home. 
 

 4.3 Duties 
Wherever possible, staff working from home will carry out their normal duties in line with their job 
description/contract of employment, with adaptations where necessary. Any adaptations will 
follow school practice or otherwise be agreed with the Headteacher. 
 
Where it is not possible for a staff member to carry out some or all of their normal duties from 
home, their line manager of the Headteacher will discuss and agree alternative arrangements with 
the individual concerned. 
 
Where staff are unsure about what work they should be carrying out while working from home, 
they will speak to their line manager or the Headteacher. 
 

 4.4 Confidentiality  
When working from home, all staff should ensure they are conscious of what is in their 
background in their home, to ensure that these are suitable, and will not identify any personal 
details.  The normal staff code of conduct would apply with regards to appropriate dress when on 
teams.  Please also ensure you are aware of others working from home around you, not having 
access to your lessons or data.   

 
 4.4 IT Support 

If staff are having issues with technical equipment while working from home, they should contact: 
 IT Support 
 Assistant Headteacher (Progression and External Links) 
 Head of School 

 
 
 



 4.5 Workstation safety 
St George’s recommends that staff set up an appropriate space for working at home so they do 
not cause physical injury to themselves. Where possible, it recommends that staff aim to:  
 Sit upright at a table/desk, on a chair  
 Raise their laptop/tablet (e.g. using books or a stand) 
 Use a separate keyboard and mouse 
 Have appropriate lighting near to the workstation  

 
5. MONITORING ARRANGEMENTS: 

5.1 Primary 
 Primary staff are using a blended learning approach with staff teaching Key Worker and 

Vulnerable Pupils who are in school as well remote learning with those from home. As such the 
following monitoring will take place: 
 Lesson Observations will take place as lesson visit, time has been reduced and feedback will 

be has met the required standard or has not met the required standard with areas for 
development identified 

 Typicality Walks will take place as standard practice as pupils are present in classes 
 Work scrutinies will take place as standard practice on pupils who are still in school. 
 Live lessons will be monitored by Phase Leads to check for progress and feedback via Purple 

Mash 
 

5.2 Secondary 
 As Key Worker and Vulnerable Pupils are within ‘pods’, they are accessing live lessons from their 

class teachers. We are therefore implementing online learning only. As such the following 
monitoring will take place: 
 Lesson Observations will take place as lesson visit virtually on staff who volunteer, time has 

been reduced and feedback will be has met the required standard or has not met the 
required standard with areas for development identified 

 Typicality Walks will take place virtually by Directors of Learning. 
 Work scrutinies will take place by Directors of Learning and this monitoring is supportive to 

ensure pupils are receiving adequate feedback.  
 Staff working from home will additionally have members of the Teaching and Learning Team 

added to their classes to allow for additional monitoring 
 
6. WELLBEING SUPPORT: 

If staff are struggling with their wellbeing then they should communicate with their line manager, the 
Personal Development Manager or the Headteacher if their wellbeing is being affected. To support the 
wellbeing of staff in school they have been provided:  
 One room to avoid unnecessary movement to ease anxiety and stress  
 A breakfast, if they wish, at the start of each day  
 Full access to online courses and external support 
 The Personal Development Manager sends out weekly links and advice to help staff 

 

7. SAFEGUARDING: 
Where staff are interacting online with pupils while working from home, they will continue to follow 
our existing staff behaviour policy, code of conduct, IT acceptable use policy and child protection 
policy, and to immediately report any concerns they may have.   

Please also see our Remote Learning Information document. 

 

8. DATA PROTECTION:  



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 
 The school has installed anti-virus and anti-spyware software 
 Keeping operating systems up to date – always install the latest updates 
 Any external hard drives or memory sticks should be encrypted 

 
Please refer to our Data Protection policy, found on the website 

 
9. LINKS TO POLICIES  

This information links to the following policies:  
 Staff wellbeing policy 
 Child protection policy 
 ICT acceptable use policy 
 Data protection policy and privacy notices 
 Staff code of conduct/behaviour policy 


