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1. Introduction 

 

Our primary aim is the safety and well-being of our staff and students. We also recognise the 
importance of providing continuity, routine and predictability for parents / carers and young 
people. With this in mind we take all steps possible to keep the school open, but have robust 
contingency plans should school ever need to close. It also reflects the current guidance of 
the quality of remote education expected of schools in DfE Guidance for full opening: schools 
October 2020 and The Coronavirus Act 2020 Provision of Remote Education (England) 
Temporary Continuity Direction. It also takes into consideration guidance from the 
contingency framework for managing local outbreaks of COVID-19 and the schools 
operational guidance from step 4, published by the Department for Education (DfE).  

The purpose of this Contingency Plan is to prepare for three different scenarios, which may 
result from a viral outbreak or from other causes: 
 

• Closure of the whole school for: 

o A short time due to weather or other incident, such as a gas leak 
o For a longer period of time, for example for a viral pandemic  

• Closure of school for a small group/bubble of students who are self-
isolating  

• An individual self-isolating 

2. Outbreak management 

We will only implement some, or all, of the measures in this plan in response to 
recommendations provided by our local authority (LA), director of public health (DsPH), 
Public Health England (PHE) health protection team or the national government.  

It may be necessary to implement these measures in the following circumstances:   

• To help manage an outbreak (such as COVID-19 or another viral disease) within the 
school 

• If the infection rates in the community are extremely high, and other measures have 
failed to reduce transmission 

• As part of a package of measures responding to a ‘variant of concern’ (VoC) 

 

In the event that evidence suggests that there is a school outbreak, the following steps 
should be followed 

• The Medical Officer should share the evidence with SLT. If these are not available, then 
with the most senior member of staff present. 

• The most senior member of staff available should contact the Dfe helpline, (0800 046 
8687) and Lambeth Public Health for advice. 

• The Headteacher and other senior staff should gather to plan the appropriate 
strategy.  

https://www.gov.uk/government/publications/coronavirus-covid-19-local-restrictions-in-education-and-childcare-settings
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak
https://www.gov.uk/government/publications/actions-for-schools-during-the-coronavirus-outbreak
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Testing 

If recommended, we will make use of home testing by students and staff (if and when 
available). If it is advised that we reintroduce an asymptomatic testing site (ATS) at our 
school, we will consult with the director of public health (DsPH) to discuss any further 
support we need to do this.  

If we reintroduce on-site asymptomatic testing:  

• A section of the Sports Hall will be closed to sporting activities and made available for 
testing 

• The school technical staff will lead a team including staff bought in and trained where 
necessary 

• A timetable will be produced, for example Appendix 6, that will enable all the students 
to be tested 

• Onsite asymptomatic testing on-site will be available initially for all students and staff 
at the beginning of an outbreak to remind individuals on how to effectively carry out 
the test 

• Following the initial onsite testing, a small onsite testing facility will be available in E6 
for students unable to carry out testing at home or new visitors to the school who are 
unable to demonstrate a recent negative test. 

Face coverings  

If recommended, students, staff and visitors who are not exempt from wearing a face 
covering:  

• Will be asked to keep on or put on a face covering when arriving at school and 
moving around indoors in places where social distancing is difficult to maintain, such 
as in communal areas; and 

• Will be asked to wear a face covering in classrooms or during activities, unless social 
distancing can be maintained or a face covering would impact on the ability to take 
part in exercise or strenuous activity  

Shielding  

We will adhere to national guidance on the reintroduction of shielding, which would apply to 
those on the shielded patient list (SPL). 

We will speak to individuals required to shield about additional protective measures in school 
or arrangements for home working or learning.  

Other measures  

If recommended, we will limit:  

• Residential educational visits 

• Open days 

• Transition or taster days 

• Parents coming onto the school site 

https://digital.nhs.uk/coronavirus/shielded-patient-list
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• Live performances 

If recommended, we will reintroduce `Bubbles’ to reduce mixing between groups. A 
`bubble’ timetable for the whole school is already in place as is a `Bubble Map example’ for 
the school, (Appendix 5) 

Please see sections below for detailing whole school and partial school closures 

3. Closure of the whole school 

Attendance restrictions will only be recommended as a last resort. If recommended, we will 
implement the measures in this section.  

This covers short closures, for example for example during a viral pandemic. 
 
The exception to the following is made if the school closes due to health and safety reasons 
and there is a risk for the students for example extreme weather, a gas leak or a significant 
staff reduction due to travel issues/illnesses which affect the safe monitoring of students on 
site. 
 

In the first instance, we will stay open for (in order where we can accommodate): 

• Vulnerable students 

• Children of critical workers  

• Year 11 and 13 students  

• Year 10 and 12 students  

• Any other students due to take external exams this academic year 

If further restrictions are recommended, we will stay open for:  

• Vulnerable students 

• Children of critical workers  

Notification 

As soon as the school is aware of the need to close an announcement will be put on the 
school website’s home page and sent a message to parents via the parental portal. An email 
and text will be sent to all parents as soon as possible. There will also be regular updates via 
the school’s twitter account. Parents will receive regular updates on the situation, at least on 
a weekly basis. 

Student daily registration 

During any school closure; all students will be required to log on and register by 8:45, the 
normal start to the school day. Failure to do so will result in a truancy message being sent to 
the parents. Parents will be expected to contact school to explain why the student was 
unable to register. If there is no contact from the parents, then a member of staff will call 
home, and will be coded as unauthorised if not communication is received as normal school 
protocol. 
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Online learning for KS3 and KS4:  

All students will continue to follow the school timetable during a period of closure subject to 
the details outlined below: 

 
• Teachers will run a 30-minute live lesson from the scheduled start of each lesson.  
• Each live lesson will comprise of approximately 30 minutes of teacher instruction 

followed by an opportunity for students to ask questions.  
• Following the live lesson, students will be set tasks to consolidate what has been 

taught. The approximate time taken to complete these tasks will be linked to the 
length of the remainder of that lesson. 

• The entire lesson will be recorded so that students can access the learning at a 
later time if they are unable to attend at the time indicated. A link to the recording 
will be provided in on Microsoft Teams.  Parents and students should refer to the 
separate ‘Live lesson Guidance’ in Appendix 1. 

• Students will be required to use Microsoft Teams to submit their tasks. This 
platform allows teacher – student dialogue and provides teachers with the 
opportunity to deliver comprehensive formative marking. 

• Ideally students will have access to a Chromebook/laptop/PC and internet access. 
Please contact the school via schsec@laretraite.lambeth.sch.uk  as soon as 
possible if you require support.  

• In addition to the scheduled live lessons: 
o students in Years 7-9 will be expected to complete a minimum of 30 

minutes reading each day  
o students in Year 10 will be expected to complete a minimum of 1 hour self-

directed revision each day  
o students in Year 11 will be expected to complete a minimum of 2 hours self-

directed revision each day  
• Each day, students will be engaged in online learning for at least four hours. It is 

not the amount of direct instruction a student receives, but may include: 
o Live lessons 
o Pre-recorded videos 
o Online quizzes, work, assessment 
o Independent work 
o Reading textbooks and reading books 
 

• Students will be permitted to borrow up to 3 books from the school library, and, if 
there is advanced notice of the closure, students will be asked to take their 
exercise and subject books home to use as well. 

• The library online resources (https://www.laretraite.lambeth.sch.uk/406/library) are 
available to all students throughout any lockdown. 

• In addition, students can download ebooks at https://www.vlebooks.com or 
https://laretraite.eplatform.co/ or join the library Google Classroom using the class 
code ‘jtmkpwf’ 

• The librarian can be contacted at library@laretraite.lambeth.sch.uk 
• All students will be pre-coded as PRESENT, unless the teacher emails the PSM to 

report their absences and will be treated in the normal way as truancy. 
 

mailto:schsec@laretraite.lambeth.sch.uk
https://www.laretraite.lambeth.sch.uk/406/library
https://www.vlebooks.com/
https://laretraite.eplatform.co/
mailto:library@laretraite.lambeth.sch.uk
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Online learning for KS5:  

All students will continue to follow the school timetable during a period of closure subject to 
the details outlined below. 

• Teachers will run a 45-minute live lesson from the scheduled start of each lesson.  
• Each live lesson will comprise of approximately 45 minutes of teacher instruction 

followed by an opportunity for students to ask questions.  
• Following the live lesson, students will be set tasks to consolidate what has been 

taught. The approximate time taken to complete these tasks will be linked to the 
length of the remainder of that lesson. 

• The entire lesson will be recorded so that students can access the learning at a 
later time if they are unable to attend at the time indicated. A link to the recording 
will be provided in on Microsoft Teams.  Parents and students should refer to the 
separate ‘Live lesson Guidance’ in Appendix 1. 

• Students will be required to use Microsoft Teams to submit their tasks. This 
platform allows teacher – student dialogue and provides teachers with the 
opportunity to deliver comprehensive formative marking. 

• KS5 Students will be expected to complete at least 8 hours of work each week per 
A Level subject and OCR technical subject. Students on the T levels should aim to 
complete 25 hours per week. 

• All students will be pre-coded as PRESENT, unless the teacher emails the PSM to 
report their absences and will be treated in the normal way as truancy. 
 

Provision for students without access to online resources 

Where possible, the school will support parents in ensuring that student have access to the 
online provision. Where this is not possible, students will be provided with printed resources, 
such as textbooks and workbooks.  
 
The work of these students will be coordinated by the Pastoral Support Managers and Heads 
of Year 

 

Marking work & assessing progress 

• Students should submit their work for each lesson 
• Teachers will follow the School’s Assessment Policy and set pieces of work accordingly 

that receive in-depth feedback. The students are expected to respond to this feedback. 
Teachers will use the software, such as Microsoft Teams that best facilitates the feedback 
and learning. 

• Teachers will use regular quizzes that will enable them to gauge student progression and 
adapt future learning tasks accordingly 

 

SEND 

For some students with additional educational needs a member of our SEND team will be 
allocated as a link to provide remote support to enable students to access the work provided 
by their curriculum teachers and in some cases to deliver specific interventions. These 
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students will include all those with EHCPs and those with highest need on SEN Support. 
Please refer to the SEND department Online Learning Support Policy, (Appendix 4). 

 

Student expectations: 

• Register by 8:45 am daily 
• Attend all their live lessons according to the normal school timetable 
• Submit their work each day, this will be usually be through Microsoft Teams 
• Students can complete work in exercise books/on paper but will need to take clear 

photos of it and upload them to Microsoft Teams 
 

Parent expectations 

• Inform the school as early as possible if there are any circumstances affecting a student’s 
ability to access their school work 

• Where possible, provide the students with a quiet space to complete their work and 
sufficient time quiet time to complete the work. 

• Work with their child to plan daily and weekly timetables to ensure they complete their 
school work 

• Review their child’s work with them to encourage a sense of pride in their work 
 

Registration 

Students are expected to attend Registration period. In this time, Form tutors should: 

• Record who is present via Edulink 

• Check with the students that they understand the arrangements for the day 

• Ask a few questions about the students’ well being 

• At the end of the registrations period, immediately inform the relevant Pastoral 
Support Manager, (PSM) of any student who hasn’t attended the Registration 
period. The PSM will update the register on SIMS – this will avoid the SIMS system 
crashing 

Monitoring student engagement 

In order to support students with their work as best as possible and to identify areas where 
support is required, the following steps will be followed: 

 
 Action 

All subject teachers 
report non-attendance 
to PSMs 

PSMs/Attendance Officer monitor engagement and contact parents where 
necessary 

Microsoft Teams non-
engagement by student 

Teacher makes contact by Microsoft Teams, or email to find out if there are 
issues and to encourage work completion. 
Any non-academic safeguarding concerns identified should be logged on 
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CPOMS using the appropriate category 
Any behavioural concerns should be emailed to the relevant HoD and PSM/HoY 
whom will add to SIMS behaviour module 
If the student continues not to engage, the PSM/HoY should be informed.  
The PSM/HoY will contact parents to find out whether there are any challenges 
and refer to the relevant member of staff for the appropriate interventions 
Interventions may include a teacher making a phone call to the parent to 
support the student from school.  
Calls should be made during school hours (when a designated safeguarding is 
on site so that any safeguarding concern can be followed up immediately.) 

Non-engagement and 
no contact with parents 
is possible 

The PSM/HoY will log this on SIMS. 
IF this is ongoing for over 3 days, then a CPOMS must be recorded 
 

EWO is unable to make 
contact 

The PSM/HoY will contact the EWO  
The PSM/HoY will forward details to School Safety Officer/EWO and request a 
Welfare Check or do a referral to Children’s Services as appropriate.  

 
*New Category on CPOMS – Covid Closure Concern. Once you click on it sub-
categories come up. Please click on the appropriate sub-category. If unsure just click 
Covid Closure Concern. If you feel the child is at risk of harm in anyway please click in 
addition Safeguarding Cause for Concern 

Mentoring 

Individual students who are struggling to engage with the online work, will be contacted as 
described in Section i. Please see Section g and Appendix 4 for details on how SEND 
individuals are mentored. The school provides some students support through the allocation 
of a Learning Mentor and School Counsellor, where appropriate this support may be 
continued remotely.  
Student in Year 11 and 13 will receive Academic Mentoring. 

Online curriculum and teaching 

Subjects departments will ensure there is a curriculum sequence in place that: 
o Allows access to online (e.g. teaching videos, tests) and offline (e.g. resource packs, 

reading books) resources, and that enables students to best continue their learning 
o Enables knowledge and skills to be built incrementally, with clarity about what's 

intended to be taught and practised in each subject 
o Provides frequent explanations of new content, delivered by a teacher in the school 

and/or or through curriculum resources and/or videos 
o Gauges how well students are progressing through the curriculum, using questions 

and other suitable tasks 
o Enables teachers to adjust the pace or difficulty of what's being taught in response to 

questions or assessments, including, where necessary, revising material or simplifying 
explanations to ensure students’ understanding 

o Avoids an over-reliance on long-term projects or internet research activities 
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Free School Meals 

The school will continue to provide meals or lunch parcels for students eligible for benefits-
related free school meals while they are not attending school because of a viral or other 
isolation guidelines or long-term closure for other reasons.  

Families will be sent e-vouchers via email if appropriate 

Wraparound care  

We will limit access to before and after-school activities and wraparound care during term 
time and the summer holidays to those that need it most.  

We will communicate who will be eligible to attend once the restrictions are confirmed.  

Safeguarding  

We will review our child protection policy to make sure it reflects the local restrictions and 
remains effective. 

We will aim to have a trained DSL or deputy DSL on site wherever possible. 

Staff must report any safeguarding concerns via CPCOMS to the school DSL using the 
following link: CPOMS 
 
If our DSL (or deputy) cannot be on site, they can be contacted remotely by email: 

Owen Puttock, (Assistant Headteacher DSL) – oputtock@laretraite.co.uk  

Anna Pitts (Deputy DSL) – apitts@laretraite.co.uk  

Dominic Malins (Headteacher) – dmalins@laretraite.co.uk & 07853322804 

 

4. Partial closure of the school 

 
In the event that a particular year group is asked to study from home, this may be because 
there are insufficient staff able to be present in school. The school will continue with the 
normal school timetable and the year group at home will access their lessons remotely 
according to the guidance in section 2. Please note that although every effort will be made to 
ensure that the full curriculum is offered to your child, this will be subject to the exact 
circumstances of the closure.  

 

5. Provision for a small group/bubble of students who are self-isolating  

In cases, where small groups of students, a form or a year group are required to self-isolate, 
this will usually be for a shorter period of time. As this will mean that some students are still 
at school having their normal lessons, their online provision will not include live lessons. 
Otherwise, the online timetable and expectations will be the same as suggested previously 
for a whole school closure. 
 
The provision for this group will be reviewed if the self-isolation is likely to be for longer than 
two weeks. 

 

https://laretraite.cpoms.net/auth/identity?origin=https://laretraite.cpoms.net/
mailto:oputtock@laretraite.co.uk
mailto:apitts@laretraite.co.uk
mailto:dmalins@laretraite.co.uk
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6. Provision for an individual self-isolating 

In instances where an individual is unable to attend school, their teachers will ensure that all 
the work for their lessons are available via Microsoft Teams. An allocated member of staff, 
usually the student’s PSM/HoY will contact the student on a weekly basis to ensure that they 
understand the work they have been set.  Where the student is struggling with an individual 
subject, the PSM/HoY will co-ordinate calls from subject teachers 

 

7. Useful school system links 

The following links are to the systems that will be used to set work during a closure of school. 
Parents and carers are asked to familiarise themselves with these systems and let school 
know if they cannot access them. 

• Edulink one 
Students and parents will be able to access information about home learning, 
merits, consequences and progress reports: https://www.edulinkone.com/#!/login . 
If you or your child has forgotten their username and password, please contact the 
school via admin@laretraite.co.uk 

• Microsoft Teams 
o https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/group-

chat-software 
o Microsoft Teams will be used to share resources and to hand in work. 

Teachers will also share feedback on work via this. To access Microsoft 
Teams click on the link above. If prompted to log in, students should use 
their school email address. 
 

8. Resources for Students 

There is a comprehensive list of curriculum resources on the school’s SharePoint platform 
under each subject  and well-being resources for students on the school website: 
https://www.laretraite.co.uk/Information/Student-Wellbeing/  

 

9. Resources for Parents 

There is a suggested list of resources in Appendix 3  
 

10. Linked documents/Policies 

• Assessment policy 
• Behaviour for Learning Policy and the Contingency addendum 
• Child Protection and Safeguarding Policy and the Contingency addendum 

 

11. Contingency Plan Review 

Reviewed by SLT– 07/03/23 
Review date: March 2024 

https://www.edulinkone.com/#!/login
mailto:admin@laretraite.co.uk
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/group-chat-software
https://www.microsoft.com/en-gb/microsoft-365/microsoft-teams/group-chat-software
https://www.laretraite.co.uk/Information/Student-Wellbeing/
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Appendix 1 – Live lesson protocols and expectations 

Student and Parent guidance 
Joining a live lesson 

• To join a live lesson, please log into Microsoft Teams using your school login details 
• At the normal lesson start time, you will have the option to ‘join now’. Click this option 

to join the lesson. 
• Before the start of the lesson, please ensure your microphone is muted and your 

camera is switched off. 
• If you have any questions, indicate this to your teacher in the comments section. Your 

teacher will either invite you to unmute your microphone and ask the question 
immediately, or answer all questions together at the end of the lesson. 

• When the lesson is over, your teacher will ask you to leave the lesson. Please do so 
immediately. 

• Please be reminded that all live lessons are recorded for the benefit of students who 
are away and for you to revisit the learning at a later point. 

 
Lambeth Safeguarding guidance 
Please see important guidance for parents, students and staff below from Lambeth with 
regards to keeping your child safe online: 
Safe environment 
 

• Lessons should take place in a space appropriate for online lessons; a front room or 
study as appropriate, a bedroom or bathroom is not. 
 

• Extra-care must be taken by all parents/carers to ensure that private or sensitive 
information and data is not accidentally shared during a video-lesson. Bills, receipts, 
documents (both physical and digital) and letters/emails should not be on display. All 
members of both households should be aware that the video lesson is taking place 
and be mindful of this. 
 

• Students are expected to dress and behave appropriately. If there is inappropriate 
attire the lesson will be terminated. The lesson can resume when the student is 
suitably attired. 
 

• All delivery of online lessons should be filmed/take place in appropriate areas, for 
example, not in bedrooms; and where possible be against a neutral background.  

 
Lesson 
 

• All lessons must be timetabled during the normal working hours. 
 

• Senior Leaders will be able to observe lessons digitally for the purposes of quality 
assurance and safeguarding. 
 

• Tutors must not accept any offers to do online teaching over webcam/video chats. 
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• Tutors will not accept or offer the opportunity to teach students privately outside of 
the agreed timetable. 
 

• Tutors must report any safeguarding concerns via CPCOMS to the school DSL using 
the following link: CPOMS 
 

• Language must always be professional and appropriate, including from any family 
members who might be in the background. 

 
Location/Environment 
 
If live video and audio is being used, there should be careful consideration of the location 
that everyone uses. It is possible that children may be in their bedrooms and this may 
appropriate as long as the student is in a designated study area. You may choose to use a 
conferencing service that the teacher can disable user’s microphone and video cameras. 
 
Behaviour 
 
• Be clear about the expectations of both student and staff behaviour (e.g. a ‘classroom 

standard’ of behaviour is expected from all participants).  
 
• It is worth considering some ground rules; creating safe spaces and explaining these as 

the introduction to each session. 
 
Recording 

 
• Always make a note of the conference timing and who participated. Be clear about 

whether it is acceptable for students to record events and expectations/restrictions 
about onward sharing. 

 
• If the service you use records the conference, make sure that everyone is aware of this. 

It’s important to know how long any recordings are kept for and how to access them. 
 
Personal Data 
• The conference service may require the sharing of personal data, eg usernames to invite 

in. It is always best practice to use school-provided email addresses as Data protection 
laws still apply. 

 
 
• Consider how to provide access to school’s data systems. 
 
Safeguarding 
 
• Online or offline, effective Safeguarding requires a whole-school approach.  Planning for 

online or distance learning activities should include the school’s safeguarding team as 
part of the planning process. 

• Ensure online tuition follows best practice and is in-line with the School’s Safeguarding 
Policy. 

https://laretraite.cpoms.net/auth/identity?origin=https://laretraite.cpoms.net/
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• Children and young people are normally seen by lots of different adults every day, like 
neighbours, grandparents and teachers. But due to a pandemic (for example COVID-19) 
we're self-isolating, social distancing and spending much more time at home.  

 
If a child is experiencing abuse, there are not as many opportunities for adults to spot 
the signs and help.  
 

• We know isolation can put some children at a greater risk of domestic abuse, neglect, 
physical abuse, emotional abuse and sexual abuse. 

• Remind staff of safeguarding obligations 
 

• Think about questions you could ask that will help you see what life's like for them.  
 

Ask open-ended questions like, "tell me about your day",  
 

"what are some good things that have happened today", "tell me about some sad things 
that have happened this week" and "what's life at home like".  

 
It's okay to ask similar questions - it can sometimes take time for a child to open up 
about what's happening. 

 
Give children and young people the opportunity to talk about what's going on for them. 
It may take time for them to feel comfortable talking online or over the phone. 

 
• It's also important to support parents and carers. Ask them about how they're coping 

and any worries and concerns they have. Let them know you're there to support them if 
they need help 

 

https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/domestic-abuse/
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/neglect/
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/physical-abuse/
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/emotional-abuse/
https://www.nspcc.org.uk/what-is-child-abuse/types-of-abuse/child-sexual-abuse/
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Appendix 2 – Microsoft Teams /phone call Academic mentoring staff protocols 

When parents are contacted, please inform them that normal safeguarding protocols will 
apply and that if there is a safeguarding concern that this will be passed on to a designated 
safeguarding lead as would be the case during normal school time.  
 
Academic Support - Teaching staff should make calls to support students during normal 
school hours i.e. the time that a designated safeguarding lead is on site so that any 
safeguarding concern can be followed up by the designated safeguarding lead who is on 
rota. All other concerns should be reported to the SLT on duty. (e.g. FSM voucher query) 
 
Pastoral Support -For members of staff making pastoral calls set key boundaries:  

• Try and make sure you stick to reasonable time limit for the call. 
• Be careful about offering direct support but tell parent you will seek further support. 
• Try and stick to the agreed timescales of the calls e.g. weekly calls;  
• Discuss and agree any changes to the plans made to contact the parent / child 

together with SLT. 
• Make brief notes of actions 

 
Privacy 
Members of staff must withhold the number that they are calling from (unless they are 
calling from school or using a school assigned mobile phone). Staff can do this by dialling 141 
before the number that they are calling – this works from any phone (landline or 
mobile). Parents will be informed that we will be calling from a withheld number (No Caller 
ID). Please make sure that you delete the numbers from your call history. On no account 
should you save numbers on your phones. 
  
Recording Calls and Actions- Members of staff must make a record of the phone call 
straight after the call is made.  
This record is saved in an agreed area on the school’s shared drive which can be accessed by 
PSM/HoY and SLT/DSLs who will regularly monitor and review notes.  
 
Agreed areas are: 

• Learning Mentors, School Counsellors, SG team – CPOMS 
• PSM’s and Learning Mentors – Calls logged on Google Spreadsheet any concerns 

logged on CPOMS 
• Teaching staff – Calls logged on Google Spreadsheet and concerns on CPOMs 

 
The notes need to include the time/day of the phone call as well as short bullet points of the 
discussion and any actions from the phone call e.g. FSM voucher query. 
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Appendix 3 – Online Safety 

The UK Government have provided guidance for parents, carers and families about changes 
to schools and educational settings during the coronavirus (COVID-19) outbreak. Please click 
here to visit their webpage.  
You can also view the Department for Education's Coronavirus (COVID-19): support for 
parents and carers to keep children safe online webpage by clicking here. 
Here are some useful links to help you keep their children safe online: 

• Government guidance on keeping children safe from online harms such as child 
sexual exploitation, cyberbullying and harmful content 

• Government guidance on staying safe online including parental controls, fact-
checking information, communicating with family and friends while social distancing 
is in place and taking regular breaks from the screen 

• Thinkuknow is the education programme from the National Crime Agency (NCA) 
proving age-appropriate resources for children and support for parents 

• Parent Info is a collaboration between Parentzone and the NCA providing support 
and guidance for parents from leading experts and organisations 

• Childnet provides a tool kit to support parents and 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 

• LGfL provides support for parents and carers to keep their children safe online, 
including 6 top tips to keep primary aged children safe online 

• Let’s Talk About It provides support for parents and carers to keep children safe from 
online radicalisation 

• UK Safer Internet Centre provides tips, advice, guides and 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 

Age-appropriate practical support on reporting concerns is available from: 
• Childline - for support 
• UK Safer Internet Centre - to report and remove harmful online content 
• CEOP - for advice on making a report about online abuse 

https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/closure-of-educational-settings-information-for-parents-and-carers/closure-of-educational-settings-information-for-parents-and-carers
https://www.gov.uk/government/publications/coronavirus-covid-19-keeping-children-safe-online/coronavirus-covid-19-support-for-parents-and-carers-to-keep-children-safe-online
https://www.gov.uk/government/publications/coronavirus-covid-19-keeping-children-safe-online
https://www.gov.uk/guidance/covid-19-staying-safe-online
https://www.thinkuknow.co.uk/
https://parentinfo.org/
https://www.childnet.com/parents-and-carers/parent-and-carer-toolkit
https://www.internetmatters.org/
https://www.lgfl.net/online-safety/default.aspx
https://www.ltai.info/staying-safe-online/
https://www.saferinternet.org.uk/advice-centre/parents-and-carers
https://www.childline.org.uk/
https://reportharmfulcontent.com/
https://www.ceop.police.uk/safety-centre/
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Appendix 4 - SEND Department Online Learning Support Policy 

 Aim: To make sure our more vulnerable learners continue to make good progress during the 
period of school closure, at La Retraite RC School we will support the delivery of lessons 
online via video conferencing. All staff should remember that safeguarding is just as 
important when teaching via online video conferencing as it is when teaching face to face.  
 FOR PARENTS/CARERS  

● Emailed parental consent must be provided in advance of any online video 
conference learning, acknowledging that this Online Learning Support Policy has 
been read, fully understood and agreed with.  
● A responsible adult must be present in the room for at least the beginning and end 
of the lesson and must be in earshot for the duration.  
● Lessons must take place in a room within the home that has a neutral background.  
● Students' and staff’ clothing must be appropriate for a teaching and learning 
setting. If this is not the case, all parties should end the call and communicate the 
reason afterwards.  
● Online video conferencing lessons must be kept to the timetabled length.  
● Language must always be professional and appropriate, including from any family 
members who might be in the background.  
● Student contact details, including mobile numbers must not be passed to their 
teacher.  
● Staff shall record lessons in order to: (1) provide documentary evidence of what 
occurred in the lesson; (2) provide the student with a resource for reviewing and re-
learning material covered in the video conference lesson.  
● Parents and students must report any safeguarding concerns to La Retraite RC 
School Designated Safeguarding Lead (DSL) Mr Owen Puttock, Assistant 
Headteacher, oputtock@laretraite.co.uk 
The SENDCO can be contacted via  abloss@laretraite.co.uk and Deputy SENDCO by 
adurring@laretirate.co.uk 
 
● Parents/carers must not share or redistribute any content of the lesson.  

 
FOR SEND STAFF  

● Prior to any online video conference learning taking place, staff must have received 
confirmation from the SEND department that the school has received parental/carer 
consent that acknowledges this “Online Learning Support Policy” has been read, 
understood and agreed to.  
● Once consent has been received, staff shall make contact with parents/carers and 
students using their Microsoft Teams accounts to arrange lesson dates and times.  
● A parent/carer or responsible adult must be present in the room for at least the 
beginning and end of the lesson and must be within earshot for the duration.  
● La Retraite SEND staff must use their La Retraite Microsoft Teams or La Retraite 
LGFL email accounts for all communication with parents/carers and students. Use of 
personal accounts (google or other) for the purposes of online learning in any form is 
strictly forbidden.  
● Only the Teams video conferencing platform within the teacher’s La Retraite Teams 
account may be used for the delivery of online video conference lessons.  

mailto:oputtock@laretraite.co.uk
mailto:abloss@laretraite.co.uk
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● Staff shall record lessons in order to: (1) provide documentary evidence of what 
occurred in the lesson; (2) provide the student with a resource for reviewing and re-
learning material covered in the video conference lesson.  
● All parties should establish a serious and appropriate manner when using online 
video conferencing.  
● Online video conferencing is to be used for lessons only and not for other contact, 
e.g. general messaging or sharing photos.  
● Lessons must take place in a room within the home that has a neutral background.  
● Students' and staff’ clothing must be appropriate for a teaching and learning 
setting. If this is not the case, all parties should end the call and communicate the 
reason afterwards. 
 ● Online lessons must be kept to the timetabled length.  
● Language must always be professional and appropriate, including from any family 
members who might be in the background.  
● Staff must not pass their personal mobile number on to students or parents/carers. 
Staff must not accept any student contact details including mobile numbers.  
● Staff must not share any content over social media. 
● Staff must not friend or follow students on their personal social media accounts.  

• Staff must report any safeguarding concerns via CPCOMS to the school DSL 
using the following link: CPOMS 

https://laretraite.cpoms.net/auth/identity?origin=https://laretraite.cpoms.net/
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