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Introduction  
As the school has had to undergo an enforced temporary closure due to government and/or public health                 
guidelines related to COVID 19 the school has implemented the most effective online learning we could in the                  
time available. The following will apply:  

The aims of this policy:  
To outline the procedures and practice for pupils in self-isolation, and those who are otherwise fit and  healthy, 
to continue with their academic program.  To outline the procedures and practice for staff in self-isolation, and 
those who are otherwise fit and healthy,  to continue with teaching, and setting, marking and feeding back on 
pupil work as part of a normal academic  program.  

Pupil expectations:  
● Pupils should retain structure to their working day starting with log-in to Google Classroom for 

registration at 8.45am each day.  
● Pupils attend live lessons on Google Classroom and follow the usual timetable for learning as closely as is 

possible. (Every age group will access lessons each day, but time on screen will differ between EY, KS1 and 
KS2.) 

● Check Google Classroom to see the posts/resources for each lesson and work through tasks in a timely 
fashion.  

● Complete all set work and hand in work to the class/subject teacher in the agreed manner eg upload, 
photograph, scan etc.  

● Use designated ‘Google Classroom Comments/Hangouts’ to communicate with their teachers and ask            
questions if they do not understand/require help within normal school time hours. They may need to                
email the teacher as appropriate/if they are having difficulties with the system or for a longer question. 

● Pupils should attend any live feedback lessons that are applicable to them.  
● Deadlines must be met where possible; Class teacher will be informed if there are issues or pupils unable 

to complete tasks.  
● All interactions on Google Classroom to be of classroom level type discussions. Pupils to keep personal 

conversations to their own social media streams in order to keep channels free. These are only to be used 
in free time, not during lessons.  

● It is not required to wear uniform for video learning however, appropriate dress is expected.  
● Consider what is in the background of your video chat, this should be in a communal area of the  house – 

ask if you don’t know how to blur background.  

Teachers and specialist subject teachers are expected to:  
● Upload teaching materials to Google Classroom in advance of each day to allow parents to print and 

prepare resources.  
● Teachers will mostly teach live lessons to pupils. Depending on the age group of the child these may differ 

in length and content.  
● Teachers will endeavour to set work equivalent in length to the lessons on their usual timetable and be                  

available during scheduled lessons to answer any questions pupils may have via Google Classroom. It is                
recognised that it is not easy to estimate the time it takes for pupils to complete work and some pupils                    
will work faster than others. An element of differentiation by outcome is to be expected, but teachers                 
will match tasks to adequately challenge learners.  Extension tasks may be set if appropriate.  

● It may be that it is more appropriate for the teacher to set one longer extended task in core subjects to 
allow for greater depth of learning. 

● Mark and give necessary feedback using verbal feedback in live sessions or on Google Classroom - where 
possible the same regularity of key KPIs they would have done if in school.  

● Make sure that all resources are available online including scanned pages of textbooks.  
● As much as possible, use the usual rewards and sanctions such as house points, merits, class dojos and 

verbal  praise/warnings. Email parents if there are ongoing concerns and arrange live feedback meetings 
if required.  

● Staff will answer Google Classroom or email messages during school hours and their working day but may 
not  respond straight away if it is after 5pm or at the weekend.  



 

● Staff must ensure a classroom level of interaction is maintained through use of email and Google 
Classroom and to raise concerns with the SMT if they feel children have not. This is a new experience for 
the pupils, and we must guide them in how to behave. Just as in their own physical classroom staff must 
set out their expectations clearly and consistently.  

● Staff to set expectations such as microphones off and suitable background and posture of learning.  
● Staff are able to have one to one video chat with a child, but they must make SMT aware of when and 

how this takes place for safeguarding purposes. 
● Staff to submit a log of anything that goes wrong, technically or otherwise, to SMT. 

Children with special educational needs:  
● Connect with parents and/or pupils who receive one-to-one SEN support, during their usual allocated              

time, to check how they are coping with the home learning and keep formal records of all  interactions.  
● Provide additional resources, time and adapt curriculum needs to meet the needs of any child with SEN.                 

Adhere to ILP targets and ensure these are being monitored in the same fashion. 
● Learning support will continue with those children who need it most. This may be a reduced timetable                 

due to being remote. 
● Staff will interact and have pastoral welfare conversations with SEN/EHC pupils on a regular basis. 

Parents are expected to:  
● To ensure their child has sufficiently adequate computer equipment and internet access in order to  fully 

participate in home learning. School is able to provide additional resources and devices if required - 
parents must request these in advance and maintain devices securely and safely at home.  

● Encourage and support their children's work including: finding an appropriate place to work, checking              
that set work is completed and submitted by the end of each day and ensuring that the normal school                   
timetable for the day is followed as much as possible.  

● Contact the class teacher if there are any concerns or problems.  
● All parents have access to their child’s Google Classroom account to allow monitoring of learning and 

lessons.  
● Support pupils in choosing an appropriate location for live video calls and ensuring that their child works 

independently as possible.  

Feedback - children can continue to receive the feedback they need through online annotation of documents, 
along with audio feedback, whilst teachers can track their progress and see where support is required. As 
learning is remote feedback live feedback in the moment is restricted, but teachers will maintain to monitor key 
target areas for progressions. Parents will also have feedback meetings with teachers to communicate remote 
learning progress. 

Safeguarding  
This guidance document is supported by the Safeguarding policy at Forest Park Preparatory School. Specific 
additions to note:  

Parental involvement during video sessions: by bringing staff instruction into the home, the lessons can feel                
different. The same rules of communication apply as if this were a regularly taught lesson, meaning that the                  
interactions in these lessons are between the teacher and the invited members of the class.  

Size of groups for home learning. We are aware of the increased level of risk around one-to-one video  meetings 
with pupils, however, there are many reasons why they would be helpful and appropriate. One to one sessions 
with pupils should follow the same guidance as one-to-one conversations in school, in most  instances these 
should take the format of a one to one video and recording can be considered. SMT will also be notified in 
advance of any such meeting.  

Staff registering for any software / platforms, must do so with their school email address. This policy has been 
written in response to the COVID 19 self-isolating and school closure that took place on March 2020  and January 



 

2021 and will either be reviewed yearly or sooner if needed, based on these unprecedented times.  
 

Appendix 1  

Pupil Google Meet/Hangout Learning Agreement  

Name:  

Year group:  

The usual classroom expectations and standards of behaviour apply to Google Meets lessons. Therefore, we ask 
that all pupils agree to the following rules prior to undertaking lessons on Google Meets. 

- I will read and adhere to the pupil guidance provided by my teacher 

 - I will join the Google 'Meet' lesson at the correct time according to my timetable. 

- I will be dressed appropriately in day-clothes 

- I will be seated at an appropriate table or a desk in a quiet room, away from noise and distractions.  

- I will only use the messaging feature or 'raise hand' function to indicate that I have a question for the teacher 
(using a question mark symbol). 

- I will be silent throughout unless given permission by the teacher. 

- I understand that it is only the teacher who is allowed to mute or disconnect other users. 

- I will follow e-safety procedures and report to or seek advice about anything I find upsetting online. 

- I will not use Google Hangouts during a lesson unless directed to by my teacher. 

- When using Google Hangouts, I will always be friendly and inclusive towards the other children. 

- I will follow the rules set out by my class teacher and engage positively with my learning whilst online. 

- I will adopt the 'I can and I will' Forest Park motto whilst undertaking my online learning. 

- I will complete the weekly 'End of Week' check in honestly and sensibly. 

- I will be sensible during 'Whole School Celebration' Assembly, following Mr Tucker's instructions and 
encouraging your  friends with a smile, wave or novelty clap. 

                                                           #FPPNurture        #FPPExcellence      #FPPNurture 

Any pupils being disruptive or not participating sensibly in the online (face to face) lessons will be disconnected by 
the teacher and parents informed.  

Any pupil inappropriately using the Google Hangout messaging and videoing function, will cause the whole class 
to be disconnected (length to be decided on the offence, at the time) and parents will be informed.  

 

 


