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PURPOSE 

The DfE require that all schools produce and publish a Covid Policy for staff to follow with regards to 

remote learning and Key Worker School. This policy will outline expectations for staff both remote 

teaching and teaching in the Key Worker Provision.  

 
SCOPE 
 
The school will follow this procedure due to the following reasons: 
 

 Full school closure due to COVID-19 Pandemic actioned by the Government 
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Accessing Emails, welfare check and SLT support 

It is important that during this time, emails are accessed on a regular basis during the school 

day. Unlike when you are in school, we cannot come to see you in person to deliver messages 

and so this is the main way that SLT can get in touch with you. You will also need to access 

your emails to ensure you are following the most up to date rotas as these change on a regular 

basis due to Government announcements. 

A member of the SLT will email you daily by 8.30am and you should respond no later than 

10.00am for your welfare check. If they have not received a reply, they will attempt to call 

you to check that you are ok.  

When needing support, you should contact SLT in the following way: 

 EYFS/KS1: Contact Sarah Hardy 

 KS2: Contact Jamie Dillon 

 Pathways: Contact Leanne Wilson 
 

Teams & Registers 

We are using TEAMS to teach live lessons to our pupils. Use the calendar tab to invite pupils 

to their lessons.  

At the start of each teams session a register will be taken and record kept. This is to keep a 

record of  what learning has been missed in these sessions and also sets a high standard of 

these online learning sessions for the children. SLT may request this information if needed to 

follow up on safeguarding checks. 

As from 18.01.2021, should a pupil have 3 consecutive days absence from teams/basecamp 

and be marked as ‘none’ on the new register format, you will update CPOMS. You will use the 

‘COVID’ tab and then select the sub-category of ‘Remote learning attendance’. At the bottom 

of the incident log at the ‘Alert staff members’ section, please select COVID team. An onsite 

member of SLT will then action this. You should comment on their ‘usual working pattern’ for 

example, ‘prior to this absence the child has been marked as RL low/RL med/RL high on the 

register’ plus any other information you feel that it is relevant for SLT to know. You should 

also comment on the attempts at communication you have made prior to alerting SLT. An 

example entry can be seen below: 



 

Once you have alerted SLT to the online absence of a child, you do not need to send the child’s 

name a second time. You will receive a CPOMS notification with the update details about the 

child and any actions completed/any action requests. After this, you can then send a new 

request after another consecutive 3 days if necessary.  

If you are aware that a child is completing a work pack, you do not need to send a CPOMS 

alert as we are aware that the child is not accessing online learning.  

Lessons should be as interactive as possible with questions directed towards individual pupils. 

Teachers should deliver these sessions in the same way they would in class ensuring to use 

positive language patterns and enabling pupils to learn.  

If you have any concerns about a pupil’s behaviour on teams, first speak to the parents and 

remind them about our school code of conduct for remote learning. If the issue is not resolved 

then alert your identified member of SLT (see leadership structure above). Please also see 

appendix 1 which outlines the code of conduct for pupils and parents when online learning. 

This will be shared with parents.  

 

Basecamp/Seasaw 

We are continuing to use Basecamp for document sharing. Please follow these guidelines 

below to ensure that we have a consistent approach across all year groups and that 

documents are easy to access for parents: 

Uploading documents: for each lesson, please ensure that where possible the child only 

needs to access one document. This is because some parents are finding it confusing having 

to ‘click multiple times’ to access the work. For example, if they need to read something and 

answer questions then it is easier for them to scroll within one document rather than multiple. 

In maths, please put all questions onto one document and save as a PDF. Again, this makes it 

more accessible to parents rather than having to click on each individual questions. 



Naming documents: Please ensure that it is clear to parents which lesson the activity is for 

and that it links to the timetable. For example, Wider Curriculum is a common phrase within 

school but a few of our parents did not make the link between that and Hist/Geog. 

Document formats: PDF seems to be the most accessible type of document, regardless of 

device, so please ensure documents are in this format. If you have had requests for word 

documents etc please make it clear that this is a repeated document and not additional work. 

Using activities from online resources (Such as Twinkl): Please ensure that you check what 

you are uploading and do not upload the answers along with the documents. Please also save 

the documents following the guidance above. 

Work Pack Requests: For those parents who have requested work packs, please ensure that 

you inform SLT that they have requested this. SLT need to know why they would like a work 

pack as we are continuously receiving devices/dongles etc as the preferred method of 

working is through Basecamp. Please put this request on CPOMS, selecting the ‘COVID’ tab 

then the sub-category ‘work pack request’ with information as to why the parent cannot 

access online learning. 

Responding to parents online: Please continue to be active on Basecamp and answers 

questions/concerns raised by parents. Remember, chat in the campfire is public to the group 

but a ping is private. If you are unable to support, please ask parents to contact either 

teamssupport@skernepark.org.uk or covid@skernepark.org.uk . If they require a phone call 

from a teacher, the teacher who is on rota `in school can make a phone call to the parent. 

 

SEASAW – continue to upload play-based activities that the parents can complete with the 

children and any activities that you wish the children to complete.  

 

 

 

Planning 

Continue to plan as you normally would and upload it to Basecamp every Monday morning. 

Please ensure when you are uploading work that you consider pupils who may need 

additional support due to EAL/SEN. Please make it clear which work should be accessed by 

pupils so that it is easy for parents to navigate with the colour in the title.  

Should you have any specific resources that you feel a child would benefit from accessing in 

order to support an EAL/SEN need, please email them to teamssupport@skernepark.org.uk 

on a Monday morning and this will be sent directly to the parent. 

 

mailto:teamssupport@skernepark.org.uk
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Marking 

In terms of marking, there is no vehicle to mark as we would normally. In light of this, the 

process for identifying misconceptions should be as follows: 

 Work should be checked as it is uploaded and on the day of upload 

 On checking, any misconceptions should be noted down 

 Once all work is checked, a comment should be put on the campfire mentioning things 
that have gone really well and any common misconceptions 

 Any class wide misconception should be addressed at the start of the next lesson 

 If individual children have misconceptions which could be a barrier to future learning, 
this can be addressed in a ‘ping’ to the individual child. 

 Comments such as “great work” or “excellent effort” could be pinged to individual 
children – we also have MME to send badges etc home to praise the children for their 
effort. 

 

You should encourage parents to upload their children’s work by 3.00pm the same day. Explain that 

by marking the work will let you know what their child needs the next day. You must only mark work 

that is submitted prior to this time on the same day. Any later and you can mark that work the next 

day. For example, if a parent emails you the work at 10.00pm at night, it is not the expectation that it 

is marked the same day. 

 

 Assessment 

Daily assessment will continue through marking, looking for misconceptions and errors in 

learning and re-teaching key points (see marking section above). 

Summative and Formative assessment will restart once pupils are back to normal schooling 

and lockdown has ended. 

 

Safeguarding 

Should you have any safeguarding concerns, please email an electronic version of a yellow 

form to the following people: Paula Humphreys, Kate Chisholm, Sarah Hardy, Leanne Wilson 

and Jamie Dillon. You will receive a response from one member of the team who will support 

you with your concern. It will be a member of the team who is in school that will respond to 

you (see the latest version of the timetable to see who that may be) rather than someone 

who is working from home. 

You can continue to update CPOMS if you do not feel that it requires an immediate response 

but you wish to record an event/concern as a running record. If you wish to record a concern 

about something on a TEAMS session or a message from a parent via Basecamp/SeaSaw, 

please log it on the ‘COVID’ tab, sub-category ‘online safeguarding’. 



Paula Humphreys/Leanne Wilson are completing weekly phone calls home to our vulnerable 

pupils (those with social care involvement) plus all EHCP children. They will update CPOMS 

with any information from this call. It is your responsibility to read all CPOMS entries that you 

are alerted to so that you are up to date with key events/information.  

 

Normally, we would ask staff to record an action as discussed with SLT, however, at the 

moment this is not possible. You may record a CPOMS entry without having discussed it with 

SLT but please continue to use a Yellow form if you feel that a child is at immediate risk of 

significant harm. 

 

Sickness/LOA 

Please follow normal procedure for both of these (see staff handbook plus email that was 

circulated by Ann Anthony) 

Subject Leadership Role 

Please support your colleagues by alerting them to any useful online resources which may 

support their teaching. You do not need to complete specific monitoring of your subject 

during this time, however, may be directed by a member of SLT to support a colleague should 

they need it.  

 

PPA/Non-contact time 

PPA is timetabled from 14.00 each Friday afternoon. Please look at your timetable and ensure 

that you take enough non-contact time each day to equate your remaining PPA time not 

currently timetabled. This can be any time that you are not actively teaching on TEAMS. If you 

need support with this then please contact your SLT lead for assistance.  

 

SLT roles 

As mentioned previously, the following staff have the responsibility to oversee the following: 

Kate Chisholm – Key worker school + additional SLT present that day 

Sarah Hardy – EYFS/KS1 provision online learning 

Jamie Dillon – KS2 online learning 

Leanne Wilson – Pathways online learning 



Each member of the SLT will be monitoring both planning and the work completed by the 

children within these key phases. They will also will be active on Basecamp and responding to 

emails received from parents.  

Once the email is up and running, a member of SLT may join one of your online lessons. This 

is so that we can see how online learning looks across the school.  

Should SLT want to offer any support/guidance to a member of staff, this will be via email or 

TEAMS meeting – whichever is appropriate.  

 

Key Worker School 

When teaching in Key worker school, you will teach pupils from your whole year group 

accessing Key worker school using the same curriculum diet as those at home ensuring a 

parity across all learning.  

The teacher in school will prepare the resources for the pupils in their key worker bubble. 

These can be found in the Key Worker folder on Basecamp. All work completed in Key worker 

school should be stuck into their school workbooks as a log of their work. The teacher will 

mark the work from that day and highlight any corrections that need to be completed. These 

can be completed the next day so teachers should check for corrections to be completed at 

the start of the day.  

Teachers will then support the children when completing the tasks at the end of the online 

session. 

 

Behaviour in Key Worker School 

Teachers should follow our usual behaviour policy and use TimeOutA in class if necessary. If 

SLT support is needed, please use the signs that were created last term to ask for support. 

This should be a last resort as it requires a member of SLT to enter the bubble which could 

risk cross-contamination. We cannot offer Time Out C due to the current risk. Please ensure 

you are are aware of which members of SLT are in each day as they will be your support in 

school. 

Record all behaviour on scholarpack. 

 

Pupils in key worker school should follow the same timetable as those home school learning 

(see below) 

 

 



 

Key Worker and Remote Learning Timetables 

 

 

 

 

 

 



 

RESPONSIBILITY 

This policy will be reviewed and updated where necessary by the Deputy Head teacher 

every 2 weeks. 

However, should the monitoring reports indicate that certain elements of the policy and 

practice are proving to be ineffective, an immediate review will be undertaken by the 

Academy’s SLT.  

 

PUBLICISING THE POLICY 

A copy of this policy and related procedure(s) will be available on the Academy’s 

website.  Staff will be advised of amendments to this policy via Staff Briefings and are 

expected to familiarise themselves with the content. 

 

POLICY STATUS 

This is a statutory policy. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

APPENDIX 1 

 

Remote Learning 

Parent Code of Conduct  

• I understand that my child will be using TEAMS/Basecamp/Seasaw (EYFS only) at 
home to access their online learning. The school will provide my child with a 
username and password to access this. 

• I understand the school has provided a timetable with allocated time slots for the 
live Teams lessons. 

• I will ensure that my child is dressed appropriately when joining the live lessons. 
• I will remind my child of the code of conduct when accessing the live lessons. 
• Where possible I will apply child safety settings to my home internet. 
• I understand that my child will use TEAMS to communicate with their class teacher 

and that they will only post questions and comments linked to their schoolwork. 
• I will remind my child to not share any personal information. 
• I understand that my child can use the hand up feature to ask a question.  
• I understand microphones will be switched off at the start of the lesson and only put 

on when asked by the teacher.  
• I understand that the e-safety policy and safeguarding policies still apply in remote 

teaching circumstances. 
• I will ensure that my either myself or my child uploads their completed work to 

Basecamp in the child’s numbered folder daily. 

I have read, understood and accept the parent code of conduct for remote learning. 

 

Remote Learning 

Pupil Code of Conduct  

• I understand that I will be using TEAMS to take part in online learning at 
home. 

• My parents have been sent my password to log in to Teams. I will not 
reveal my password to anyone. 

• I will use Teams to make sensible communications with my class teacher. I 
will only ask questions relating to the work or school. I will not use it to 
share personal details or information.  

• I will only use technology when there is an adult in the house, and they 
know I am using it. 



• I understand that I should be dressed appropriately for a lesson (not 
nightwear). 

• I will be responsible for my behaviour and actions when using technology. 
• I will make sure that all my communication with pupils, teachers or others 

using technology is responsible and sensible. 
• I will not deliberately browse, download, upload or forward material that 

could be considered offensive or illegal. If I accidentally come across any 
such material, I will report it immediately to my teacher or my parent / 
responsible adult. 

• I will not record or take photos of my classmates or teachers during a 
TEAMS session. 

• I understand that I can use the hands up button to let my teacher know I 
would like to contribute to the lesson. 

• I will listen carefully and be kind and polite. I understand I can also use the 
‘chat’ aspect of TEAMS and understand that these rules apply when using 
it. 

• I understand that an adult at home may need to help me use TEAMS and 
Basecamp. 

 

 

 


