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1. Introduction and aims 

At Berwick Academy we aim to support students in their learning in various ways, and on some occasions this may 

require face-to-face learning taking place online for either one-to-one or small group sessions.   

Our policy aims to establish the expectations for online/remote learning between a member of staff employed by 

Berwick Academy, or a member of staff working on behalf of Berwick Academy, and a student or students via a video 

call.  The purpose of this policy is to: 

 Ensure a high quality learning experience for online/remote learning situations; 

 Make clear the responsibilities of all parties involved and how sessions will be delivered; 

 Safeguard all parties involved. 

 

2. Expectations of the session 

2.1 Planning the session 

Berwick Academy is committed to providing a high quality Virtual Learning experience for students.  Where these are 

delivered in face-to-face sessions, they will incorporate the following key features: 

 A well-structured and designed session appropriate to the individual student(s); 

 Carefully monitored progression of the student(s); 

 Parental involvement in, or consultation regarding the arrangements for, the sessions; 



Face-to-Face Online Learning Policy 2021   2 | P a g e  

 Adherence to GDPR Regulations in relation to the storing of personal data.  Further information can be found 

on the Academy website in relation to how we use information. 

The two key safety factors to be applied in every session are: 

 Each person participating in the session has the right to share concerns as and when they may arise. 

 Each person participating in the session has the right to request that the session is terminated if events occur 

that make them feel uncomfortable. 

 

2.2 Expectations of staff, students and parent/carers 

As sessions will happen in an informal home environment, it is important that both staff and students follow key 

guidance relating to dress code.  Staff engaging with students and/or parents online have a responsibility to model 

safe practice at all times.  This includes:   

 Having a parent/carer within earshot of the student during the online session and visible at the start of the 

session unless otherwise agreed between the Academy and the parent/carer.  This may not necessarily mean 

the adult being in the same room for the duration of the session. 

 Staff will wear their Berwick Academy ID badge visibly throughout the session during video calls. 

 Staff, students and parents/carers will wear appropriate dress, eg, not pyjamas etc, but rather clothing should 

be worn that is usually worn in public spaces.  Berwick Academy staff should adhere to the Academy Dress 

Code. 

 Students should follow the teacher’s instructions at all times. 

 Students should ask the member of staff for permission before leaving the session, eg to go to the toilet or get 

a drink of water etc. 

 Staff and students must not take phone calls, message others or use additional devices unless this is required 

as part of the session. 

 Staff and students must not have other browsers or apps open during the online session to reduce the risk of 

inappropriate content being displayed. 

 

2.3 Location of online sessions 

The location in which both the student and teacher take part in the online session should be appropriate.  This should 

never be a bedroom.  A parent/carer should be present in the room with the student at the start of the session and 

within earshot during the session unless otherwise agreed between the Academy and the parent/carer.  It is 

preferable for the member of staff to be based in school for the call, but where this is not possible, approval from a 

member of the Senior Leadership Team must be given in advance for the member of staff to be based elsewhere and 

on condition that the bullet points below are adhered to. 

We recognise that space in homes may be limited, and may be shared with others.  The member of staff responsible 

for delivering the sessions will ensure that requirements for the space to be used are communicated to parents/carers 

in advance in order that they select a suitable location.  The space should be conducive to learning, should not reveal 

any personal information or present any safeguarding risks.  In order to prevent inappropriate content being shown to 

others via the webcam, the background shown should ideally be neutral and not create a risk of offensive or age-

inappropriate content being displayed.  For example, there should not be a TV or screen switched on or any posters 

that may cause offence. 

Staff should lead by example and ensure that: 

 Their own screen background meets appropriate professional standards and is neutral. 

 The teaching space should not reveal any details about a member of staff’s personal life. 
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 Care should be taken to remove anything that would not be appropriate in a face-to-face session, such as 

personal items, laundry drying or anything that may distract students. 

 At the start of each session, staff should check with the student and parent that they are happy to proceed 

with the session and if there are any concerns or issues that they would like to be addressed first. 

 

2.4 Parental involvement and expectations 

Having the support of a parent/carer in setting up the session is often needed, and being within earshot of the session 

is important for safety as well as for practical help.  Parents/carers are expected to be visible at the start of sessions, 

unless alternative arrangements have been approved by the Academy.  The level of involvement of the adult during 

the session will depend on the age and stage of the student and the type of session being delivered.   

 

3. Digital platforms 

3.1 Approved platforms 

The only platforms approved by Berwick Academy for face-to-face video communication are Microsoft Teams or 

Parents Evening Comms platform.  No other digital platforms will be used. 

Screen sharing and file sharing allows you to share your computer screen with others.  Staff must ensure that they do 

not inadvertently display: 

 Personal information, e.g. having social media open which may reveal personal information; 

 Inappropriate content, e.g. photos, text, apps or websites that may display content unsuitable for children. 

For this reason, staff should have a “clean” screen and desktop, turn off any apps that may interrupt the session such 

as alarms, alerts or incoming calls.  Please remember that an email alert flashing onto your screen while screen sharing 

may give others access to information that is not suitable to be shared. 

 

3.2 Screenshots and Recording 

It is our policy that face-to-face sessions are not recorded by participants; by consenting to take part in the session, the 

parent and student are confirming their agreement to this policy.  Berwick Academy staff will not record or take 

screenshots of sessions.  Parents and students will also be instructed not to do so.  If a staff member believes that a 

child or parent is recording the interaction, the session will be brought to an end immediately.   

 

3.3 Monitoring 

All virtual face-to-face sessions should be documented in staff digital diaries, including a link to the online meeting, so 

that senior staff are able to drop in to any virtual lesson at any time.  This is the online version of entering a classroom. 

 

4. Reporting of concerns by a student 

Students will be told that if they have any concerns before, during or after a session they should ask the parent/carer 

or member of staff for help.  This could include, for example: 

 Technical issues with the computer or internet connection 

 Practical issues, such as arranging the appropriate space to work 

 Allowing additional time to set up the technology 

 Other issues, such as not being comfortable with what is happening in a session. 
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5. Safeguarding concerns 

The parent/carer and students should be made aware that usual Berwick Academy safeguarding practices and 

procedures apply to sessions.   

Staff must not: 

 Contact students outside the operating times defined by senior leaders 

 Take or record images of students for their personal use 

 Record virtual lessons or meetings using personal equipment 

 Engage online while children are in a state of undress or semi-undress. 

When contacting a student or parent by phone, a work phone must be used.  In an emergency situation where this is 

not possible, always use “caller withheld” to ensure that the student/parent/carer are not able to identify the staff 

member’s personal contact details.   

Staff should only conduct online sessions with students during school operational hours, 9.00am to 3.10pm. 

 

6. Personal information 

Berwick Academy will not collect any information about students’ personal IDs or logons.  Meeting invitations will only 

be sent to Berwick Academy student email addresses.  Students are asked not to share any additional personal contact 

information with staff, such as social media names.  If students don’t comply with this instruction, the session will end 

and staff will contact the parent/carer to discuss how to stay safe/keep children safe online.  This will be logged on 

CPOMS by the member of staff. 

 

7. Consent 

Parent/Carer consent is required for online one-to-one and group sessions.  This is completed via an online consent 

form which will be available via the Gateway to parents/carers.  By completing and submitting the consent form 

parents are agreeing: 

 To adhere to the procedures in this policy 

 That they have read the privacy statement. 

Sessions are not able to take place unless the consent form has been completed in advance.  

 


