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Honington CEVCP School 

Vision and Ethos: 

Policy and Procedures Strategy 

 

Our vision is underpinned by two key phrases:  

‘Aspiration for All’ and ‘Live life in all its fullness’ (John 10:10) 

At Honington CEVCP School we are committed to our ethos as a warm, welcoming, 

nurturing school where we recognise and develop the unique gifts and personal qualities of 

all. 

We offer a Christian approach to learning which is underpinned by our motto, ‘Aspiration for 

All,’ and, from the Bible, ‘Live life in all its fullness.’ (John 10:10) 

We aim to provide an excellent education for everyone, so that all pupils will flourish in 

childhood and on into adolescence and adulthood. 

We aim to equip all members of our school community with the knowledge, skills, personal 

resilience, creativity, emotional intelligence and social skills that give them every opportunity 

to experience lifelong success and happiness. 

We believe it is important that we devise and approve Policy and Procedure documents 

with these key aims at the forefront of our minds. Therefore, all such documents will be 

prefaced by this statement.  
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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 expectations for all members of the school community with regards to remote learning 

 Provide appropriate guidelines for data protection 

2. Roles and responsibilities 

 Senior Leadership Team (Faculty Leaders) - to ensure coverage of all subject areas.  

 Class teachers – responsible for year group provisions.  

 SENDCo – responsible for ensuring SEND pupils are appropriately provided for and EHCPs are followed  

 Learning mentor – providing pastoral support remotely  

 Teaching Assistants – supporting class teacher with year group provisions 

2.1 Teachers 

When providing remote learning, during class/bubble closure teachers must be available during the school day (8:30 – 
3:45) 

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. (See staff handbook)  

When providing remote learning, teachers are responsible for: 

 Setting work: 

 Class teachers will set work daily for their own class and any other classes they have a teaching 
responsibility for. HLTAs responsible for planning for classes will set work on the day they provide cover.  

 Maths and English (including phonics) should be set daily. All other subjects should be covered as per the 
class long term year plan; this may need to be adapted for remote learning.  

 Work must be uploaded by 9am each morning 

 Work should be uploaded using the Portfolio function on Class Dojo. Additional information can be 
uploaded using class story. The portfolio function allows for individual work to be set for individual 
children and this must be taken into account when setting work for pupils with SEND or those who require 
differentiated tasks.  
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 Ensure pupils with no or limited internet access have appropriate provision made to ensure they can 
complete the set work also.  

 Daily provision needs to include recorded lessons across the curriculum. This can be a mix of pre-recorded 
videos of yourself teaching and use of the Oak National Academy or other appropriate resources.  

 

 Providing feedback on work  

 Completed work will be uploaded to pupils own portfolio pages. Class teachers receive notifications 
when work is received.  

 Class teachers can either approve the work submitted or return it as a draft for pupils to correct or 
improve. Comments should be added, where appropriate, and this feedback can be both celebratory 
and also provide guidance on corrections or misconceptions to be addressed.  

 Feedback, as far as possible, needs to be completed on the same day as work set in order to allow for 
progression in learning  

 Class mark sheets will be used for work set, where appropriate. Class teachers to make a professional 
judgment on whether work submitted shows sufficient level of independence to inform class 
assessment.  

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

 Class teachers will make contact with parents via class dojo in the first instance and this will remain the 
main medium for communication. Telephone calls and Team video calling will be used for those 
struggling to complete learning remotely as a support tool for both pupils and parents. A parent must 
be present in either of these and the record tool used on Teams video calls. In the event of a local or 
national lockdown Teams video calling to be offered to all families to aid and support remotely learning.  

 Communication from parents/carers needs only to be responded to during reasonable working hours. 
Quiet hours are set on Class Dojo and parents are aware that questions and messages sent during these 
hours may not be answered until the next working day.  

 Complaints from pupils or parents/carers should be handled in the usual way. Support can be received 
from SLT and the school’s complaints procedure will be followed. For any safeguarding concerns, refer 
to the section below 

 The schools home school agreement sets out clearly the expectations upon parents and pupils for 
completing work remotely. Class teachers, and where necessary SLT and the SENDCo or learning 
mentor, will work closely with families to support them with completing learning remotely.  

  

When providing remote learning for individual Covid related absences, teachers are responsible for; 

 Setting work 

 Setting work which mirrors, as closely as possible, the work which is happening in class.  

 Work to be uploaded as soon as logistically possible during the school day. It must be provided by day 
2 of absence and will be provided from day 1 if possible. 

 Directing parents, via message, to the ‘Morning Work’ portfolio activity.  

 Feedback will be provided as and when appropriate. 

 Work to be provided for pupils who are well enough to be learning only. 

 

 Attending virtual meetings with staff, parents and pupils  
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 When making video calls or attending online meetings staff must consider the location from which they 
conduct these. Avoid areas with background noise and ensure the setting is appropriate.  

 If these calls are being made during the school day, class teachers must arrange this either during 
release time or arrange for cover within their classes. This cover can be by the class TA or HLTA if 
available.  

 Class teachers need to consider if videoing their whole class input would be beneficial for pupils who 
are remote learning. This may not always be possible or appropriate.  

2.2 Teaching assistants 

When assisting with remote learning, teaching assistants must be available between 8:45-3:05 

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. (see staff handbook) 

When assisting with remote learning, teaching assistants are responsible for: 

 Supporting pupils who aren’t in school with learning remotely  

 Teaching Assistants will provide support for pupils in the class in which they work on the most regular 
basis, under the direction of the class teacher. 

 HLTAs will also be responsible for setting and providing feedback to the lessons they cover on a regular 
basis.  

 Support can be provided in a variety of ways: providing feedback on submitted work, messages via class 
dojo message, providing additional resources and examples uploaded onto class story.  

 Telephone calls or Teams calls (following the same procedure and protocol as above for teachers)  

 Attending virtual meetings with teachers, parents and pupils  

 When making video calls or attending online meetings staff must consider the location from which they 
conduct these. Avoid areas with background noise and ensure the setting is appropriate.  

 If these calls are being made during the school day. Teaching Assistants should liaise with their Class 
Teacher (if they are on site or easily contactable) before making such calls.  

 When attending virtual meetings consider the location, ensuring it is both suitable and without 
background noise.  

2.3 Subject leaders (Including the SENDCo)  

Alongside their teaching responsibilities, subject leads are responsible for: 

 Considering whether any aspects of the subject curriculum needs to change to accommodate remote learning 

 Working with teachers teaching their subject remotely to make sure all work set is appropriate and consistent 

 Monitoring the remote work set by teachers in their subject (ensure all subject leaders are connected to all classes 
to enable this) 

 Signposting 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 – this will take place through virtual staff and subject leadership 
meetings, regular reviews of class dojo portfolio for each class, pupil and parent questionnaires where necessary or 
appropriate.  
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 Monitoring the security of remote learning systems, including data protection and safeguarding considerations 

2.5 Designated safeguarding leads 

The DSLs are responsible for: 

Implementing the Safeguarding Policy and supporting all staff to do so. 

2.6 IT staff (Parkertron) 

IT staff are responsible for: 

 Fixing issues with systems used to set and collect work 

 Helping staff 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 

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  

 Be respectful when making any complaints or concerns known to staff 

2.8 Governing body 

The governing body 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 in setting work – talk to the relevant subject lead or SENDCo 

 Issues with behaviour – talk to the SENDCo or SLT 

 Issues with IT – talk to IT staff (Parkertron)  

 Issues with their own workload or wellbeing – talk to SLT  
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 Concerns about data protection – talk to the HT or office manager to make contact with the data protection officer 
if necessary  

 Concerns about safeguarding – talk to the DSL (Lauren, Emma, Donna or Jo)  

 Concerns about E-Safety – talk to the E-Safety lead (Tom Kanka)  

 

 

4. Data protection 

4.1 Accessing personal data 

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

 Use web based systems for communication with parents and other staff. EG dojo and outlook.  

 Use school provided devices, such as laptops, for all other school work.  

4.2 Processing personal data 

Staff members may need to collect and/or share personal data such as school email addresses and parent email 
addresses, 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. 

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

4.3 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 combination of upper 
and lower-case letters, 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 attaching it to a new device 

 Making sure the device locks if left inactive for a period of time 

 Not sharing the device among family or friends 

 Installing antivirus and anti-spyware software 

 Keeping operating systems up to date – always install the latest updates 

 

5. Safeguarding 

The Safeguarding policy and updates with regard to the full reopening of school has been shared with all staff. Copies 
can be found in the office and on the notice board in the staff room.  

6. Monitoring arrangements 

This policy will be reviewed annually or earlier as required. At every review, it will be approved by the Head Teacher. 

7. Links with other policies 

This policy is linked to our: 

 Behaviour policy and coronavirus addendum to our Behaviour policy 

 Safeguarding policy and coronavirus addendum to our Safeguarding policy 
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 Data protection policy and privacy notices 

 Home-school agreement and coronavirus specific Home-school agreement  

 ICT and internet acceptable use policy 

 E-Safety policy 

 SEND Policy and Local Offer  

 

 

 

 


