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The centre recognises its duty to provide remote learning during periods of school absence and this policy 
acknowledges advice and expectations taken from DfE guidance: Actions for Schools during the Corona 
Outbreak (14.01.2021) 

 

1 Statement and vision 

1.1 Bright Sparks Learning Centre’s remote learning policy is intended to provide continuity of,  and 

progression in, learning during periods of absence from the centre. 

1.2 Absence may result from a range of factors including, but not limited to: 

i. ill health - physical or mental - which prevents the learner from attending the centre for a period 
exceeding 5 days 

ii. short, but frequent absence due to emotionally based school avoidance 

iii. long term mental health challenges or emotionally based school avoidance 

iv. a family crisis which prevents the young person attending school/an educational setting 

v. UK Government enforcing social distancing measure during the COVID-19 pandemic which may 
include: 

• 7 - 14 day isolating cases 

• extended self-isolating cases due to being part of a vulnerable group as defined by Public 
Health England 

• forced school closures 

 

2 Policy aims 

Bright Sparks Learning Centre’s remote learning policy for aims to: 

i. ensure consistency in the approach to remote learning for pupils who are not in the centre 

ii. set out expectations for all members of the centre community with regards to remote learning 

iii. ensure that learners receive good and outstanding learning episodes which are monitored, assessed 
and evaluated 

iv. provide appropriate guidelines for data protection 

 

3.  Roles and responsibilities 

3.1  Teachers 

3.1.1 When providing remote learning, teachers must be available between 9am-3pm.  

3.1.2 Should staff be unable to work for any reason during this time, for example due to sickness or caring 
for a dependent, they should report this using the normal absence procedure.  

3.1.3 When providing remote learning, teachers are responsible for: 

i. setting work: 

• work should be set for all scheduled classes/lessons each week 



 

 

 

• work should be appropriate for the age, ability and learning needs of each pupil 

• work for the school day will be scheduled by 9:00 am on that morning  

• work will be uploaded on to Google Classrooms – staff will be given full training on how this 
platform works 

• work may be supported by individual resource packs 

ii. providing feedback on work: 

• pupils will submit their completed work via Google Classrooms 

• teachers will use the centre’s assessment policy to provide timely and effective; feedback will 
be submitted through Google Classrooms 

iii. keeping in touch with pupils who aren’t in the centre and their parents/carers: 

• the DSL/DDSL will telephone parents and pupils on a weekly basis to discuss the young 
person’s wellbeing and learning. Pupils will be contacted via their parent’s telephone and the 
DSL / DDSL will converse with parents first, before speaking to the pupil. The DSL / DDSL will 
keep a detailed record of these conversations using the centre’s Record of Communication log.  

• emails should only be responded to during 9am and 3pm 

• should parents or pupils share a concern or complaint, this should be processed using Bright 
Sparks Learning Centre’s Complaints Policy and Procedure. Pupils and parents should be 
directed to this document on the centre’s website 

• behavioural concerns should be handled as per the centre’s Behaviour for Learning Policy 

• any safeguarding concerns should be reported immediately to the DSL via telephone (not voice 
message); and in his/her absence to the DDSL. This safeguarding concern should be followed 
up in writing via the green form which should be emailed to the DSL and DDSL 

• all safeguarding documentation is available from the Bright Sparks Learning Centre’s Dropbox 
STAFF folder 

iv. Attending virtual meetings with staff, parents and pupils: 

• staff must be in suitable work attire 

• virtual meetings should give access to a neutral background and must not take place in 
bedrooms or bathrooms 

v. Reporting on attendance 

• The office manager will report on attendance by 9:15am. The attendance code will apply for 
both morning and afternoon sessions.   

3.2  Senior leaders 

3.2.1 Alongside any teaching responsibilities, senior leaders are responsible for: 

i. co-ordinating the remote learning approach across the centre  

ii. monitoring the effectiveness of remote learning through regular meetings with teachers and subject 
leaders, reviewing work set and requesting feedback from pupils and parents 

iii. monitoring the security of remote learning systems, including data protection and safeguarding 
considerations 



 

 

 

3.3 Designated safeguarding lead 

3.3.1 The DSL is responsible for: 

i. identifying the most vulnerable children in the centre 

ii. updating and managing access to child protection files, where necessary 

iii. liaising with children’s social workers where they need access to children in need and/or to carry out 
statutory assessments 

iv. doing all they reasonably can to find out from parents and carers whether there have been any 
changes regarding welfare, health and wellbeing that they should be aware of before children return 

v. supporting staff and children regarding new concerns (and referrals as appropriate) as children 
return to the centre 

3.4  IT staff 

3.4.1 IT staff are responsible for: 

i. helping staff and parents with any technical issues they’re experiencing 

ii. reviewing the security of remote learning systems and flagging any data protection breaches to the 
data protection officer 

iii. assisting pupils and parents with accessing the internet or devices 

 

3.5 Pupils and parents 

3.5.1 Staff can expect pupils learning remotely to: 

i. be contactable during the ‘school day’ – although consider they may not always be in front of a 
device the entire time 

ii. complete work to the deadline set by teachers 

iii. seek help if they need it, from teachers or teaching assistants 

iv. alert teachers if they’re not able to complete work 

3.5.2 Staff can expect parents with children learning remotely to: 

i. make the centre aware if their child is unwell or otherwise can’t complete work 

ii. seek help from the centre if they need it  

iii. be respectful when making any complaints or concerns known to staff 

 

4 Curriculum 

4.1 In line with our inclusive ethos, Bright Sparks Learning Centre aims to ensure that our remote 

learning provision matches the on-site curriculum as closely as possible. This will enable pupils who 

are unable to attend the centre to keep on track with their learning and prevent gaps in their 

learning from widening. 



 

 

 

4.2 Our remote learning curriculum adheres to the national curriculum and aims to follow the centre’s 

subject-specific schemes of work where possible. These schemes of learning will be adapted, as 

necessary.  

4.3 Where an adapted curriculum is necessary for learners at KS3, particular focus will be given to 

English, literacy, maths, PSHE and RSE, PE and creative learning. 

4.4 At KS4, learners will continue to follow their programme of study so that they are not disadvantaged 

with regards to their examination series. Where an adapted curriculum is necessary for learners at 

KS4, focus will be given to English, Maths, PSHE and RSE, PE and 2 further option subjects. 

4.5 A comprehensive list of online learning resources and platforms will be provided to parents and 

carers; teacher will include reference to these links when weekly learning plans are published. 

4.6 Remote learning will include the following elements – differentiated and personalised to suit the 

circumstances of each learner. Hybrid learning may include: 

i. reference to online learning resources and platforms 

ii. online ‘live’ lessons delivered via Google Classrooms 

iii. pre-recorded lessons 

iv. individual work / project packs including all resources and equipment required 

 

4.7 An audit of digital access, and capability, for each remote learner will be conducted to determine the 

most appropriate method of delivery and the proportion of digital and non-digital learning to be 

provided. 

4.8 Pupils who are returning to the centre after a period of absence will be carefully supported to 

ensure their reintegration is successful. 

4.9 Should any aspect of remote learning provision trigger extreme anxiety, an alternative programme 

of activities will be provided and monitored in a more personalised way. Learning episodes will still 

be planned and learning outcomes recorded. 

5 Attendance 

5.1  The following attendance codes will be used for different circumstances: 

i. I - ill health including mental health / EBSA 

ii. C – vulnerable children absent during Corona Virus due to parental request 

iii. Y - centre closed to pupils / enforced self-isolation 

iv. O - unauthorised absence where EBSA is not identified as an acceptable reason 

v. X – non-vulnerable pupils absent due to Corona Virus 

 

5.2 Pupils are required to log in to Google Classrooms by 9:15am (am) and 1pm (pm) and report their 

attendance. Should pupils not report their attendance, a text message or email will be sent to 

parents requesting reasons for the absence. The attendance code will apply for both morning and 

afternoon sessions.   



 

 

 

5.3 During COVID-19, the centre will adhere to the latest attendance monitoring procedures published 

by the DfE. 

6 Who to contact 

 

6.1 Should staff have any questions or concerns about remote learning they should contact the 
following individuals: 

i. issues in setting work – talk to the relevant subject lead 

ii. issues with behaviour – talk to the pupil’s key worker / member of SLT 

iii. issues with IT – talk to J Little  

iv. issues with their own workload or wellbeing – talk to their line manager 

v. concerns about data protection – talk to the data protection officer 

vi. concerns about safeguarding – talk to the DSL, and in their absence, the DDSL 

 

7  Data protection 

7.1 Staff will adhere to the principles of our data protection (GDPR) policy. 

 

8  Safeguarding 

8.1 Key Principles 

8.1.1 Safeguarding is a critical element of our provision for pupils and underpins our practice at Bright 
Sparks Learning Centre. 

8.1.2 Bright Spark Learning Centre’s Child Protection and Safeguarding Policy Addendum has been written 
and implemented during the COVID-19 pandemic and will remain operational during this time. The 
policy is available on the centre’s website and from the centre office. 

8.1.3  During enforced absences, the DfE have issued attendance and safeguarding updates and the centre 
will adhere to these measures.  

8.1.4 The DSL will remain the key point of contact for all matters relating to safeguarding and attendance.  

8.1.5 The Designated Safeguarding Lead will ensure that a robust communication plan is in place for each 
child, their parent(s)/carer(s) and the allocated social worker or placing authority. 

 

8.2 Vulnerable children and young people  

8.2.1 The government currently defines vulnerable children and young people as children who: 

i. are assessed as being in need under section 17 of the Children Act 1989, including children and 
young people who have a child in need plan, a child protection plan or who are a looked-after child 

ii. have an education, health and care (EHC) plan 



 

 

 

iii. have been identified as otherwise vulnerable by educational providers or local authorities (including 
children’s social care services), and who could therefore benefit from continued full-time 
attendance, this might include: 

• children and young people on the edge of receiving support from children’s social care 
services or in the process of being referred to children’s services  

• adopted children or children on a special guardianship order 

• those at risk of becoming NEET (‘not in employment, education or training’) 

• those living in temporary accommodation 

• those who are young carers 

• those who may have difficulty engaging with remote education at home (for example due to 
a lack of devices or quiet space to study) 

• care leavers 

• others at the provider and local authority’s discretion including pupils and students who 
need to attend to receive support or manage risks to their mental health 

 

8.3 Risk assessments 

8.3.1 Pupils and parents will be contacted weekly, as a minimum, via telephone to monitor pupil safety 
and wellbeing.  

8.3.2 An individual risk assessment for each pupil will be completed to identify and address any 
safeguarding concerns. 

8.3.3 Pupils with an EHC plan will be risk-assessed, in consultation with the local authority (LA) and 
parents, to decide whether they need to continue to be offered a place at the centre in order to 
meet their needs, or whether they can safely have their needs met at home. This could include, if 
necessary, carers, therapists or clinicians visiting the home to provide any essential services. Many 
children and young people with EHC plans can safely remain at home.  

8.3.4 Given the nature of our provision, we consider all of our children to have vulnerable characteristics. 
The centre will assess the vulnerability of each pupil on the register/database using the RAG rating 
format.  

8.3.5 The centre’s safeguarding tracker will RAG rate the children according their vulnerability across a 
range of measure to include finance, family relationships, social worker, CLA status, mental health, 
social media and gang/exploitation risks. The DSL will then ensure a schedule of safeguarding 
contact is maintained for every pupil.  

8.3.6 This risk assessment will be used to support the DSL to identify those children that need to be 
offered the opportunity to attend the centre (this must include all children with a social worker), 
those that can be supported by regular contact from a DSL and those whose attendance might be 
inconsistent and who may therefore need additional contact and support. 

8.3.7 Every child on the vulnerable children register/database will be allocated a named DSL who will be 
responsible for ensuring that the identified level of support and contact is provided. 

8.3.8 A daily register and communications log will  be completed and shared with the senior leadership 
team. 



 

 

 

8.4 E Safety 

8.4.1 The centre recognises that increased/enforced absence can lead to increased access to digital 
devices and increased use of social media platforms. Whilst these platforms may have certain 
benefits, they also come with hidden dangers. The centre’s website offers a dedicated section to 
Home Learning which includes E Safety guidance, support and advice for both pupils and parents.  

8.4.2 During virtual learning, there are additional safeguarding considerations, especially where webcams 
are involved. Due regard must be given to the following: 

i. young people will be taught in groups; there will be not 1:1 teaching of pupils 
ii. the DSL, head of department and members of SLT can join any virtual lesson 

iii. staff, pupils and any other member of the household, must wear appropriate clothing 
iv. all computers should be in appropriate areas - not in bedrooms for instance - and the background 

should be blurred or hidden 
v. live lessons should be recorded so that if any concerns were to arise, the video can be reviewed 

vi. live classes should be kept to a reasonable length of time; streaming should not prevent the family 
from getting on with their day 

vii. language and conduct should be professional and appropriate 
viii. staff must adhere to the centre’s Staff Code of Conduct Policy 

ix. lessons should be delivered via Google Classrooms 
x. staff should record the date, time, length and attendance of all sessions held 

8.4.3 The centre will ask pupils and parents/carers to sign a remote learning protocols contract before any 
delivery of live lessons (see Appendix 1) 

9.  Monitoring and evaluation 

9.1 Teachers will continue to implement Bright Sparks Learning Centre’s Assessment Policy delivering 
formative and summative assessments as specified within the policy. 

9.2 Accessibility of, and participation in, lessons will be closely monitored to identify any barriers to 
learning. 

9.3 Summative assessment data will be collated and added to our assessment tracker to monitor 
attainment and progress. 

9.4 Teachers will provide a fortnightly log of learning outcomes achieved by each learner; senior leader 
in charge of standards will analyse and  evaluate this data to monitor progress and outcomes. This 
information will also be used to evaluate the effectiveness of the remote learning provision. 

9.5 Pupil and parent voice will be used to assess and evaluate the effectiveness of the provision. This, 
along with teacher’s data, will enable senior leaders to amend and enhance the provision. 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

Appendix 1 

Bright Sparks Learning Centre will deliver ‘live lessons’ via Google Classrooms during COVID-19.  

We ask parents/carers to read, sign and return this agreement via email.  

Parents/carers will: 
 

• ensure that their son/daughter is the ready for their ‘live lesson’ and joins the at least 2-minutes 
before the start of their scheduled ‘live lesson’ 

• ensure that their son/daughter, and themselves, are suitably clothed 

• ensure that computers are situated in an appropriate area i.e. not bedrooms 

• ensure that their son/daughter conducts themselves appropriately and respectfully throughout the 
lesson 

• ensure that their son/daughter does not use obscene or offensive language 

• ensure that their son/daughter follows the centre’s behaviour for learning policy 

• accept that Bright Sparks Learning Centre reserves the right to remove their son/daughter from the 
lesson should their behaviour be deemed disruptive or offensive to other learners 

 
Bright Sparks Learning Centre will: 

• provide pupils with an email account under Bright Sparks Learning Centre’s Google account 

• only deliver ‘live lessons’ to groups of pupils 

• ensure that pupils are admitted to the lesson only when the teacher is ready to start the lesson 

• ensure that lesson starts and finish promptly 

• ensure that the lesson is of an appropriate length of time 

• ensure high standards of pupil behaviour 

• implement the centre’s behaviour for learning policy 

• follow the centre’s staff code of conduct policy 

• record lessons so that if any issue should arise, the recording can be reviewed 

• record the date, time, length and attendance of all sessions held 

 
Parent Declaration 
  
As the parent or legal guardian of the pupil named below, I grant permission for my son or daughter to 

partake in online lessons delivered by Bright Sparks Learning Centre via Google Classrooms. I agree to the 

terms outlined above. 

  
Pupil Name ____________________________________ 



 

 

 

 
 
Parent Name ___________________________________ 
 
Parent/Carer Signature ___________________________    Date: ___/___/___                                               


