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Our Lady Queen of Heaven Primary School  

Remote Learning Policy  
 

‘JOURNEYING TOGETHER WITH CHRIST’ 

 

At Our Lady Queen of Heaven school, we seek to provide a partnership between 
teachers, parents and pupils to meet the needs of all children.   
 

‘Every person within our school community matters and has the opportunity to 
achieve their full potential and exceed their expectations. We aim to deliver a broad 
and rich curriculum, appropriate and accessible to all pupils.’ 
(Mission Statement 2017) 
 
At Our Lady Queen of Heaven school, we believe that everybody has a right to be 
treated equally and well.  Children have the right to work, play and learn in a 
positive, supportive environment.  As a UNICEF Rights Respecting School (SILVER 
AWARD 2018), we are proud to promote the United Nations Convention on the 
Rights of the Child, which the UK Government has signed, and ensure that the whole 
school community learns about their rights and shows respect for each other. The 
following articles from the Charter are particularly relevant to, and underpin, our 
whole curriculum. 
 
Article 2 
The Convention applies to everyone, whatever their race, religion, abilities; 
whatever they think or say, whatever type of family they come from. 
 

Article 3 
All organisations concerned with children should work towards what is best for each 
child. 
 

Article 12 
Children have the right to be heard. 
 

Article 24 
All children have the right to be healthy. 
 

Article 28 
All children have the right to a primary education, which should be free. 
 

Article 29 
Children’s education should develop each child’s personality, talents and abilities to 
the fullest. 
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Objective:  
To have a consistent and coherent approach to remote learning which promotes 
excellence for everyone, within the context of a Catholic school and a UNICEF Rights 
Respecting School. 
 

 1. Aims  
This remote learning policy for aims to:  

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

in school, as well as those in school accessing the remote learning.  

 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 from home to the whole class, teachers must be 

available to work between 9:00 and 3:30. This time will be used for a daily check-in, 

any phone calls to families that need to be made, correspondence through the 

stream on Google classroom or teacher email and planning and recording lessons. 

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 providing remote learning to the whole class who are isolating, teachers are 

responsible for: 

Setting work 

 Daily work for the children in their class. 

 Work should follow the normal timetable, and should cover the curriculum. 

 Taking a register daily to monitor pupil attendance. 

 Work should be available by 9:00am each day and uploaded to Google 

Classroom or LEARN. 

 Providing feedback on work set and returning to individual children 

throughout the week. 

 Teachers will have a live check-in through Google Meets with their class each 

day to set expectations and give general feedback in KS1 and KS2. 
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Keeping in touch with pupils who aren’t in school and their parents 

 Daily check-ins with the class using Google Meets. 

 If parents want to email the teacher, they must do this via the teacher’s 

school email address. 

 If children fail to hand in work on time, the teacher will need to address this 

with the parent via email or phone. Failing that, a senior leader will contact 

the family. 

 

Attending virtual meetings with staff, parents and pupils 

 Sit against a neutral background or blur background. 

 Avoid recording in their bedroom where possible (if that's not possible, use a 

neutral background). 

 Dress like they would for school. 

 Double check that any other tabs they have open in their browser would be 

appropriate for a child to see, if they’re sharing their screen. 

 Use professional language. 

 Make a recording so there's something to go back to later on if needed, and 

keep a log of who is doing video calls and when.  

 If individual children are required to self-isolate (in accordance with the 

guidance ‘Guidance for full opening of Schools: Points 8 and 9), then the 

teacher will provide online work for them. Each class teacher will upload 

some of their daily lessons and resources to their Google Classroom each day 

so that children at home can access them. There is no requirement to provide 

work for children who are absent from school because they are ill.  

 

2.2 Teaching assistants 

When assisting with remote learning to the whole class, teaching assistants must be 

available during their working hours. 

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 may be responsible for: 

 Supporting pupils who are not in school with learning remotely. For example, 

children with SEN. 

 Attending virtual meetings with teachers, parents and pupils. 
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Guidance for TAs attending meetings is the same as the guidance for teachers 

detailed in 2.1 above. 

2.3 Subject leaders 

Alongside their teaching responsibilities, subject leaders 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. 

 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 the 

following. This will primarily be the duty of the Headteacher and Deputy 

Headteacher: 

 Co-ordinating the remote learning approach across the school. 

 Monitoring the effectiveness of remote learning through staff meetings, 

reviewing the work set and asking for feedback from pupils and parents 

 Monitoring the security of remote learning systems, including data protection 

and safeguarding considerations 

 Responsibility for ensuring resources required for remote learning are 

available for staff and pupils. 

 

2.5 Designated safeguarding leads 

The DSL will continue to be responsible for the safeguarding of children when they 

are learning from home (See the school’s child protection and safeguarding policy). 

2.6 IT 

The Headteacher, Computing Lead and TA responsible for IT support will provide 
staff and parents with support regarding:  
 

 Fixing issues with systems used to set and collect work  

 Helping staff and parents with any technical issues they’re experiencing  
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 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:  
 

 Register online daily 

 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: 
 

 Ensure their child registers daily 

 Provide a suitable learning environment for their child within their home 

 Be aware of their child’s online timetable and requirements 

 Make the school aware if their child is sick or otherwise can’t complete work. 

 Seek help from the school if they need support with technological or 
curriculum issues   

 
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 or parents have any questions or concerns about remote learning, they 
should contact the headteacher. Queries about children with SEND should be 
discussed with the SENCo.  
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4. Data protection  
 
4.1 Accessing personal data  
When accessing personal data for remote learning purposes, all staff members will 
keep this secure.  
 
4.2 Processing personal data  
Staff members may need to collect and/or share personal data 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. 
If using a Chrome Book then any data or children’s work should be saved within the 
school’s secure Google Drive which is password protected. If a member of staff is 
using a personal laptop they should be aware of the following measures: These 
include, but are 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 that no personal data, photos of children or children’s work is stored 
on personal hard drives. Information can be stored on encrypted memory 
sticks, or on the school’s secure Google Drive which is password protected  

 Installing antivirus and anti-spyware software  

 Keeping operating systems up to date  
 
5. Safeguarding  
 
See the school’s Child Protection and Safeguarding Policy 2020  
 
6. Monitoring arrangements  
 
This policy will be reviewed annually, or more regularly, in order to keep in line with 
national guidance.  
 
7. Links with other policies  
 
This policy is linked to our:  
 
Remote Learning Plan 
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Remote Learning Protocols 

Teaching, Learning and Assessment Policy 

Behaviour Policy  

Child protection policy and Coronavirus addendum 

Data protection Policy and Privacy Notices  

Acceptable Use Policy  

Online Safety Policy  
 


