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1. Context  
 

From 5th January 2021 government guidance requires all schools to partially close for the 

period of interim COVID-19 arrangements. 

On 7th January 2021 The Department for Education issued ‘Restricting attendance during 

the national lockdown: schools. Guidance for all schools in England’.  

Page 39 of that guidance indicates that schools and colleges should review their child 

protection policies to reflect the move to remote education for pupils who are not attending 

school.  

This annex does not cover all the other areas in the ‘Restricted Attendance guidance’ for 

example, parents and carers who are critical workers, wearing of face coverings, or good 

respiratory hygiene.  Schools and colleges should review the guidance and ensure it is 

adapted to suit the needs of their particular setting.  

This annex is supplementary guidance for the period of lockdown ‘3’, January 2021 only. 

During this period All schools and colleges MUST CONTINUE to have regard for the statutory 

guidance Keeping Children Safe in Education 2020  
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2. Covid-19 January 2021 annex for the school’s current safeguarding policy 
 

This annex of the school name Safeguarding, and Child Protection policy will take effect 

from 25 January 2021 and remain in place during this period of time and will be reviewed as 

government policy and guidance changes. 
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Key Contacts 
 

Role Name Contact number Email 

Designated 

Safeguarding 

Lead 

 

Mark England 

 

 

01403 261086 ext. 214 

 

mengland@theforestschool.net 

Deputy 

Designated 

Safeguarding Lead 

 

Michael 

Wickham 

 

01403 261086 ext. 336 

 

mwickham@theforestschool.net 

Headteacher  

Ian Straw 

 

01403 261086 

 

istraw@theforestschool.net 

Chair of 

Governors 

 

Cliff Purvis 

 

01403 261086 

 

cpurvis@theforestschool.net 

MASH WSCC  01403 229900 

(Out of Hours – 0330 222 

6664) 

  

 

Referrals to MASH should be made on the 

following web-based forms which can be 

accessed here:  

Adults - 

https://www.westsussex.gov.uk/raiseaconcern

aboutanadult 

Children’s - 

www.westsussex.gov.uk/Raiseaconcernaboutac

hild 

Referrals can also be made by telephone to 

01403 229900  

 

LADO Miriam Williams 

Donna 

Tomlinson  

Assistant LADO: 

Sally Arbuckle  

0330 222 6450 (9am -

5pm) 

(Out of Hours – 0330 222 

6664) 

 

 

LADO@westsussex.gov.uk 

 

https://www.westsussex.gov.uk/raiseaconcernaboutanadult
https://www.westsussex.gov.uk/raiseaconcernaboutanadult
http://www.westsussex.gov.uk/Raiseaconcernaboutachild
http://www.westsussex.gov.uk/Raiseaconcernaboutachild
mailto:LADO@westsussex.gov.uk
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Safeguarding in 

Education 

 0330 222 4030  safeguarding.education@westsussex.gov.uk 

   

3. Staff Resilience – school safeguarding team  
 

It is expected that our school will have a trained DSL (or deputy) available on site. However, 

it is recognised that on occasions there may be operational challenges to this. In such cases, 

for our school there are two options to consider:  

• a trained DSL (or deputy) from the school can be available to be contacted via phone or 

online video, for example working from home  

• sharing trained DSLs (or deputies) with other schools (who should be available to be 

contacted via phone or online video)  

Should we not have a DSL available on the telephone nor from another school, the member 

of staff operationally in charge of the school at that time will be responsible for co-

ordinating safeguarding on site.  

If we are aware we may face the possibility of not having a DSL available either on the 

school site, on the telephone, or from another school we will make immediate contact with 

the WSCC Safeguarding in Education Team on 0330 222 4030 or email 

safeguarding.education@westsussex.gov.uk for advice and support.  

4. Capacity of DSL team at Forest 
 

All regular duties of the Safeguarding and Child Protection team in our school will remain 

during this period of lockdown in order to protect all of children and young people, whether 

they are attending school or accessing learning remotely.  

This will include: 

● Managing concerns raised 

● Updating and managing access to safeguarding and child protection records by 

liaising with the offsite DSL (or deputy)  

● Undertaking risk assessments for all pupils as necessary 

● Co-ordinating safeguarding provision and checks for all vulnerable pupils on and off 

site  

● Liaising with children’s social workers where they require access to children to carry 

out statutory assessments at the school or college and engaging with key 

safeguarding partners when requested, in an appropriate and safe manner. 

  

mailto:safeguarding.education@westsussex.gov.uk
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5. Safeguarding, Training & Induction 
 

Keeping Children Safe in Education 2020 states:  

72. The designated safeguarding lead and any deputies should undergo training to provide 

them with the knowledge and skills required to carry out the role. The training should be 

updated every two years. 

73. In addition to their formal training as set out above, their knowledge and skills should be 

updated (for example via e-bulletins, meeting other designated safeguarding leads, or taking 

time to read and digest safeguarding developments), at regular intervals, and at least 

annually, to keep up with any developments relevant to their role. 

5.1 DSL Training  

Our school recognises both DSL induction and refresher courses have been made available 

by WSCC as on-line courses and which can only be booked via the Safeguarding in Education 

pages on the West Sussex Service for Schools Site. We will ensure all our DSLs are trained 

within their two-year cycle.  

Our school will also consider if we need to train additional DSLs to mitigate the risk of the 

majority of our DSL team being away from work and not contactable.  

5.2 Continual Professional Development  

We also recognise the Safeguarding in Education pages on West Sussex Service for Schools 

contain many resources for DSL continual professional development, including a digital 

library and other relevant information.   

In addition, Pastoral staff have been directed to undertake additional safeguarding training 

via the National College in recognition of the changed circumstances experienced by the 

members of the school’s Community.  

5.3 Staff training  

All existing school staff have had safeguarding training and have read part 1 of Keeping 

Children Safe in Education (2020). All staff are aware of WSCC procedures for referral and 

have access to key contacts to do this. 

Any new staff, including volunteers, who join the school will receive full safeguarding 

training.  

5.4 Raising a Safeguarding Concern  

All staff will continue to follow the normal processes as outlined in our child protection and 

safeguarding policy for raising safeguarding concerns about any child or young person, 

whether they attend our school or receive education elsewhere.  
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6. Vulnerable Students 
 

The Department for Education have identified vulnerable children as those who :  

1. 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 

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

3. 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 

6.1 Identifying our Vulnerable Children  

Our school will use the above definitions to identify our vulnerable children. We will 

generate a confidential system, accessed only by those who need to know, so we can 

identify each vulnerable child and monitor attendance and other concerns.  

We recognise in the DfE guidance that all schools and colleges are expected to allow and 

strongly encourage vulnerable children and young people to attend and that parents/carers 

of vulnerable children and young people are strongly encouraged to take up the place.  

Our school college will support this by: add practical steps you are undertaking.  

6.2 Identifying Our Vulnerable Children  

Appendix A below is a suggested way in which you can identify your vulnerable children and 

a means to monitor attendance and / or contact with the child and families.  
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6.3 Supporting Our Vulnerable Children who are attending school  

We will continue with our normal processes of supporting our vulnerable children when 

they are at school. This will include regular contact to follow up any absenteeism from 

either school and ‘live lessons’ and to ensure general wellbeing.  

6.4 Hearing the Voice of the Child  

Our school is very aware that the usual members of staff, whom children and young people 

may go to when needing to share their worries, may not be physically present at school or 

immediately available due to self-isolating etc. We will ensure all of our children and young 

people know who they can go to should they have worries if their usual staff member is 

unavailable. 

6.5 Vulnerable Children Not Attending   

If any of our vulnerable children and young people do not attend, our school will:  

• work together with the local authority and social worker (where applicable) to follow 

 up with the parent or carer to explore the reason for absence, discussing their 

 concerns using supporting guidance considering the child’s circumstances and their 

 best interests  

• work together with the local authority and social worker (where applicable) and 

 other relevant partners to encourage the child or young person to attend 

 educational provision, particularly where the social worker agrees that the child or 

 young person’s attendance would be appropriate  

• Maximise the opportunities to understand the lived experience of all of our children 

 who are not attending during lockdown, and particularly those who we recognise are 

 vulnerable.  

6.6 Leave of Absence  

Latest guidance states vulnerable children are still expected to attend school full time, they 

should not be marked as Code X if they are not in school (except if they are shielding, self-

isolating or quarantining). If the parent of a vulnerable child wishes their child to be absent, 

the parent should let the school know.  

The Department of Education expects schools to grant applications for leave of absence 

given the exceptional circumstances. This should be recorded as code C (leave of absence 

authorised by the school) unless another authorised absence code is more applicable. 

Where our school grants a leave of absence to a vulnerable child or young person we will 

still speak to parents and carers, and social workers (where applicable) to explore the 

reasons for this and any concerns raised. The discussions should focus on the welfare of the 

child or young person and ensuring that the child or young person is able to access 

appropriate education and support while they are at home.  
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Where providers have had to temporarily stop on-site provision on public health advice, 

they should inform the local authority to discuss alternative arrangements for vulnerable 

children and young people and work towards welcoming back pupils as soon as possible, 

where feasible to do so.  

Our school will work collaboratively with other schools and education providers and other 

local partners (including the local authority, social workers, police, youth services, key 

workers etc.) to maximise opportunities for face-to-face provision for vulnerable children.  

Our school will continually review the safeguarding risks to our vulnerable children and 

young people and will raise concerns with Early Help and / or MASH when and where 

relevant.  

7 Recruitment, supply and other temporary staff or peripatetic teachers 
 

Recruitment, Supply and other temporary staff or peripatetic teachers  

Our school will follow our normal procedures for safer recruitment and will continue to 

undertake all necessary safeguarding and right to work checks for any new members of 

staff, supply cover or other temporary staff, including volunteers, who come into our school. 

7.1 Lateral Flow or other testing – volunteers  

We will ensure that any volunteers who attend our school to assist with lateral flow testing, 

or any other testing, will be subject to the same safer-recruiting checks as any other 

volunteer. If that is not possible in the time frames available to complete all of those checks 

then those volunteers will be supervised by school staff, who do have the relevant checks in 

place, at all times.  

8. Remote Learning 
 

Our school recognises the temporary continuity direction which makes it clear that schools 

and colleges have a duty to provide remote education for state-funded, school-age children 

whose attendance would be contrary to government guidance or law around coronavirus 

(COVID-19).  

Our school is committed to providing continuity of education to its students and will do so 

through the use of Teach Stream, allowing each student to follow their usual timetable, and 

with direct instruction and resources being posted on Google Classroom. Students are 

expected to complete the work set and submit responses where appropriate. Feedback 

from the teacher will be provided to students on a regular basis.  

The school will continue to support those who are struggling with access to equipment and 

internet access at home and devices will be supplied where possible.  
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9. Delivering Remote Education safely and Safeguarding 
 

AHT is responsible for formulating and overseeing The Forest School’s Remote Learning 

Policy. Any questions about the operation of this policy or any concerns about the viability 

of any part of the policy should be addressed to office@theforestschool.net in the first 

instance and it will be redirected to the relevant member of staff. 

Appendix B of this Annex outlines how our school and college will deliver remote education 

safely.  

10. Student Wellbeing and Support 
 

Our school recognise that our children and young people may be experiencing a variety of 

emotions in response to the coronavirus (COVID-19) outbreak, such as anxiety, stress or low 

mood. This may particularly be the case for vulnerable children, including those with a social 

worker and young carers. It is important to contextualise these feelings as normal responses 

to an abnormal situation. Some may need support to re-adjust, either to a return to learning 

at home or being in school without their peers, and some may be showing signs of more 

severe anxiety or depression. Others will not be experiencing any challenges and will be 

content with the change in circumstances.  

The return to remote learning for most will limit pupils’ social interaction with their peers, 

carers and teachers, which may have an impact on wellbeing. 

In order to support our pupils’ wellbeing, we will work with our children, families and 

partner agencies to support our children and young people.  

Please see Appendix C for further information.  

11. Support from the Local Authority 

 

The WSCC Safeguarding in Education Team are offering daily safeguarding support to 

schools and can be contacted by: 

Phone - 0330 222 4030  

Email - safeguarding.education@westsussex.gov.uk 
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Appendix A – Identifying Vulnerable Children 
 

Monitoring Our Vulnerable Children 

Name Reason for 
Vulnerable  

Place 
accepted 
Y/N? 

Reasons 
provided by 
parent / 
carer if Not 
attending  

If not attending – 
engagement plan   

Log of 
concerns and 
contact 
details added 
to 
safeguarding 
file and date 
added.   

A Emerging 
concerns 
around 
mental 
health  

Y    

B Child in 
Need Plan 

N Mum states 
she can  
manage the 
child at 
home. Mum 
is 
furloughed 
and can 
support 
learning.   

1. Weekly contact by 
DSL and social 
worker to monitor 
and identify any 
escalations in risk.  

2. Monitor learning 
with at least weekly 
contact by class 
teacher.  

 

C Child 
cannot 
access 
remote 
learning  

N Mum states 
they are 
asking 
family for a 
tablet or 
laptop.  

School are sending 
learning home. School 
will monitor and 
discuss progress with 
mum. School are also 
trying to resource a 
laptop. 
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Appendix B – Delivering Remote Education safely and Safeguarding  
 

THE FOREST SCHOOL 

  

POLICY TITLE 

  

  

REMOTE LEARNING POLICY 

PERSON(S) RESPONSIBLE FOR 

POLICY 

  

Assistant Headteacher: Remote Learning Lead 

  

  

WHO IS GOVERNED BY THIS POLICY 

  

All Staff and Students 

  

POINT (S) OF CONTACT 

  

Headteacher, Assistant Headteacher 

  

 LINKS TO THE FOLLOWING POLICIES AND PROCEDURES: 

  

Behaviour for Learning; Child Protection Policy (and addendum); Data Protection Policy; ICT 

and Internet Acceptable Use Policy; Online Safety Policy 
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Introduction 

In the event of a school closure, The Forest School is committed to providing continuity of 

education to its students and will do so through a process of remote (online) learning. 

Extensive remote learning would apply particularly in a situation in which the school is 

closed for an extended period of time, to all students or individual year groups, but a high 

proportion of students and teachers are healthy, and able to work as normal from home 

(for students) or school (for teachers). This policy does not normally apply in the event of 

short-term school closures (e.g. as a result of inclement weather) or a short-term student 

absence. 

Remote learning may also be appropriate in situations when students, in agreement with 

the school, have a period of absence but are able to work at home, at least to some extent. 

This may apply in cases such as exclusion from school, or longer term illness, assuming 

students are able to complete school work at home. Another relevant instance would be if, 

following an infectious disease outbreak, students are self-isolating at home but are not 

suffering with relevant symptoms. 

There is no obligation for the school to provide continuity of education to students who 

absent themselves from school, with or without parental permission, in contravention to 

school or government guidance. This may apply, for example, if parents choose to take 

students on holiday during term time. Similarly, this would apply if parents made the 

decision, without prior agreement with the school, to keep their child away from school ‘as 

a precaution’, against official guidance, in the event of an outbreak of infectious disease. 

This policy is under review and may be revised as necessary in light of further experience of 

remote learning and the circumstances around its necessity. For example, the extent to 

which different methods of instruction are employed is likely to be determined by the 

length of school closure and the ability of both students and teachers to participate in 

remote learning, owing to widespread illness, for example. 

 

Remote Learning Lead 

AHT is responsible for formulating and overseeing The Forest School’s Remote Learning 

Policy. Any questions about the operation of this policy or any concerns about the viability of 

any part of the policy should be addressed to office@theforestschool.net in the first instance 

and it will be redirected to the relevant member of staff. 

Remote learning for individual students 

Assuming an absence has been agreed with the school, and the student in question is 

healthy enough to work from home, the school will provide work for students who are 

unable to attend in person. If this occurs for an individual student, the collation of work 

and communication with the parent will be coordinated by the student’s Community 

Leader or Academic Progress Leader. 
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The student’s subject teachers will email students or place work on Show My Homework 

(which may refer them to Google Classroom). If there are any issues with the compilation 

of work, Community Leaders or the Academic Progress Leader should liaise the relevant 

Subject Team Leader (particularly if a classroom teacher is unavailable). 

Though every case will have its own specifics, a rough guideline for the frequency of 

communication between school and parent would be once per week. Work will only be 

provided to students in this way if there is an agreed absence lasting more than three 

working days. 

If a significant number of students are absent from school, but the school remains open, 

the Headteacher will decide whether the method of remote learning operated will take 

the form outlined here, or as outlined below. 

Remote learning in the event of extended school closure 

In the event of an extended school closure, the school will provide continuity of education in 

the following ways: 

a) The use of Teach Stream for teachers to deliver live lessons (50 minutes) throughout 

the school day allowing each student to follow their usual timetable. 

b) Regular direct instruction from teachers, with the ability for students to ask 

questions online (via ShowMyHomework and Google Classroom) 

c) The setting of work that students complete, written responses (if relevant) 

completed electronically 

d) The assessment of specific assignments that are submitted to teachers electronically 

and on which feedback is provided. 

The school has a record of ICT resources students have access to at home and will continue 

to support those who are struggling to have access to the internet and device. The school 

recognises that many families may not have home printers and will therefore not require 

the printing of material. 

● Teach Stream using the URL: 

https://www.teachstream.co.uk/ 

● google classroom accessed via the relevant app or the ‘waffle’ (9 dots) on any google 

search page. 

Access to these platforms is via a student’s normal school login; if students have difficulty 

with logging in, they should contact the school’s IT support. 

  

The school reserves the right to vary the range of methods used to provide remote 

learning tasks, feedback and interaction, based on the particular circumstances of any 

closure and based on our experience. 

https://www.teachstream.co.uk/
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Live Lessons (Teach Stream) 

It is expected that in the case of school closure to individual year groups or the whole school, 

all lessons will be delivered live, through Teach Stream. Teach Stream is a safe platform that 

allows for resources to be shared, teachers to provide exposition, and students to give 

answers and ask questions in ‘real-time’. Students will follow their usual timetable and will 

be provided with log-on details for each lesson via ShowMyHomework and Google 

Classroom notification. They will be expected to participate in all lessons. At the end of each 

lesson teachers are expected to download the register to monitor attendance and the chat 

log to address any misuse of this function. 

  

The setting of tasks (using ShowMyHomework and Google Classroom) 

Subject areas will provide work in line with students’ timetables, through 

ShowMyHomework and Google Classroom, previously set up. These must be available on-

line by 8:30am on the day of the lesson. Tasks will be set in accordance with existing 

schemes of work, and tasks will be designed to allow students to progress through schemes 

of work at the same pace as if they were in school, where possible. Naturally, remote 

learning will require students and teachers to take a different approach to working through 

content, but tasks should ensure the pace of content coverage is as close as possible to in-

school teaching, and ensure students do not fall behind. The nature of tasks set should 

allow students to learn independently, without the specific support of an adult at home. 

Unless there is a good reason not to, tasks will be set for individual classes. The type of task 

set will vary between subjects, but examples of appropriate tasks might include: 

● Reading and noting new material from a common subject area textbook or 

electronic resource 

● Working through subject-specific presentations or worksheets provided by the 

subject area 

● Watching a relevant video resource and making notes on it 

● Completing a listening exercise (e.g. in languages) 

● Written responses to prompt questions, essay plans etc. 

● Completion of practice questions or past papers, particularly for those in 

examination years 

● Working through relevant exercises offered by external providers (e.g. 

SenecaLearning, HegartyMaths) 

Teachers will set tasks through the tasks function on ShowMyHomework and Google 

Classroom and it is the responsibility of teachers and students to ensure they know how to 

use this functionality effectively. Teachers should include line managers as co-owners of 

tasks to allow them to monitor and support as required. 

 



16 
 

Assessment 

Providing timely and helpful feedback is a cornerstone of good teaching and learning, and 

whilst this may be more challenging with remote learning, teachers must provide regular 

feedback to students on pieces of work that they are required to submit. Under normal 

circumstances, not all pieces of work are formally assessed by teachers and this would 

continue to be the case should the school employ remote learning. 

Assessed work will be set using ShowMyHomework and Google Classroom, regardless of 

how students’ work is eventually submitted with clear due dates given to students for 

completion, thereby helping students to organise their time. Students and teachers should 

keep accurate records of all work completed, submitted and assessed. 

Given the nature of the tasks, the type of feedback teachers can provide may not have the 

same format as marking an exercise book. Teachers are encouraged to ensure, when they 

set assessed work, that it is designed in such a way that meaningful feedback may be 

provided. 

Possible methods may include: 

● Providing whole class feedback rather than feedback on individual pieces of work – 

this is an effective way of providing feedback, supported by findings from educational 

research 

● Using the “Comments” function on online documents on google or microsoft 

● Sending a direct email or comment via Google Classroom to students with specific 

feedback / targets 

● Feedback via another website / piece of software (e.g. SenecaLearning, 

HegartyMaths) 

● Recording oral feedback and sharing an audio file with the student 

 Expectations of students and parents 

All students have a responsibility to know their school email address, log-in details for 

ShowMyHomework and have previously accepted invitations to join Google Classroom 

for each subject. 

Assuming that a student is healthy and well enough to work, students will be expected to 

participate as fully as possible in the remote learning process, attending live lessons 

(Teach Stream), completing independent work, and submitting assessed tasks promptly 

and to the best of their ability. Students will also be expected to read and respond to 

communication from the school (e.g. an email from a form tutor) on a regular basis. 

Deadlines set by teachers should be met. 

Parents must make the school aware, following usual procedures, if their child is sick and 

not able to join live lessons or complete the work set. 

In the event of an extended school closure, teachers will continue to deliver content in line 

with existing schemes of work once the school is reopened; if any student misses significant 
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parts of the content, they will be able to view material posted online and the school will give 

consideration to the practicalities of helping students to catch up once the school reopens. 

Students should ensure that, in addition to completing the tasks promptly, they complete 

any administrative tasks that allow the school to monitor their progress. If students or 

parents have any questions about the nature of specific tasks set, these should be directed 

towards the relevant subject teacher. If there are questions about a student’s overall 

workload (e.g. a student feels they are overwhelmed or falling behind), these should be 

directed to the student’s Community Leader. If necessary, parents should be reminded to 

be respectful when making any complaints. 

Teachers must work on the assumption that students will not necessarily have the full range 

of books and equipment that they would usually have in school. However, if advance notice 

is possible, teachers will instruct students to take relevant equipment home, or for parents 

to ensure they have duplicates. The school does not expect students to have access to any 

specialist equipment that would usually be provided by the school (e.g. science or art). 

Teachers should ensure they are able to scan or upload photos of important resources in 

case students do not have access to them at home. Online textbooks are helpful in this 

regard and many subjects are now moving over to these. 

The school expects parents to provide, where possible, internet access at home for their 

child to be able to engage in remote learning resources. Parents are asked to complete a 

questionnaire regarding internet and access to technology at home so that school may 

support in the provision of internet access and technology where possible. In cases of a 

student being identified as Pupil Premium parents are offered the loan of a laptop and 

internet connection.  Teachers will make no presumption of the student’s ability to print 

at home. 

In the case of school closure parents may also contact the school via the support email 

address support@theforestschool.net with any additional questions or concerns.  This 

address only operates during enforced school closure and is not monitored under normal 

circumstances. 

 

Expectations of teachers (and subject areas) 

In the event of school closure to individual year groups or all students, teachers are expected 

to attend work. 

In the case of extenuating circumstance, when a teacher is not able to come into school, they 

must report thus using the normal absence procedure. They should ensure they have 

effective internet and a phone connectivity at home. If this is not available for any reason, 

teachers can request a school device. If there are IT related issues while remote working, 

teachers can contact the IT Operations Manager via the on-line system or email. Should 

teachers be working from home, usual expectations in regards to appropriate dress should 

be adhered to. 
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The focus of remote learning will be through the use of Teach Stream. As part of the live 

lesson the setting and assessment of learning tasks will take place in accordance with 

school and subject area policies. Under normal circumstances, subject areas take different 

approaches to the setting and assessment of students’ work – for example, the frequency 

of substantive task set, and the regularity of written assessment provided – and subject 

area policies will be applied in the event of remote learning. 

In order that we are providing a consistent approach, subject leaders are responsible for 

overseeing the nature and frequency of tasks set and assessed within their subject areas. 

All teachers should pay due care to the nature of tasks set, so that students have a range 

of activities to complete at home and are not exclusively working on a screen. Subject 

leaders, and Line Managers, will monitor this and should be included in the tasks set in 

Google Classroom.   

Teachers are responsible for providing constructive feedback to their students in a timely 

manner. Subject Leaders are responsible for overseeing the form and regularity of feedback. 

Should a student not be engaging in live lessons or submit work according to deadlines set, 

it is the responsibility of the teacher to contact the parents via telephone or email. Students 

not engaging should be discussed with the Line Manager. 

In the event a teacher is unwell during a period of remote learning, it becomes the 

responsibility of the line manager to ensure work is set to her/his classes. Note that 

illness in these cases will treated as normal and recorded, with back to work 

discussions conducted remotely if required. 

Subject areas are expected to: 

● Plan and deliver ‘live sessions’ following the usual timetable. 

● Respond to reasonable amounts of communication from students, parents and 

teachers 

● Plan and set tasks for their students using the tasks functionality in Google Classroom 

● Be able to set and mark assessed work promptly, in line with school and subject area 

policies, returning it to students electronically (or after the period of remote working 

for written and project work) 

Teachers should be available to contact parents if needed, by email or phone (if necessary to 

phone from personal devices, dialing 141 before the number will ensure the teacher’s own 

number is kept anonymous). If contact is deemed excessive the line manager will be able to 

support and, if necessary, escalate to SLT. 

In order to ensure teachers are able to perform the minimum expectations outlined above; 

the school will provide a range of training opportunities that teachers should access to 

before any planned school closure. Teachers should refer to the CPL schedule for training 

sessions additional to whole school INSET. Teachers should ensure that they have looked 

through specific instructions, practiced delivering a live lesson, and attended teacher training 

sessions. If teachers require support with any aspects of remote learning, they are 

encouraged to consult their line manager. 
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Unless there are extenuating circumstances, teachers will be expected to be contactable 

remotely by colleagues, students and parents. Teachers also should ensure their 

communication with students does not encourage unhelpful work habits. All 

communication should take place during usual office hours, with no expectation for 

colleagues to read or respond to emails after 6pm, although responses should be made to 

electronic messages within 48 hours in normal practice. For those who are on part-time 

contracts, communication is expected only on the days on which they would usually work. 

 Communication must always occur via official school channels, and not through personal 

accounts or other websites. Permitted methods are: 

  

● Email using school email addresses only (both teachers and student) 

● Teach Stream 

● ShowMyHomework 

● Google classroom (docs/sheets etc.) 

Any complaints from parents should be discussed with the Line Manager and managed in 

the usual way. 

 Expectations of Associate Staff 

In the case of complete school closure associate staff are expected to be in school during 

their normal working hours. In the case of extenuating circumstance, when a member of 

associate staff is not able to come into school, they must report thus using the normal 

absence procedure. 

Associate staff, for example, Teaching Assistants, may be asked to support individual 

students at the request of the SENCO. 

IT staff will be responsible for fixing any faults with the technology being used and 

supporting staff, students and parents with any technical issues. They must also review the 

security of remote learning systems and flag any data protection breaches to the Data 

Protection Officer (Business Manager). 

Community Leaders are expected to continue their role in ensuring the pastoral care of 

students is a priority, which may be managed by contacting students and parents at home, 

especially those identified as most vulnerable. 

All associate staff will be directed by their Line Manger if, in the case of school closure, it 

is necessary to redeploy them, for example, supervision of key worker children who are 

required to be in school. 

 Expectations of the Senior Leadership Team 

Alongside any teaching responsibilities, Senior Leaders are responsible for: 

● Co-ordinating the remote learning approach across the school 
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● Monitoring the effectiveness of remote learning through regular Line Management 

meetings, data analysis (for example, Teach Stream registers), reviewing student 

work and student and parent feedback 

● Monitoring the security of remote learning systems, including data protection and 

safeguarding considerations 

 Who to contact 

If staff have any questions or concerns about remote learning, they should contact the 

following: 

Issues with setting work: Contact the Line Manager (Subject Leader) or SENCO 

Issue with student behaviour: Contact the Line Manager (Subject Leader) or Community 

Leader 

Issues with IT: Contact IT staff 

Issues with their own work-load or wellbeing: Contact Line Manger or School Mental 

Health First Aider 

Concerns about data protection: Contact Data Protection Officer (Business Manager) 

Concerns about Safeguarding: Contact DSL 

  

Support for pupils with SEND, EAL and other specific learning enhancement needs 

Teachers should ensure that work is differentiated as required for all learners when setting 

online tasks. Profiles are available for SEND pupils and advice can be sought from the 

Inclusion Team. 

Pastoral care during a school closure 

In event of a school closure, the primary responsibility for the pastoral care of a student 

rests with their parents / guardians. However, form tutors (under the guidance of the 

Community Leaders and SLT) should check in regularly with their tutees to monitor both 

academic progress and their general wellbeing. Form tutors will be expected to pass on 

feedback to the Community Leader, particularly if there are concerns or a lack of 

communication. Community Leaders and SLT will continue to communicate with those 

students identified as most vulnerable. 

Safeguarding during a school closure 

In the event of a school closure, pupils, parents and teachers are reminded that the school’s 

Child Protection and Safeguarding Policy still applies to all interactions between students 

and teachers. In that policy, there are specifically prohibited behaviours and reporting 

obligations to which teachers must adhere, whether they are at home, in the community 

or at school. 
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 Any questions or concerns about safeguarding should continue to be raised to the Designated 

Safeguarding Lead (DSL), Mr Mark England mengland@theforestschool.net or Deputy DSL, 

Mr Michael Wickham mwickham@theforestschool.net 

Data Protection 

When accessing personal data for remote learning purposed, all staff members will use SIMs, 

either in school or through remote access. Staff are reminded that they must collect and or 

share as little personal data as possible online. Usual GDPR guidance must be adhered to and 

staff must talk to the Data Protection Officer (Business Manager) for more help if required. If 

working from home staff members will take appropriate steps to ensure their devices remain 

secure. This includes:  

● Keeping the device password protected 

● Ensuring the hard drive is encrypted 

● Making sure the device locks if left inactive for a period of time 

● Not sharing the device among family and friends 

● Installing antivirus and anti-spy software 

● Keeping operating systems up to date. 
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Appendix C –Children Requiring Mental Health Support 
 

1. We recognise our school has an important role to play in supporting the mental 

health and wellbeing of our pupils. 

2. We recognise mental health problems can, in some cases, be an indicator that a child 

has  suffered or is at risk of suffering abuse, neglect or exploitation.  

 Our school has an Emotional Well-being Lead and that is Ian Tomkins 

1. As a school we will have a clear system and process in place for identifying possible 

mental  health problems, including routes to escalate and clear referral and 

accountability systems.  We will make sure all staff and volunteers are aware of our 

system. 

2. Where there are concerns about the mental health, wellbeing and safeguarding of a 

child,  staff will immediately discuss those concerns with the Designated Safeguarding Lead. 

3. We are aware of recent government publications:  

• Preventing and tackling bullying, 1 

• Mental health and behaviour in schools,2 and  

• Promoting children and young people's emotional health and wellbeing3.  
 

Our staff are aware of the West Sussex Community Mental Health Liaison Service   

 

https://www.sussexpartnership.nhs.uk/west-sussex-cmhl-

service#:~:text=The%20new%20Community%20Mental%20Health,to%20moderate%20m

ental%20health%20conditions who provide an early intervention and prevention service 

for professionals who are working with young people under the age of 18, and are 

concerned about a young person’s mental health and wellbeing. This service is available 

to our school.   

 

4. We are aware that we can obtain advice and support from School Nursing Service 

https://www.sussexcommunity.nhs.uk/downloads/services/west-sussex-school-

nursing/west-sussex-school-nursing-leaflet.pdf 

                                                           
1 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/6
23895/Preventing_and_tackling_bullying_advice.pdf 

 
2 https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2 

 
3 https://www.gov.uk/government/publications/promoting-children-and-young-peoples-emotional-

health-and-wellbeing 
 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/623895/Preventing_and_tackling_bullying_advice.pdf
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/promoting-children-and-young-peoples-emotional-health-and-wellbeing
https://www.sussexpartnership.nhs.uk/west-sussex-cmhl-service#:~:text=The%20new%20Community%20Mental%20Health,to%20moderate%20mental%20health%20conditions
https://www.sussexpartnership.nhs.uk/west-sussex-cmhl-service#:~:text=The%20new%20Community%20Mental%20Health,to%20moderate%20mental%20health%20conditions
https://www.sussexpartnership.nhs.uk/west-sussex-cmhl-service#:~:text=The%20new%20Community%20Mental%20Health,to%20moderate%20mental%20health%20conditions
https://www.sussexcommunity.nhs.uk/downloads/services/west-sussex-school-nursing/west-sussex-school-nursing-leaflet.pdf
https://www.sussexcommunity.nhs.uk/downloads/services/west-sussex-school-nursing/west-sussex-school-nursing-leaflet.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/623895/Preventing_and_tackling_bullying_advice.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/623895/Preventing_and_tackling_bullying_advice.pdf
https://www.gov.uk/government/publications/mental-health-and-behaviour-in-schools--2
https://www.gov.uk/government/publications/promoting-children-and-young-peoples-emotional-health-and-wellbeing
https://www.gov.uk/government/publications/promoting-children-and-young-peoples-emotional-health-and-wellbeing
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5. We are also aware of the resources available to our school from the Mentally Healthy 

Schools website  

https://www.mentallyhealthyschools.org.uk/ 

 

6. For our pupils aged 11-19 we are aware of the ChatHealth text service and YES - Youth 

Emotional Support Service  

Self-Harm Guidance for Schools  

Managing self-harm guidance and tool kit for schools in West Sussex has recently been 

created with the latest information and resources to help recognise the signs, identify risks 

and access the support available.   

We recognise that Self-Harm Guidance for schools is available to anyone working in 

education, to support staff when dealing with students who self-harm, or are at risk of 

intentionally harming themselves.  

 

 

 

https://www.mentallyhealthyschools.org.uk/
http://schools.westsussex.gov.uk/Services/4720

