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COVID-19 Policy  
September 2021 

 
The aim of this policy is to outline any differences that will be in place due to COVID-19 from 
September 2021. It still works in-line with all other policy and procedures, however will take 
precedence over these where applicable.  
 
The procedures for September have been written in line with the document that comes from 
the government for schools advice (link below) 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_d
ata/file/999689/Schools_guidance_Step_4_update_FINAL.pdf  
 

Morning/Afternoon Procedure 

Morning and afternoon procedure of picking up and dropping of children will revert to what 
we have always done pre-covid.  

Timings for dropping off and picking up children are no longer staggered, please see times 
below:  

 

Year Groups  Drop off   Pick up  

Pre school  9am  12pm  

Aspen  9am  3pm  

Ash am  8.40am  11.40am  

Ash pm  12.20pm  3.20pm  

Year R, 1, 2, 3, 4, 5, 6   Doors open 8.45 – 8.55am  3.10pm  

 
Year R-6  8:55am registers will be taken.  
 
Masks  
 
From Step 4, face coverings will no longer be advised for pupils, staff or visitors either in 
classrooms or in communal areas or at drop off or pick up.  Although staff and parents may 
wear them if they wish.  Staff may ask parents or visitors to wear them in a meeting if people 
need to be in close contact due to lack of space.  We will provide masks at this time.   We can 
still conduct meetings via zoom if required.  Some staff and parents are still concerned about 
the spread of the virus and so may ask people to wear masks when talking to them.  We will 
have masks available at this point.  Some staff and parents may choose to still wear masks.   
 
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-
about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-
outbreak/step-4-update-what-parents-and-carers-need-to-know-about-early-years-
providers-schools-and-colleges  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/999689/Schools_guidance_Step_4_update_FINAL.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/999689/Schools_guidance_Step_4_update_FINAL.pdf
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/step-4-update-what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/step-4-update-what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/step-4-update-what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges
https://www.gov.uk/government/publications/what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges-during-the-coronavirus-covid-19-outbreak/step-4-update-what-parents-and-carers-need-to-know-about-early-years-providers-schools-and-colleges
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Social distancing  
 

In Step 4, the government have stated that social distancing is no longer a requirement, 
although please be aware of staff and other parents’ personal space.  Some staff and parents 
will still be feeling anxious about the virus and we ask that you respect this.  Guidance from 
PHE is that the virus has not gone away and keeping apart from other people will continue to 
help us reduce the chances of an outbreak in the school.   
 
Any visitors or parents that come into the school will be asked to wash/sanitise hands on 
entry. 
 
Ventilation 
 
Rooms will still be well ventilated.  This will reduce the spread of the virus.  In colder months, 
children may need to wear more clothes. We will covid blast the rooms at regular periods 
throughout the day.   
 
Communications 

 
The class email addresses are closed.  They will only reopen if there is an individual child that 
needs to isolate for COVID reasons.  Please do not email your class teacher unless your child 
is off for COVID reasons.  Emails will not be responded to.   
 
Please use the box outside the office if you need to drop anything off.  
 
Home/School agreement is updated as-and-when there are changes in government guidance 
– signed by parents.  
 
As a school we will continue to notify you of any news or school changes via Parent mail.  
 
 
Bubbles   
There will no longer be the need for bubbles.  Children will be allowed to mix more freely 
with other year groups.  Staggered playtimes and lunchtimes will go back to how they were 
before.  However, we are changing the time for lunch for LKS2 pupils as we have found that 
there is more space for the children to play and enjoy the outdoor activities on the junior 
playground – see below. 
 

 
Lunchtime Timetable 
 

Year Group   Timings  Location  

Aspen  12.00 – 1.00   Aspen class and then Nursery Garden  

Reception  12.00 – 1.00  Small hall and Reception Garden  

Yr 1 and 2  12.00 – 1.00  Large Hall and KS1 playground  
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Yr 3 and 4  12.00 – 1.00  Large Hall and KS2 playground  

Year 5 and 6  12.30 – 1.30  Large Hall and KS2 playground   

 
 
Attendance 
Attendance is mandatory.  
Exceptions will be taken where pupils should not attend due to public health advice or clinical 
reasons (evidence of this will need to be provided).  
Process for monitoring absence is in place, we will call you to discuss your child’s attendance 
if we are concerned. 
Children should not attend school if they are showing COVID 19 symptoms.  They must get 
tested quickly and the school must be informed of the results immediately.   
We will be in contact with any families who are off isolating to see how you are getting on 
with getting a test.   
The expectation is that parents should let the school know if a child is unable to attend and 
the reason. 
Leave of absences should be applied for at least ten days in advance in writing, to the 
Headteacher and will only be granted in exceptional circumstances. 
Penalty Notices will be applied for term time holidays which are taken when unauthorised. 
 
Isolation   
From 16 August 2021, children under the age of 18 years old will no longer be required to 
self-isolate if they are contacted by NHS Track and Trace as a close contact of a positive 
COVID-19 case. Instead, children (their parents) will be contacted by NHS Track and Trace, 
informed they have been in close contact with a positive case and advised to take a PCR test. 
We would encourage all individuals to take a PCR test if advised to do so.   We will need 
to sent copies of the PCR test results.     
If a child has a positive test result, parents will be contacted and asked a series of questions 
by the track and trace service.  This will help decide who will be a close contact, although this 
is now very unlikely to be a whole class.    
In some unusual cases schools may be contacted to help with track and trace and we will 
help with this.  
We will still inform you of positive cases although the actions will now come from NHS track 
and trace.   
 
Isolation space – Children will still be sent home if they are showing any of the COVID 
symptoms.  They will be bought to the office and sat in the isolation space whilst we phone 
you and ask you to come and pick up your child.  You will be asked to take them for the PCR 
test.  Tests results will need to be sent to the office for your child to return.  All positive cases 
will still need to isolate for 10 days and we would ask that siblings also undergo a PCR test 
before returning to school.  
 
In some circumstances staff may still wear PPE.  This may be for suspected cases or for first 
aid.    
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Assemblies  
 
Assemblies and larger group activities will be allowed and more children will be allowed to 
eat together in the hall.    
As a school we have enjoyed some zoom assemblies and so some of these will continue.  We 
will also be reducing the number of children in the hall so assembly groups will be made 
smaller to begin with.     
 
Clubs  
 
Clubs will be running as normal, however additional time may be needed to achieve our usual 
running capabilities. Please check with the school office for any enquiries.  
 
Behaviour  
The behaviour and conduct of all our pupils is paramount to the health and safety of all staff 
and children on site. The behaviour policy (2021/2022) is in operation and will be followed as 
usual alongside the following alterations due to the COVID-19 pandemic. 
 
Conduct of children on site:  
 
Wash hands with soap and water or sanitise hands regularly will continue to take place: 
 

On entry to the school in the morning  Wash hands  

Coming back in from break  Sanitise 

Before eating lunch  Wash hands  

Coming back in from lunch  Sanitise  
Leaving the school  Wash hands  

Before and after interventions  Sanitise  

Movement from one environment to another  Wash hands or sanitise on entry and 
exit to the school building  

*Children are also to wash hands or sanitise when directed by staff. 
 
To ensure there is no lost learning time when children are washing hands, teachers will have 
dynamic ways of carrying out tasks i.e. timetable chanting, songs etc.  
Children must use their class toilet and no other facility within the school; therefore they 
need to go to the toilet before break or going out to lunch where necessary.  
 
Use tissues if sneezing – ‘catch it, bin it, kill it.’  
Tell an adult immediately if feeling unwell.   
 
All of our regular rewards and sanctions will still be in place.  
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Above all, all children should demonstrate their usual respectful behaviour towards each 
other and adults. They should try their best to ensure the health and safety of others by 
following the teacher’s instructions. 
 
Any child(ren) not adhering to the changes in policy and procedure will be subject to usual 
sanctions outlined in the behaviour policy, however any constant behaviours, risky/unsafe or 
intentional flouting of the rules will lead to an internal or external suspension and parents 
will be contacted.  
 
PE and Swimming  
Weekly PE lessons will take place - please ask the class teacher for further details.  
Swimming is going ahead.     
 

Mental health and wellbeing  
Some children and young people may be experiencing feelings of anxiety, stress or low mood 
as a result of the COVID-19 pandemic. As a school we have been working with individuals and 
classes to support children throughout the year.  This will continue in September.   
Support for children and parents – How can parents help?  
Encourage your child to talk to you or their teacher if they are feeling anxious or stressed.  
Online resources to help you support your child with mental health and wellbeing, include:  

• MindEd - a free educational resource on children and young people’s 
mental health  
• Every Mind Matters - an online tool and email journey to support 
everyone in taking action to look after their mental health and wellbeing  
• Bereavement UK and the Childhood Bereavement Network - 
information and resources to support bereaved pupils, schools and staff  
• the DfE blog - includes mental health resources for children, parents, 
carers and school staff  

Public Health England’s (PHE) advice and guidance for parents and professionals on 
supporting children and young people’s mental health and wellbeing includes actions you can 
take to support your child and emphasises the importance of taking 60 minutes of daily 
physical activity. Youth Sport Trust and Sport England have advice and support on helping 
children and young people stay physically active.  
NHS mental health services remain open and have digital tools to connect with people 
and provide ongoing support. Please use your local children and young people’s mental 
health service when needed.  
 

Education Support.  
We will be continuing to support children to catch up on any missed learning.    
The department has launched an information site for parents, to support children of all age 
ranges and abilities catch up on lost learning from the pandemic. The site features advice and 
support for parents of children with special educational needs and disabilities (SEND), as well 
as programmes, resources and activities for children and young people this summer.  
We have been asked to share this with you.   
Further information can be found on the education catch-up for your child homepage.  
 

https://www.minded.org.uk/
https://www.nhs.uk/oneyou/every-mind-matters/
https://www.childbereavementuk.org/
http://www.childhoodbereavementnetwork.org.uk/covid-19.aspx
https://dfemedia.blog.gov.uk/
https://dfemedia.blog.gov.uk/2021/02/01/mental-health-resources-for-children-parents-carers-and-school-staff/
https://www.gov.uk/government/publications/covid-19-guidance-on-supporting-children-and-young-peoples-mental-health-and-wellbeing
https://www.gov.uk/government/publications/covid-19-guidance-on-supporting-children-and-young-peoples-mental-health-and-wellbeing
https://www.sportengland.org/
https://educationcatchup.campaign.gov.uk/
https://educationcatchup.campaign.gov.uk/
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Home/Remote Learning – Isolation 
 
Remote Education Expectations: In terms of our developing provision, as a school, we aim to 
meet the Department for Education (DfE) expectations: 

• teach a planned and well-sequenced curriculum so that knowledge and skills are built 
incrementally, with a good level of clarity about what is intended to be taught and 
practised 

• use a curriculum sequence that allows access to high-quality online resources 

• give access to high quality remote education resources 

• select the online tools that will be consistently used across the school in order to 
allow interaction, assessment and feedback 

• provide printed resources, such as textbooks and workbooks, for pupils who do not 
have suitable online access 

• recognise that younger pupils and some children with special educational needs and 
disabilities (SEND) may not be able to access remote education without adult support 
and so work with families to deliver a broad and ambitious curriculum 

 
If your child does need to isolate due to contact through NHS track and trace, with reference 
to the remote education provision that your child can expect to receive, we aim to: 

• teach the same curriculum remotely as we do in school wherever possible 

• set work so that pupils have meaningful and ambitious learning activities each day in a 
number of different subjects 

• have a daily email system for checking whether pupils are engaging with their work 
and a weekly phone call home, supporting parents and informing where engagement 
is a concern 

 
SEND and Remote Learning  
 
Pupils With Special Educational Needs: We recognise that some pupils with special 
educational needs and disabilities (SEND) may not be able to access remote education 
without support from adults at home. We acknowledge the difficulties this may place on 
families. We will work collaboratively with those parents/carers, putting in place reasonable 
adjustments as necessary, in order to ensure that children’s needs can be most effectively 
met so that they continue to make progress, alongside their peers. 
 
Specialised home learning will be provided where necessary for children with SEND, this will 
be sent out via Parentmail/class email.   
 
Isolation  
 
On notifying the school that your child will be temporarily isolating due to COVID-19, you will 
receive a ParentMail containing two days worth of work – this is to be completed on the day 
of notification and the following day, if well enough to do so. This should allow you to access 
enough work whilst awaiting a COVID-19 PCR test result.  
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Class emails will be reinstated for any pupil who is absent from school due to COVID reasons. 
These are your child’s class name followed by @peartreemead.essex.sch.uk e.g. 
pine@peartreemead.essex.sch.uk  
 
Once the test results are back (whether this be for the child, another member of the family or 
someone you have been in contact with), please notify the school – whether this be a 
positive or negative result. If the result is positive and the child is well enough, the next 
stages of remote learning will be initiated and are as follows:  
 

• KS1 – (3 hours per day) The class teacher will email daily all work that needs to be 
completed on that day, you can expect this by 9am on the day of learning - a 
PowerPoint may be sent to support you with structuring the learning over the coming 
days. 

• LKS2 – (4 hours per day) The class teacher will email daily all work that needs to be 
completed on that day, you can expect this by 9am on the day of learning – a 
PowerPoint may be sent to support you with structuring the learning over the coming 
days.  

• UKS2 – (4 hours per day) The class teacher will email daily all work that needs to be 
completed on that day, you can expect this by 9am on the day of learning - a 
PowerPoint may be sent to support you with structuring the learning over the coming 
days. 
 

We would expect that work is submitted daily using the class email addresses. This line of 
communication is not to be used for any other purpose than home learning. Teachers will be 
checking this email daily and will respond within 24hrs, when work has been submitted 
within the school day. Teachers will not respond to emails before 8am or after 4pm in the 
working week and will not respond at weekends or within holiday periods. Teachers will not 
respond to any other communication outside the directive of home learning.   
 
On some occasions there may be a Zoom session arranged for single isolation pupils – you 
shall be notified of this by the class teacher if this is the case.  
  
 

mailto:pine@peartreemead.essex.sch.uk
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PUPILS CURRICULUM – If child is well  SAFEGUARDING SEND/BEHAVIOUR  

Positive 
test for 
pupil and 
isolating 
for 10 days.  

• Daily email monitoring - times for 
isolating children will be 8am up until 
the children arrive at school, lunch 
times (optional), after school up to 
4pm or within PPA sessions. 
Responses to be given within 24 
hours.  

• To complete Times tables, Reading, 
Spellings daily for 10 mins KS1/15 mins 
KS2 for each topic. 

• Isolated oak academy session that can 
be completed (Maths, English and 
Non-core) each lasting 40-60 mins 
each per day KS1/60mins KS2. 

• Daily 10 minute KS1/15 minute KS2 
physical activity each day.  

• Over the week it will mean children 
cover five Maths, English and other 
non-core subjects as well as five 
physical, spelling, reading and Times 
tables practice. Note that the maths 
and English sessions need to be taught 
in sequence.  

Early years:   

• Teaching sessions that can be 
completed (Maths (SSM) and 
Understanding the World) each lasting 
20-30 mins each per day.  

• Phonics activities (20 minutes a day).  
Reception 

• To complete reading, spelling, fine 
motor and small world play daily for 
10 minutes each - Reception. 

• To complete phonics, fine motor and 
shared reading for 10 minutes each - 
Nursery. 

• To complete a daily activity related to 
the theme 20 minutes - Nursery. 

• Daily 10 minute physical activity each 
day - Reception and Nursery. 

 
Work guidance will be supplied to you via 
email from the class teacher.  
 

• Parents and teachers to use the class 
home learning email to communicate 
work and learning feedback for 
parents and children (monitored by 
teachers). Expectations for teachers 
will be in place.  

• Weekly phone calls 
from teacher – first 
call to be day 3 of 
isolation and 
following week. This 
is only to discuss 
home learning and 
NOT for medical 
advice or testing.  

• Weekly call from the 
FST team if in the 
vulnerable category. 

• Parents to use Kate 
Townsend’s email to 
communicate any 
safeguarding 
concerns and these 
will be directed to 
the correct lead 
practitioners. 

• Teachers to complete 
a log of email and 
phone call 
communication. 

• Communication logs 
to be handed to 
safeguarding team 
weekly for checking – 
made available on 
SharePoint.  

• Admin staff to email 
the teachers on the 
day of an isolation 
beginning. This is 
when the 
communication log 
will begin.  

• Individual risk 
assessments 
completed for pupils 
who are more 
vulnerable due to 
health conditions  

• Food voucher/Care 
package support to 
FSM or those 
struggling - FLO 

• To use Kate 
Townsend’s 
email to 
communicate 
any SEND 
and 
behaviour 
concerns and 
these will be 
directed to 
the correct 
lead 
practitioners  

• Weekly call 
from the FST 
team if in the 
vulnerable 
category. 

• SEND 
learning 
materials to 
be given to 
support 
learning if 
necessary.  

 

Contact 
from NHS 
Track and 
Trace and 
isolating 
awaiting a 
PCR.  
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Communication expectations 

• Class email to be set up and monitored daily by the class teacher on their day of 
working  

• Communication is only for work/learning purposes e.g. children submitting work, 
feedback/advice on learning and positive recognition of home learning. 

• Teachers are not to respond to any other enquiries, complains, minor grievances or 
general conversations. If there are any concerns these needs to be forwarded to the 
correct line manager on the communication flow chart.  

• Weekly phone call from teacher to check in, encourage the use of the email and boost 
morale. 

• Communication log to be completed by the class teacher detailing the date and time 
of emails and phone calls and summary of support and home learning completed. 
This is to clearly identify what home learning, support and concerns each individual 
child/family may have.  

• Admin staff to email parents the home 
learning letter showing how to access 
learning and support and the first days 
isolation learning (KS1/KS2) 

• Admin staff to BCC teacher, Mrs 
Davies and Mrs Arnould into parent 
email notifying start of isolation – 
teachers to begin log from this day 

• KS1 – (3 hours per day) The class 
teacher will email daily all work that 
needs to be completed on that day, 
you can expect this by 9am on the day 
of learning - a PowerPoint may be sent 
to support you with structuring the 
learning over the coming days. 

• LKS2 – (4 hours per day) The class 
teacher will email daily all work that 
needs to be completed on that day, 
you can expect this by 9am on the day 
of learning – a PowerPoint may be 
sent to support you with structuring 
the learning over the coming days.  

• UKS2 – (4 hours per day) The class 
teacher will email daily all work that 
needs to be completed on that day, 
you can expect this by 9am on the day 
of learning - a PowerPoint may be sent 
to support you with structuring the 
learning over the coming days. 
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• Following the communication log teachers will identify the correct provision for the 
individuals on their return to school and learning. This should include any well-being 
support that may be arise.  
 

STAFF PROFESSIONAL TASKS SAFEGUARDING WELL BEING  

Staff 
member 
receiving a 
positive 
test result 
and 
isolating 
for 10 days 
(assuming 
they are 
feeling 
well). 

• NHS Track and Trace to 
contact others who will 
need to isolate  

• School will support 
with Track and Trace  

• Complete the above 
tasks for any children 
who are isolating  

• Class to continue with 
cover support as 
normal – teacher to 
zoom where 
appropriate  

• LSA’s to complete 
WAH tasks under the 
guidance of the class 
teacher, phase leader 
and line manager (if 
isolating). This will 
depend on tasks that 
need to be 
undertaken. This will 
be no less that 2 hours 
a day or other for part 
time staff. 

• Staff members 
to ensure they 
are completing 
the 
communications 
log fully to 
safeguard 
themselves and 
the children 
they speak to 

• To refer any 
concerns 
immediately to 
both DSL and 
DDSL via email 
or phone call if 
immediate 
concern.   

• To ensure that all the 
guidelines (including 
working contact hours) are 
followed and time is spent 
to ensure there is a work 
and home life balance. 

• To ensure line managers are 
used to seek support if the 
work load or balance is not 
effective 

• Line managers will support 
though monitoring the WAH 
logs and offering any 
support needed 

• Staff will ensure that the 
tasks needed to be 
completed are manageable 
and realistic and if not 
discussed with their line 
manager.  

• Support through health 
shield and other agencies 
can be offered for staff who 
are struggling to manage 
the change in situation. 

Isolating 
for 10 days 
due to 
contact 
with track 
and trace 
case or 
positive 
test from 
person out 
of school. 
 
IF NOT 
Double 
vaccinated.  

• Cover by LSA who 
oversees PPA in that 
class (there will be a 
plan formed with LSA 
and SLT about the 
remainder of the time 
covered). 

• Phase leaders and year 
group teachers will 
support in planning 
and delivery of lessons 
for the LSA.  

• Lessons will also be 
scheduled by the class 

• To ensure that 
all areas are 
secure and safe 
in order to zoom 
the class. 
Background and 
people entering 
the room need 
to be 
considered.  

• Staff will be 
appropriately 
dressed and 
ready to deliver 

• As above  

• Regular contact with 
teaching teams is 
encouraged to ensure all 
staff members are 
supporting each other 
(phone, zoom or email) 

• Line manager to discuss and 
ensure that home working 
environment is suitable for 
the staff member and to 
offer support if needed 
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 teacher and delivered 
via zoom with the LSA 
supporting in class  

• Teachers to continue 
to support planning, 
preparation, marking 
(if appropriate) and 
zoom sessions. This 
will be agreed with 
teacher, phase leader 
and a member of SLT. 

• Teacher will aim to 
have contact with their 
class to ensure a 
positive connection. 

• PPA sessions for 
teachers will continue 
with linked teacher 
through zoom or other 
methods.  

• WAH logs will be 
completed and sent in 
at the end of every 
working week to line 
managers.  

a professional 
session.  

• All 
correspondence 
with staff will be 
undertaken 
through secure 
methods e.g. 
staff emails 

• LSAs or other 
staff member 
covering a class 
will ensure that 
any 
safeguarding 
concern if 
followed in line 
with the 
safeguarding 
policy.  

Staff 
member 
receiving a 
positive 
test result 
and 
isolating 
for 10 days 
(assuming 
they are 
feeling 
unwell). 

• Cover by LSA who 
oversees PPA in that 
class (there will be a 
plan formed with LSA 
and SLT about the 
remainder of the time 
covered). 

• Phase leaders and year 
group teachers will 
support in planning 
and delivery of lessons 
for the LSA.  

• SLT/designated staff 
member to be 
monitoring emails 
from 9-3 and 
responding to home 
learning for any 
isolating children. No 
correspondence via 

• As above when 
unwell and then 
returning to 
work 

• To ensure that 
no activities are 
bringing the 
school and 
professional 
character into 
disrepute.  

• Ensuring staff 
member is well 
enough to work 
effectively 
before returning 
to school  

• As above when unwell and 
then returning to work 

• To ensure that the staff 
member is fully fit and able 
to work before agreeing the 
decision.  

• If the staff member is still 
unwell after 10 days 
isolation then further 
guidance to be followed 
from the government.  

• Ensure that there is a good 
hand over situation in place 
for staff member and 
designated person covering 
their role. 
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email to be undertaken 
outside of these hours 
(unless agreed by SLT). 
This member of staff to 
begin the 
communications log. 

• Updates on WAH 
condition to be 
regularly 
communicated to the 
line manager in order 
to record illness 
appropriately. 

• Follow PHE advice of 
when to return to work 
when feeling better.  

• No zooms or other 
contact with 
class/school necessary 
than normal absence 
procedures.  

 
 
Online Access  
We appreciate that some pupils may not have suitable online access at home and are taking 
the following approaches to support those children to access remote education:  

• Lending laptops to pupils where we have these available (see appendix 1 for device 
loan agreement). These are DfE laptops, that are set up specifically for the pupil they 
are loaned to. The pupil must have access to their Office email account to use the 
device for security.   

• Lending devices that enable an internet connection (routers/dongles) where we have 
these available  

• Providing printed materials if pupils do not have online access  

• Extra reading books or exercise books can be picked up at the school if necessary  
 

We also understand that there may be some technical issues concerning the home set up of 
devices and have produced a ‘Trouble Shooting’ document to help support with this 
(appendix 2).  

Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

• Co-ordinating the remote learning approach across the school – Mrs Davies (DHT) 

• Ensuring provision is meeting the needs of learners with SEND – Mrs Martin (SENDco) 
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• Monitoring the effectiveness of remote learning – regular meetings with teachers and 
subject leaders, reviewing work set or reaching out for feedback from pupils and parents 

• Monitoring the security of remote learning systems, including data protection and 
safeguarding considerations – Mrs Arnould (AHT) 

Pupils and parents 

Staff can expect pupils learning remotely to: 

• 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 

• Send work in that has been completed or email in an update – respond to feedback 
given from the teacher  

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 and follow 
the correct procedure  

Governors 

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 

 

Zoom  

As we are no longer required to close whole bubbles it is unlikely that we shall be using Zoom 
for whole class sessions, however if individually isolating due to Track and Trace, your child 
may be required to join the class via zoom – details below.  

 

Use of Video Conferencing technologies (Zoom) – if being used at any time  
 
Live lessons/meets are not compulsory as we know that for some families they are not 
practical. If you would like to join but are unable to due to technology restraints, please get in 
touch as we may be able to help. Please note that smart phones are compatible with this 
program.  
 
The safety of both children and staff when using this technology is paramount and we will be 
following relevant advice from Zoom, the Children’s Commissioner and the NSPCC. In order 
to protect both children and staff, we require that if you wish to take advantage of these 
opportunities on Zoom, you agree to the following: 
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A free Zoom account is needed so that we can ensure only registered users can access 
meetings. As Zoom is not intended for use by children under 16 this must therefore be their 
parent’s account and kept secure by them - only to be used by their child when supervised by 
an adult. Sign up here https://www.zoom.us/signup 
 

• An appropriate adult must be present during video or conference calls to support 
with behaviour and engagement and ensure children are safe and using it 
appropriately. 

• Children should take part in the meet up in a suitable communal environment (not a 
bedroom) and must be appropriately dressed (uniform isn’t necessary, but they 
should be fully dressed in clothing that covers top and bottom half of the body). 

• All members of the household must be aware that the meeting is taking place and 
make sure they are also suitable dressed and use appropriate language and behaviour 
when nearby or in the background. Zoom has a built-in option to use a virtual 
background - you may feel this is an appropriate feature to turn on. 

• We ask you to familiarise yourselves with the features of zoom, including the 
mute/unmute and ‘hand up’ – please ask the teacher for more information if unsure.  

• You must make sure you and your child have ‘logged off’ the call correctly once it is 
finished - before turning off any devices. 

• You and your child will not try to contact any staff using these online tools outside of 
the pre-arranged meet ups which will be arranged through ParentMail. 

• If you need to contact staff for any reason you will do so through class emails/school 
office depending on the reason for contact. 

• Screenshots, photos or recordings of Zoom meetings must not be made and meeting 
links must not be shared with others. 

• Filters should not be applied when accessing the session. Background may be added if 
necessary.  

• Behaviour expectations are the same as if the child were present in the classroom.  
 
We will ensure that: 
 

• No staff member will contact you or your child using Zoom outside of any pre-
arranged meetings and if they do need to contact you, they will do so via the class 
email or phone. 

• Staff will ensure appropriate security settings are in place for the meeting. They will 
ensure that access is only granted to the expected registered users invited with a 
password or direct link. Screen sharing, file-sharing, annotation and chat will be 
restricted. 

• Staff will always carry out Zoom lessons/meets with another member of staff present. 
Staff must not be alone with a child on a Zoom meeting. Either a parent or other 
children should be present. 

• Participants will be held in a virtual waiting room while their identity is confirmed. 
Your Zoom account must clearly identify you by name and renaming during the 

https://www.zoom.us/signup
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meeting will not be allowed. Participants’ audio or video may be muted until 
appropriate. 

• Staff will monitor appropriate use and users will be removed from the lesson if rules 
are not being followed. Staff will feedback to Senior Leaders and parents if there are 
any concerns. 

• Staff will stay in the meeting until everyone has ‘logged off’ or they have ended the 
meeting for all. 

• Staff and any other adults on the call (or in the background) will use appropriate 
language / behaviour throughout the call. 

 
By choosing to join a live lesson/meet on Zoom, you are demonstrating your consent to the 
above. 
 
If you have any questions or any concerns regarding live lessons then please get in touch. 
 
Any use of online learning tools and systems is in line with privacy and data protection / 
GDPR requirements. See our linked policies. 
 
Live Teaching and Learning Summary for Leaders:  

Leader – Step-by-step extra Guidance  

Set up a secure invitation on Zoom outlining the access, date and time – send out via 
ParentMail  
Access the session using your school laptop with your school name (e.g. Mrs Bruce) 
Ensure camera and audio are working correctly 
Disallow the messenger feature for the children to message one another individually  
Check your environment is appropriate. If doing this from home, would need to take place 
in the dining room or living room, not bedroom  
Check the background is neutral and if not, engage a background  
Appropriate dress – follow school dress code  
Two adults need to be in the zoom meeting – the second person does not need to be in 
the room but in the Zoom meeting  
Set up the other adult as a co-host  
The leader of the zoom is to direct the children, teach, present, talk and lead the session  
The co-host is there to support the leader with behaviour, safeguarding and the smooth 
running of technology: 

• Muting and unmuting if needed  

• Allowing video or not if needed 

• Checking pupils are following the online live teaching guidance  

• Ensuring everything being shown on screen is appropriate – anything shown which 
is not, depending on the incident ask them to put it away, turn their camera off or 
exclude them from the session – pass names to SLT 

• Respond to any bad language from pupil, parent or others by muting and excluding 
them from the session – pass names to SLT  

Allow the children into the Zoom at the time specified (all muted), wait a few minutes for 
all to join before starting 
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If something goes wrong with the technology consult SLT/tech 
Ask children to unmute as and when you would like them to respond – individually or as a 
group  
Children to put their ‘zoom’ hand up if they would like to contribute or ask a question – co-
host to monitor  
End Zoom for all pupils or wait until all users have logged off  

Pre-recorded Teaching  

Apply the above where applicable and ensure: 

• Environment is appropriate 

• Check what will be in the camera shot – you can be seen and heard if moving around 

• Neutral background  

• No background noise  

• Appropriate dress – follow school dress code  

• Code of conduct adhered to as though teaching in the classroom  

• Once completed, watch the recording and check all content  

 
 
 
Online Safety  
Keeping children safe online is essential. As a reminder, further guidance for parents and 
carers can be found below: 

• Thinkuknow provides advice from the National Crime Agency (NCA) on staying safe 
online 

• Childnet offers a toolkit to support parents/carers of children of any age to start 
discussions about their online life, to set boundaries around online behaviour and 
technology use, and to find out where to get more help and support 

• Internet matters provides age-specific online safety checklists, guides on how to set 
parental controls on a range of devices, and a host of practical tips to help children get 
the most out of their digital world 

• Net-aware has support for parents/carers from the NSPCC, including a guide to social 
networks, apps and games 

• UK Safer Internet Centre has tips, advice, guides and other resources to help keep 
children safe online, including parental controls offered by home internet providers 
and safety tools on social networks and other online services 

 

Safeguarding  

For all updated safeguarding information, please see our Child Protection policy.  
 

Lateral Flow testing 

https://www.thinkuknow.co.uk/
https://www.childnet.com/parents-and-carers/parent-and-carer-toolkit
https://www.internetmatters.org/?gclid=EAIaIQobChMIktuA5LWK2wIVRYXVCh2afg2aEAAYASAAEgIJ5vD_BwE
https://www.net-aware.org.uk/
https://www.saferinternet.org.uk/advice-centre/parents-and-carers
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All staff at school can take part in the optional weekly Lateral Flow tests.  There is a training 
video, school risk assessment, school instruction booklet and instructions in the packs.  These 
results are reported to the government and the school whether positive or negative.   

Parents of primary school children can also access optional Lateral Flow tests if they would 
like to.  They can be ordered online or picked up from test centres.  Parents should not test 
primary aged children.  Secondary school children can receive tests from their own school.   
Parents need to report their results to the government using the online portal.  Parents do 
not need to report a negative test to the school but must report a positive.  At this point they 
will need to pick up their children and self-isolate whilst they get a PCR test and then follow 
the government guidance. 

Please see further LFT documents, including how to administer and risk assessment, 
alongside this policy on our school website.  

 

Outbreak Management Plan 

 

There is an outbreak management plan ready to be put in place if Essex Track and Trace, NHS 
Track and Trace or the school consider that there is an outbreak in either the whole or part of 
the school.  At this point when an outbreak has been identified, all or some of the plan will be 
put into place.  This will be communicated to staff, parents and pupils so that all stakeholders 
know what changes are being put in place.  Some of the plan may affect daily routines for 
parents such as masks, one-way systems and drop off times.  Some of the plan may affect the 
day to day running of the school such as lunches in the hall, playtimes or assemblies.  Some 
of the plan may affect visitors being allowed to the school or large gatherings being 
cancelled.   We will follow all local and government advice and the aim is to keep the pupils, 
staff and families as safe as we can.   


	Morning/Afternoon Procedure
	Morning and afternoon procedure of picking up and dropping of children will revert to what we have always done pre-covid.
	Timings for dropping off and picking up children are no longer staggered, please see times below:

