
 

 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Remote Learning Policy 
 
 
 
 
 
 
 
 
 
 
 

 



 

1. Aims 
 

1. Ensure consistency in the approach to remote learning for pupils who are not in school  
2. Set out expectations for all members of the school community (teaching staff, pupils and 

parents) with regards to remote learning  
3. Provide appropriate guidelines for safeguarding and data protection  

 
 
2. Context 
 
“Where a class, group or small number of pupils need to self-isolate, or there is a local 
lockdown requiring pupils to remain at home, we expect schools to have the capacity to offer 
immediate remote education. Schools are expected to consider how to continue to improve the 
quality of their existing offer and have a strong contingency plan in place for remote education 
provision by the end of September.”          
    
(DfE Guidance for Full Opening August 2020) 
 
Old Palace is committed to providing remote education in the event of:  

a) a pupil having to self isolate,  
b) a year group bubble closure 
c) a school closure during a national lockdown 

 
3. Expectations  
 
Teaching Staff will: 

- Plan, resource and teach a sequence of good quality lessons in Maths, English and 
foundation subjects via zoom 

- Set directed tasks for children to complete via Google Classroom or in their exercise 
book 

- Follow safeguarding procedures 
- Monitor attendance of pupils and report any absences  
- Monitor completion of any tasks set and provide feedback 
- Assist with any technical issues pupils may be facing 
- Ensure that pupils are given time to practise accessing Google Classroom when in school 

and know how to use it 
- Inform their line manager in advance if they are unable to conduct a zoom session 

 
Pupils will: 

- Attend all zoom sessions on time, unless unable to do so 
- Be respectful of their teacher and their peers and follow the rules set 
- Ensure their screen name is their first name and they are muted upon entering the zoom 

session  
- Ensure their background is not a filter 
- Complete all work set by their teacher (English, Maths and Topic should be completed 

on the day it is set – work in all other subjects should be completed by Friday 
lunchtime) 

- When permitted by the teacher, use chat box feature to communicate respectfully  



 

- Ensure an adult is with them during the zoom session 
- Be safe whilst online by following the SMART rules 
- Be wearing suitable clothing (e.g. not pyjamas)  

 
 
Parents/Carers will 

- Provide a quiet and safe place for their child to work in 
- Ensure their children attend all zoom sessions and completes the work set (see 

deadlines above) 
- Assist their child in accessing any online content 
- Monitor what their child is doing whilst online 
- Not interrupt the live teaching session or support their child by telling them the answers  
- Not record any part of the zoom sessions as this breaches GDPR regulations 
- Not distribute or photocopy any resources uploaded as these are for viewing online only 

via our school’s website or google classroom. 
- Use the school admin email account to raise any concerns or to communicate with the 

class teacher 
 

 
4. Delivery  

 
a) In the event of a child having to self- isolate the following remote provision will be 

provided:  
 
● A weekly learning pack containing daily activities. This will normally be distributed via email, 

but parents may request a hard copy. 
● A telephone call from their class teacher or a member of the year team to check on their 

progress and wellbeing. 
 

b) Closure of a bubble/national lockdown 
 
~Day 1 – Independent activities will be provided on Google Classroom (or the school website 
for Reception pupils). These will focus on English and Maths learning. 
~Day 2 onwards – The remote learning timetable will commence. This will include a minimum 
of 3 live zoom sessions per day, in addition to independent learning tasks.  
 
Virtual workshops for parents on how to access remote learning have been delivered and a help 
section has been created on the ‘learning at home’ section of the website, in order to provide 
further guidance. 
 
Stationery - including an exercise book and pencil - will be available for collection.                                      
In exceptional circumstances work packs may be available upon request. 
 
 

5. Accessing Remote Learning 
 
We recognise that some pupils may not have suitable online access at home. Therefore the 
following steps will be taken to support these pupils to access remote learning: 



 

 
● On day one, or prior to closure if we are notified in advance, the school will contact the 

parents of all vulnerable and disadvantaged pupils via text to offer the loan of a device. 
A collection time will be sent to all parents who reply ‘yes’. 
 

● Remaining devices will be prioritised for distribution to non-disadvantaged pupils on the 
following basis: 

1) children with two or more siblings at the school 
2) children with one sibling at the school 
3) children with no siblings at the school 

           Distribution of devices to these families may take up to 3 working days. Parents will  
           be contacted via text to offer a device 
 

● The school will participate in schemes, such as free Wifi vouchers and will contact families 
who are eligible. 

 
Parents should not contact the school to request devices, as responding to email requests will 
cause delay. Instead they should wait to receive a text from the school.  
 
Where supplies allow, pupils in Y2-Y6 will be allocated a Chrome Book and pupils in Rec & Y1 
an iPad.  
 
When collecting the device, parents will be required to sign a Loan agreement (See appendix 
1). When the device is returned, it will be checked and then the return section of the form 
completed. Parents are responsible for paying the costs associated with any repairs which are 
required due to misuse of inadequate care. 
 
 
 

6. Software and apps used 
 
Online remote learning will be accessed by using the following software/apps. 
 

● Zoom will be used to support live teaching/setting the work.  
● Google classroom will be used as a platform to upload resources and also for children to 

complete work on Google Forms documents. (KS2 and KS1) 
● Reception will need to download resources from the website. These will normally be in 

the format of a word, Powerpoint or pdf.  
● Some activities may use links from Oak Academy or Youtube. When accessing Youtube 

please note we do not endorse any of the adverts and advise you not to click on any 
such links. 

 
Login details will be sent to families via text. If further assistance is needed, parents should 
contact the admin email from which login details can be sent.  
 
 
 
 



 

7. Curriculum  
 
As much as possible we will be providing the same curriculum remotely as we do in school. 
Below are the subjects that will be covered during remote learning. 
 
 

EYFS KS1 KS2 

Physical Development 
Number & Space/Space 
Phonics/Handwriting 
Reading for Pleasure 
Understanding the World 
Expressive Arts and Design 
Personal & Social 
Development 
Story Time 

Fitness/PE 
Maths 
English (inc Grammar) 
Reading for Pleasure 
Topic  
RE 
PSHE 
Art 
Music 

Fitness/PE 
Maths 
English (inc Grammar) 
Reading for Pleasure 
Topic 
RE 
PSHE 
Art 
Music 
French (Y4 - Y6) 

Topic = Science, History, Geography & Citizenship 
 
 
 

8. Timetable 
 

A daily timetable will be set for each year group (see examples below) which will be published 
on the ‘Learning at Home’ tab of the school website. 
 
To allow opportunities for greater interaction, the class is split into two groups: A & B, which 
each contain 15 children. The time table for each group is slightly different, to allow live 
sessions to take place at different times. Parents will be notified by text as to which group their 
child is in.  
 



 

 

 
 
 



 

 
 

 
 



 

9. Live Teaching 

“Live classrooms enable important interaction between teachers and pupils through, for 
example, questioning, eliciting and reflective discussion. These complex teacher skills in the live 
classroom are not always easy to recreate in a remote environment, but where remote 
education recreates at least some aspects of this interactivity and intentional dialogue, teaching 
is likely to be more effective, support pupil motivation and lead to better progress.” 

(Dfe Guidance for Remote education good practice October 2020) 

As part of the timetable, teachers will deliver live sessions via zoom. These sessions will be 
delivered with up to 15 children at a tim. This is an opportunity for pupils to be taught in real 
time and to interact with their teacher by being able to ask and answer questions about their 
learning. The Zoom sessions will be used to deliver lessons in Maths, English, Topic and RE and 
to check on the children’s progress in other subjects.  
 
Live Zoom sessions will generally following this teaching structure: 
1) Recap of previous learning and discussion of any common misconceptions  
2) Imparting of new learning 
3) Modelling and completion of a worked example 
4) Setting of tasks for the children to then complete independently.   
 
As the children follow a separate curriculum in Reception, the sequence of teaching may differ. 
Please see the Reception section on the Learning at Home tab on the school website, for details 
of how learning will be delivered for Reception children 
 
The Senior Leadership Team will periodically monitor live teaching sessions to check on their 
quality and consistency across year groups. 
 
 

10. Independent Learning 
 
When the children are not in ‘live teaching sessions’ they will be required to complete 
independent learning tasks. All of these can be downloaded from the Year groups ‘Classwork’ 
section on Google Classroom. English and Maths work should be completed using the Google 
Forms documents. Work in the other subjects should be completed in the child’s exercise book. 
Children in Reception do not have access to Google Classroom and therefore will download their 
learning from the school website. This will be accompanied by a home learning pack. 
 
In order to help support your child, we advise you use the timetable we have provided, set a 
routine and ensure your child has a quiet, tidy area to work in. For pupils with siblings, we 
suggest to space them out as much as possible. Advice on setting up a suitable home 
environment for remote learning and how to support children’s self-regulation of their learning 
can be found on the ‘Learning from Home’ section of the school website. 
 
Curriculum content in Art/Music/PSHE/French/Fitness will not be delivered via live sessions, 
instead resources such as video clips and PowerPoint presentations will be provided, along with 
details of the independent task. 



 

11. Engagement and feedback 
 
Feedback is provided weekly using digitally facilitated and class feedback including:   
 

1) General class feedback during live zoom sessions  
2) Instant feedback when the Google Form is submitted 
3) Teacher comments on children’s writing 
4) Weekly progress telephone call 
5) Good News Slips/Red Cards to be awarded via text 

 
We expect all pupils to engage and participate with remote education. A register will be taken 
for every zoom session and teachers will check on whether work has been submitted via google 
classroom or in the next zoom session.  
 
If a pupil misses one day of zoom sessions, a reminder text will be sent to their parents. If 
three consecutive days are missed without a reason being given, the family will be referred to 
the school’s Attendance Welfare Adviser.  
 
Once a week a member of staff will call to check on a child’s progress. These calls will last up to 
10 minutes and will take place between 11:45am - 12:15pm, except for pupils in Reception 
whose family will be called between 9:00am – 9:30am.  The aim of the call is for the staff 
member to discuss how the child has been getting on with their lessons. This will involve 
speaking to the parents and the child. In the event the household does not pick up, staff will 
make a second attempt to call later in the week. Should parents wish to discuss issues beyond 
the child’s progress, they will be asked to send an email to the admin address, so that their 
query can be directed to the correct person to respond to this. 
 
 

12.  SEND Children 
 
We recognise that some pupils, for example some pupils with special educational needs and 
disabilities (SEND), may struggle to access the remote education provided to their class. We  
acknowledge the difficulties this may place on families, and we will work with parents and 
carers to support those pupils who cannot access the class curriculum in the following ways: 
 

● A personalised weekly home learning pack will be provided. This will include activities to 
support Maths and English 

● A pack containing suggested activities to support areas of need, such as Speech & 
Language and Sensory Development. The pack has been devised in collaboration with 
specialist external agencies, such as the Speech & Language Therapist (SALT) and the 
Phoenix Outreach Team. 

● Children on the caseload of the SALT and School Counsellor will be invited to take part 
in a weekly Zoom session with these professionals 

● The Phoenix Outreach Teacher will provide online support sessions for parents 
 
 



 

During national closures, vulnerable pupils will still be able to access provision on the school 
site. Where a child is unable to access the learning provided through Zoom sessions, it is 
recommended that they attend the SEND provision onsite.  
 
  

13. Safeguarding & Wellbeing 
 
Wellbeing 
The school places great importance on the children’s wellbeing and staff have received training 
to support them in identifying potential signs of mental ill health. Weekly PHSE activities are set 
for all pupils to complete and the school provides weekly year group assemblies to help 
maintain a sense of community. Guidance on how parents can support their child’s mental well 
being is provided on the Old Palace school website. https://oldpalaceprimary.co.uk/our-
learning/learning-from-home/ 

  
 
Safeguarding 
Safeguarding and promoting the wellbeing of children is everyone’s responsibility. Everyone 
who comes into contact with children and their families and carers has a role to play in 
safeguarding and should consider at all times, what is in the best interests of the child.                   
Live sessions allow teachers to monitor the children’s wellbeing and to spot any potential 
safeguarding signs. Children categorised as ‘vulnerable’ will also receive a weekly call to check 
on their wellbeing. 

Reporting a Concern  
Where staff have a concern about a child, they should continue to follow the normal procedure 
outlined in the Child Protection Policy, reporting via CPOMS to the Designated Safeguarding Lead. 
  
Parents can inform the school of any safeguarding concerns using the 
admin@oldpalace.towerhamlets.sch.uk email address. This address is monitored throughout the 
day and concerns will be immediately passed onto the Designated Safeguarding Lead.  
 
 
  
Children and online safety away from school. 
 
Online teaching should follow the same principles as set out in the Code of Conduct policy.   
 
In addition, the following apply when delivering virtual interaction via Zoom, especially where 
webcams are involved:  
  

•    No 1:1s, groups only  
•    The video mode must be on for the staff and children.  
•    The username/screen name must be the child’s first name. 
•    Staff and children must wear suitable clothing, as should anyone else in the household.  



 

•    Any computers used should be in appropriate areas, for example, at a desk or table.  
•    A minimum of two members of staff should attend each online meeting. 
•    There must be a familiar adult in the room with the child.  
•    Live classes should be kept to a reasonable length of time, to avoid preventing the 

family ‘getting on’ with their day.  
•    Language must be professional and appropriate, including any family members in the 

background.  
•    Staff must only use the platform that has been given: Zoom.  
•    All meetings must require an ID code and password to enter.  
•    All meetings must have the ‘waiting room’ enabled.   
•    All meetings will not begin until the host has arrived.  

 
 
As regards weekly progress telephone calls, the following applies: 
 

● Call landlines except where we only have a mobile number listed.  
● When calling, dial 141 before dialing the pupil’s number: this will withhold the 

caller's number, thereby protecting and safeguarding the teacher's personal number.  
● Delete pupils' numbers from their phones after use.  
● Ask to speak to a parent at the start of the call, giving their name and explaining 

why they are calling, and should end the call by speaking to the parent again.  
● No personal information should be disclosed during the call. 
● Please ask the adult on the other side of the call to place the call on speaker so the 

conversation can be heard.  
● Calls should not be recorded 
● Update the record sheet to denote if the call was picked up and the time. 
●  
 

Pupil Online Safety 
The following SMART steps should be followed when a child is online. (See appendix 2) 
 
Should parents have concerns resulting from their child accessing a certain site, app or online 
game, initially these should be raised with the administrator of that site/app/game. The 
following website offers guidance to how you can set up parental controls to further ensure 
your child’s safety online. 

  
https://www.saferinternet.org.uk/advice-centre/parents-and-carers/parental-controls-offered-
your-home-internet-provider  

 
 
 
 



 

Peer on Peer Abuse/Online Bullying  
School systems are secure and monitored, however should any incidences of online bullying or 
peer on peer abuse that occurs on platforms outside of our remote learning please report to the 
admin email. Alternatively you can use the following link to report the incident to CEOP (Child 
Exploitation and Online Protection Centre) https://www.ceop.police.uk/safety-centre/-  
  
 
 

14. Data protection  
 
When accessing or sharing personal data for remote learning purposes, all staff members will:  

● Need to ensure that all documents required for home learning are stored on google 
drive or on a personal storage device  

•    Ensure all other documents are closed before streaming  
● Collect any further data from parents other than that stored on programmes already 

used. 
● Use school (not personal) email account to access any software used e.g. zoom, Google 

classroom. 
● If using email, use Egress or USO FX. 
● Ensure caller ID is turned off, when contacting families from a personal device.  
● Refrain from recoding live sessions or phone call, which equally applies to parents. 

 
 
 
 
Policy agreed: January 2021 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Appendix 1 
 

 
Old Palace Primary School 

Chromebook Loan Agreement for Pupils 
 
 

Chromebook Make/Model  

Chromebook Serial Number  

 
 

1. This agreement is between: 

1) Old Palace Primary School, St Leonard’s Street, London, E3 3BT (“the school”) 
 
 
2) Name of parent:  

  
 
 

Address:  
  

(“the parent” and “I”) 
 
 

And governs the use and care of devices assigned to the parent’s child ( the “pupil”). This agreement 
covers the period from the date the device is issued through to the return date of the device to the 
school. 

All issued equipment shall remain the sole property of the school and is governed by the school’s 
policies. 

1. The school is lending the pupil a Chromebook (“the equipment”) for the purpose of doing school 
work from home. 

2. This agreement sets the conditions for taking an Old Palace Chromebook (“the 
equipment”) home. 

I confirm that I have read the terms and conditions set out in the agreement and my signature at the 
end of this agreement confirms that I and the pupil will adhere to the terms of loan. 

 

2. Damage/loss 

By signing this agreement I agree to take full responsibility for the loan equipment issued to the pupil 
and I have read or heard this agreement read aloud and understand the conditions of the agreement. 
I understand that I and the pupil are responsible for the equipment when it is not on school 
property. 



 

If the equipment is damaged, lost or stolen, I will immediately inform the school office, and I 
acknowledge that I am responsible for the reasonable costs requested by the school to repair or 
replace the equipment.  
If the equipment is stolen, I will also immediately inform the police. 

I agree to keep the equipment in good condition and to return it to the school on their 
demand from the school in the same condition. 

I will not leave the equipment unsupervised in unsecured areas. 
 

I will make sure my child takes the following measures to protect the device: 

● Keep the device in a secure place when not in use; 

● Don’t leave the device in a car or on show at home; 

● Don’t eat or drink around the device; 

● Don’t lend the device to siblings or friends; 

● Don’t leave the equipment unsupervised in unsecured areas. 
 
 

3. Unacceptable use 

I am aware that the school monitors the pupil’s activity on this device. 

I agree that the device will not be used to carry out any activity that constitutes ‘unacceptable 
use’. This includes, but is not limited to the following: 

 

● Using IT or the internet to bully or harass someone else, or to promote unlawful 
discrimination 

● Using the device to send, access, upload, download or distribute offensive, 
threatening, pornographic, obscene or sexually explicit material. 

● Any illegal conduct, or statements which are deemed to be advocating illegal activity 
● Causing intentional damage to ICT facilities or materials 

 

4. Personal use 

I agree that the pupil will only use this device for educational purposes and not for personal use and 
will not loan the equipment to any other person. 

 

5. Return date 

I will return the device and accompanying charger in its original condition and box to the school office 
within 7 days of being requested to do so. 

I will ensure the return of the equipment to the school if the pupil no longer attends the school. 
 



 

6. Consent 

By signing this form, I confirm that I have read and agree to the terms and conditions set out 
above. 

 
 

OLDEST PUPIL’S FULL NAME  

PARENT’S FULL NAME  

PARENT’S SIGNATURE  

DATE  

STAFF MEMBER NAME  

STAFF MEMBER SIGNATURE  

DATE  

 
 
 
 
 
 

DATE RETURNED  

DEVICE CHECKED BY  

 
 
 
 
 
 
 
 
 
 
 
 
 



 

Appendix 2 
 

SAFE: 

Keep your personal information safe. When chatting or posting online don’t give away things 
like your full name, password or home address. Remember personal information can be seen in 
images and videos you share too. Keep them safe to keep yourself safe. 

MEET: 

Meeting up with someone you only know online, even a friend of a friend, can be dangerous as 
this person is still a stranger. If someone you only know online ever asks you to meet up, for 
personal information or for photos/videos of you then tell an adult straight away and report 
them together on www.thinkuknow.co.uk 

ACCEPTING: 

Think carefully before you click on or open something online (e.g. links, adverts, friend 
requests, photos) as you never know where they may lead to or they may contain viruses. Do 
not accept something if you are unsure of who the person is or what they’ve sent you. 

RELIABLE: 

You cannot trust everything you see online as some things can be out of date, inaccurate or not 
entirely true. To find reliable information compare at least three different websites, check in 
books and talk to someone about what you have found. 

TELL: 

Tell a trusted adult if something or someone ever makes you feel upset, worried or confused. 
This could be if you or someone you know is being bullied online. There are lots of people who 
will be able to help you, like your teachers, parents and carers or contact Childline – 0800 11 11 
or www.childline.org.uk 

BE SMART WITH A HEART: 

Remember to always be smart with a heart by being kind and respectful to others online. Make 
the internet a better place by helping your friends if they are worried or upset by anything that 
happens online 


