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Rationale  
At The Clare School, we understand the need to continually deliver high quality education, 
including during periods of remote working – whether for an individual pupil or many. We 
recognise the importance of maintaining high expectations in all areas of school life and 
ensuring that all pupils have access to the learning resources and support they need to 
succeed. Through the implementation of this policy, we aim to address the key concerns 
associated with remote working, such as online safety, access to educational resources, data 
protection, and safeguarding.  
 
 
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 
 
 
Use of remote learning  
All pupils should attend school, in line with our attendance policy. Remote education is not 
viewed as an equal alternative to attendance in school.  Pupils receiving remote education 
will be marked absent in line with the Pupil Registration Regulations. We will consider 
providing remote education to pupils in circumstances when in-person attendance is either 
not possible or contrary to government or medical guidance.  
 
This might include:  
• Occasions when we decide that opening our school is either not possible to do safely or 

contradictory to guidance from local or central government 
• Occasions when individual pupils, for a limited duration, are unable to physically attend 

school but are able to continue learning, for example because:   
o They have an infectious illness 
o They are preparing for or recovering from some types of operation 
o They are recovering from injury and attendance in school may inhibit such 

recovery 
o Their attendance has been affected by a special educational need or disability 

(SEND) or a mental health issue 
 

The school will consider providing pupils with remote education on a case-by-case basis. 
In the limited circumstances when remote learning is used, we will: 
• Gain mutual agreement of remote education by the school, parents/carers, pupils, and if 

appropriate, a relevant medical professional. If the pupil has an education, health and 
care (EHCP) plan or social worker, the local authority (LA) may also be involved in the 
decision 

• Put formal arrangements in place to regularly review it and identify how to reintegrate 
the pupil back into school 

• Identify what other support and flexibilities can be put in place to help reintegrate the 
pupil back into school at the earliest opportunity  



• Set a time limit with an aim that the pupil returns to in-person education with 
appropriate support 

 
Remote learning for pupils at The Clare School 
• We recognise that for most of our pupils, remote learning and the expectation for our 

pupils to access online teaching is not practical or relevant 
• We will provide resources and links to appropriate remote learning for pupils that are 

not able to attend school for medical reasons if this is what the family would like  
• We are aware that our pupils have exceptional medical needs; each family is unique and 

because of this, should approach home learning in a way which suits their individual 
needs.  

• We realise that families will be affected in different ways by pupil absence and illness. In 
our planning and expectations, we are aware of the need for flexibility from all sides.  

 
 
Roles and Responsibilities 
Teaching Staff 
• Staff will plan activities and learning tasks that are relevant to the curriculum focus for 

their classes and endeavour to supply resources to support tasks for home learners.  
• If a pupil is absent for medical reasons and is likely to be away for a prolonged period of 

time, we will contact the parents and carers directly in order to discuss the best way of 
supporting the pupil and their family while they are at home  

• Staff will try to facilitate remote learning for pupils if it will be useful and relevant 
• For those families unable to access the remote learning electronically, a resource pack 

may be made and sent home if this is going to be helpful. 
• Staff should respond to any comments or questions from parents in a timely manner  
• Staff must keep in touch with pupils who are not in school and their parents at least 

twice per week. This can be either by phone, email or text message, depending on the 
parents preferred method of communication  

• Communication should be made during working hours, unless specifically requested by a 
parent and the teacher is happy to do so   

 
Pupil and family roles  
• It is really helpful if parents and carers could identify what support the staff at The Clare 

School can offer during periods of remote learning 
• Children should be supervised in their use of the Internet  
• When on ‘Zoom’ calls, there is a protocol: all those appearing in a call should be 

appropriately dressed and behave appropriately, as if the meeting were in school 
• A parent or carer should be present at the beginning of a meeting as a very minimum.  

Parents are more than welcome to stay for the whole meeting and, in many cases, will 
need to be present to support their child to access the remote learning effectively 

• Any complaints or concerns shared by parents or pupils should be referred to the class 
teacher in the first instance 

 
 
 



The 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  
 

 
Who to contact? 
If staff have any questions or concerns about remote learning, they should contact the 
following individuals: 
• Issues in setting work – Deputy Headteacher for Curriculum (Matt Clackett) 
• Issues with IT – ICT Manager (Kevin Stoner)  
• Issues with their own workload or wellbeing – Headteacher (Rebecca Wicks) 
• Concerns about data protection – Office Manager (Helen Stanger) or ICT Manager (Kevin 

Stoner) 
• Concerns about safeguarding – Deputy Head for Safeguarding (Francesca Rymarz) or 

Headteacher (Rebecca Wicks) (Ensure any concerns are also recorded on CPOMS) 
 

 

Data protection 
Accessing personal data 
When accessing personal data for remote learning purposes, all staff members will: 
• Only access pupil personal data from Scholarpack 
• Staff should use school issued laptops/computers rather than their own personal 

devices to contact families and undertake ‘Zoom’ sessions 
• If pupil personal data is taken offsite, it must be held securely on a password protected 

device which is signed out between uses 
• To ensure confidentiality and security of information staff should ensure that they work 

in an appropriate workspace which is not in a public place 
 
Processing personal data 
Staff members may need to collect and/or share personal data such as 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.  The school 
will follow its data protection policy / privacy notice in terms of handling data.  However, 
staff are reminded to collect and/or share as little personal data as possible online and to 
remind themselves of their duties in terms of data protection in accordance with the 
school’s policies and procedures.  Staff are reminded not to send ‘blanket’ emails to parents 
but to use the Bcc function to ensure that personal parent and carer email addresses are 
not shared.  If a GDPR breach occurs, staff are asked to contact the Office Manager 
immediately to report the incident. 
 
 
 
 



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 
• Not using shared or public WIFI to access school systems 
• Ensuring that computers/laptops/iPads and paper files/documents are kept securely  
• Ensure that no computers/laptops/iPads or paper files/documents are left unattended 

in any vehicle or any other unsecured location during transit 
• Ensuring antivirus and anti-spyware software is kept up to date (in conjunction with the 

ICT Manager) 
• Ensuring the operating systems and kept up to date (in conjunction with the ICT 

Manager) 
 

Safeguarding 
The school has a separate Safeguarding and Child Protection Policy.  Remote Learning may 
bring about safeguarding issues and staff should be aware of the procedures for reporting 
their concerns.  These can be found in our Safeguarding and Child Protection Policy.  All 
safeguarding concerns should be recorded on the CPOMS system. 

 

Monitoring arrangements 
This policy will be reviewed every two years, unless there is a change in DfE Guidance, by 
the Deputy Head for Curriculum.  At every review, it will be approved by the Headteacher 
and published on the school website. 
 
 
Links with other policies 
This policy is linked to our: 
• Behaviour policy 
• Safeguarding and Child Protection Policy 
• Data protection policy and privacy notices 
• ICT and internet acceptable use policy 
• Online safety policy 
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19 protocols removed. 

  
 


