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1. Background  

 

WHSG is committed to providing a safe environment for online learning. This commitment 

remains the same in difficult circumstances and this protocol will help to future-proof 

further disruption to education that could be caused due to pandemics, extreme weather, 

power-loss, etc, which may result in a school closure. It also covers the ongoing education of 

pupils who (for extenuating reasons) cannot be in school but are able to continue with their 

education when the school remains fully open.  

During a period of guided home learning, our expectations of staff and pupils remain the 

same, and the principles and practices of the school’s Safeguarding and Child Protection 

Policy and Online Safety Policy, and the staff Code of Conduct will continue to apply, both to 

existing and any new online and distance learning arrangements introduced. Staff and pupils 

must review these policies and ensure that they adhere to them at all times.  When 

undertaking remote learning, staff must ensure that they comply with the WHSG Staff 

Guidance - Protocols for Video-Lessons and Live-Streaming (appendix 1) which is 

based on the DfE remote learning guidance:  

https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-

covid-19.   

 

2. Types of School Closure 
 

a) Partial closure – this may mean for example, that the school remains open to run 
exams; we will only know this nearer the time; this may also mean we stay open for 
all (or many) support staff, and teaching staff can continue to have access 

b) Closure to pupils – all staff to be in school; staff may be allowed to work at home but 
this will be decided at the time 

c) Full Closure – all staff at home except skeleton staff if permitted; we will try to see if 
it is possible for staff to have the option to come in 
 

 
Some staff may need to be in school.  You will be advised if you are one of the ‘skeleton 
staff’ group.  

 
3. Staff  

  
In the event there is a school closure staff will be informed via Schoolcomms. You will also 
be told about the type of closure. 
If this occurs, staff will continue to be paid.    
  
In the event that a member of staff is unwell whilst the school is closed, an email must be 
sent to a dedicated ‘absence’ email address (cover@whsg.info) by 7.30 a.m.  This email 
account will be accessed by the Attendance Officer and Office Manager.    

https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19
https://www.gov.uk/guidance/safeguarding-and-remote-education-during-coronavirus-covid-19


 

 

  
  
Please see links below to assist with accessing commonly used websites:  
  
Main Website www.whsg.info  
Office 365 https://login.microsoftonline.com  
Google Classroom https://classroom.google.com/h  
Cpoms https://westcliffhigh.cpoms.net  
Bromcom https://www.teacherswebfolder.com/11321  
Webmail Archive https://webmail.whsg.info/webmail/  
 
 
Given the changes in circumstances to everyday teaching and learning practices, the 

following guidelines will also apply: 

 

4. Providing a safe system 

 Where the site remains open, the school will continue to ensure that appropriate 

filters and monitoring systems are in place to protect children when they are online 

on the school’s IT systems or recommended resources.  

 For the purposes of guided home learning, the primary platforms used across WHSG 

are:  

 Microsoft Teams 

 Google Classroom  

 ZOOM 

 WHSG has technical support dedicated to maintaining a safe and operational 

online environment.  If you require a password to be reset or any other IT 

support please contact  IT Support on TBC (according to the type of closure). 

 The school’s Designated Safeguarding Lead (DSL) has day to day responsibility for 

online safety, and will maintain an active oversight of the management of guided 

home learning from a safeguarding perspective. Procedures will be kept under 

review and action will be taken swiftly if concerns about the use of technologies 

arise.  

 The school will keep in regular contact with parents, updating them as appropriate 

with information on how the school is providing guided home learning, how they can 

keep their children safe online, and any new developments. 

 

5. Preparing for Remote Learning 

We would expect that many of the steps below should already be in place with most staff 

within WHSG. We would expect that there will also be future benefits to putting these plans 

into place. 

WHSG will be proactive in ensuring that:  

http://www.whsg.info/
https://login.microsoftonline.com/
https://classroom.google.com/h
https://westcliffhigh.cpoms.net/
https://www.teacherswebfolder.com/11321
https://webmail.whsg.info/webmail/


 

 

 Staff have access to Microsoft Teams, Google Classroom/Drive and ZOOM, and that 

these are set up  

 Pupils within classes have access to the relevant Google Classroom/Drive and 

ZOOM and are aware of their passwords 

 Pupils will receive Google refresher sessions through IT lessons or Form Periods, 

including how to submit their work on-line 

 Staff are familiar with the main functions of Microsoft Teams, Google and ZOOM  

 Staff have the ability to host a ZOOM Meeting (video and/or audio) with their 

classes either from their classrooms or from home  

 Parents and pupils are made aware in advance of the arrangements in place for the 

continuity of education. 

5.1 All staff should ensure that they: 

 have access to Office 365, Outlook, Teams and ZOOM. and know logins and 
passwords.  
 have the login details and password for CPOMS.  
 log onto Outlook during normal working hours and to be available to respond to 
emails and telephone calls, as well as checking the staff email inboxes.  
 refer to the school website for updates regarding when the school will re-
open; a Schoolcoms messages will also be sent.  

 
 
5.2 Teaching staff to:  
  

 be familiar with the Teaching and Learning Policy and Protocols (which incorporates 
expectations for school closure, located in Google Classrooms, Teaching & Learning). 

 follow the timetable, setting work to cover 40 minutes (rather than the usual 1 hour 
lesson), as well as adhering to the homework timetable.  
 have all other resources on Google Classroom or ‘OneDrive’ (including SOW).  
 have copies of text books at home.  
 provide work for the students on Google Classroom or via email (as appropriate) 
using the school system by 6.00 p.m. (at the latest) the day before a lesson (this is to be 
monitored by the HoD).  HoD to raise any issues with the member of staff and inform 
their Line Manager.  
 carry out marking of work completed and give feedback as appropriate.  
 all HoD’s to have the Google Classroom code(s) of their Department and to be a 
‘member of their staff’s classroom(s).  
 have off-site access to Bromcomm and know logins and passwords.  
 complete online work such as PTs (as appropriate).  
 contact your Line Manager if you have any concerns.  
 Be aware of The Key’s Examination Contingency Plan via the following 
link: https://schoolleaders.thekeysupport.com/policy-bank/leadership-
governance/examination-contingency-plans/?marker=content-body  

  
 
 

https://schoolleaders.thekeysupport.com/policy-bank/leadership-governance/examination-contingency-plans/?marker=content-body
https://schoolleaders.thekeysupport.com/policy-bank/leadership-governance/examination-contingency-plans/?marker=content-body


 

 

 
 
5.3 Support staff to:  
  

 carry out usual role as far as possible.  
 liaise with your Line Manager regarding any appropriate work to undertake.  This 
may include reviewing relevant policies and procedures, planning for the next term, etc.  

  
5.4 Leadership Team to:  

 the Assistant Headteacher for Assessment and Reporting will advise all staff 
regarding any appropriate key dates, i.e. PT reports as appropriate.  
 staff telephone numbers are to be accessible via ‘Teams’ in Office 365, in the staff 
area for emergency use.  

  
5.5 Students to:  

  
 if notice is given that the school will be closed to you, ensure that you have any text 
books, exercise books, resources, etc. at home.  
 ensure files are uploaded to Google Drive in preparation for emergency closure.  
 know your Google Classroom login and password  
 know your Office 365 log in and password (store these somewhere safe at home).  
 access your emails every day.  
 look on Google Classroom for work that has been set.  
 complete the work and homework as per the teachers’ instructions.  
 return work to staff electronically if requested.  
 print any work completed and glue this into exercise books as appropriate.  

  
5.6 Parents to:  
  

 monitor their child is completing work and homework set.  
 ensure their child has access to either a PC with internet access or a Smart phone 
with internet access.  
 ensure their child has downloaded links to Google Classroom, Office 365 and has 
stored their passwords in a suitable location.  
 check that their child prints any work completed and glues this into exercise books as 
appropriate.  
 school closure is not to be used for holidays.  

 

6. Guided home learning  

There is a wide range of formats for guided home learning, including: 

 Posting activities for pupils at regular intervals, with pupils posting responses  

 Providing recorded material in the form of podcasts or video tutorials  

 Directing pupils to web-based resources and activities they can engage with on or 

offline 

 Interactive/live teaching in real time. 



 

 

 

Teachers will select the most appropriate format for a lesson depending on a number of 

factors, including the age of the pupils, size of the group, nature of the activity, and the degree 

of support required; and taking into account the need to ration screen time and provide a 

variety of learning experiences within a lesson, across the school day/week and through a 

scheme of work.  Teachers MUST monitor the completion of work.  Where project work is set, 

teachers MUST set interim deadlines to ensure that work is being completed and is of a 

satisfactory quality. 

 

7. Live online teaching  

Live online teaching is an important part of this overall package for pupils of all ages. 

Interaction with a teacher is an important part of the learning process, and whilst online 

contact cannot replicate face to face contact, live sessions are particularly helpful as they 

allow contemporaneous communication, with students able to respond to staff questions – 

and vice versa. Live contact is an important part of pastoral support, and provides pupils with 

a direct interface with a familiar trusted figure at a time of significant change and uncertainty. 

Live classes also give pupils the opportunity to interact with peers and maintain important 

social connections during a period when they could otherwise become isolated. However, it 

should be remembered that live online teaching remains ‘one tool in the box’ and, for the 

reasons set out above, it should be balanced alongside learning opportunities in a range of 

other formats. 

In as far as is possible WHSG should attempt to replicate the timetable that pupils follow 

through the course of a normal school day. Teachers will need to make themselves accessible 

during their normal working hours and should communicate with the Assistant Head teacher 

– Teaching & Learning if there are extenuating reasons why this can not happen. 

We are mindful of the challenges of operating in an unfamiliar environment in that:  

 online learning operates on a very different dynamic  

 some subjects and activities do not lend themselves well to remote learning  

7.1 Remote Learning Practice (refer to: WHSG Staff Guidance - Protocols for Video-

Lessons and Live-Streaming (appendix 1) 

 ZOOM will be the single hub for all Remote Learning interactions.  

 ZOOM allow teachers to host video and audio calls and automatically invite 
members of their classes (pupils join by clicking the relevant meeting invite)  

 Teachers should record the lesson for easy cloud access at a future date and time  

 Screen sharing will allow teachers to broadcast their screens and open documents 
during the Meeting calls for discussion and sharing with the class. 

 We are mindful that if remote working/learning is happening nationally then there 
may be bandwidth restrictions across the UK internet backbone. In this event 
dropping the ZOOM down to just audio might be necessary 



 

 

 Classwork and prep that can be handed in online will be set through Google 
Classrooms and marked online 

7.2 Submission of work 

Students will be required to submit their work via google classrooms.   

In the event that a students has missed a deadline for the submission of work, the following 

procedure must be followed.  The procedure ceases to be followed, when the work is 

submitted.  Due to extenuating circumstances the Learning Manager may agree for certain 

subject work to be prioritised.  In the event of this the Learning Manager will communicate 

this to the class teacher. Please see appendix 2 (Accessing Parental Contact Details) for how 

to access parents contact details.  ALL emails to students MUST be via their school email 

address. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Missed deadline 

Teacher to email student 

HOD to email student and the parent 

Refer to Learning Manager 

Refer to Deputy Head teacher 

Letter 2.1 to be sent 

Parental meeting with Deputy Head 

teacher and Learning Manager 

Letter 2.2 sent 

Referral to Head teacher 



 

 

 
 

7.3 Assessment and Feedback 
 
During a period of remote learning, it is essential that pupils' work is still assessed so 
as to ensure: 

 their engagement with the learning process; 
 their motivation is sustained; 
 their progress is continued; 
 any misconceptions or gaps in knowledge are identified.  

Formative and summative assessments can still be used successfully during periods of 
remote learning, with suitable adaptations and the necessary consideration being 
given to managing staff workload.  Some of the suggested strategies are: 

 Q&A directed at a range of pupils during live lessons on Zoom; 
 use of MWBs during live lessons on Zoom; 
 use of the chat facility during live lessons on Zoom; 
 flipped learning as a pre-cursor to activities during a live lesson on Zoom; 
 self-assessment of tasks against WAGOLLs / marking criteria; 
 use of Google Forms, Google Question or Google Quiz on Google Classroom; 
 use of Jamboard on Google Classroom to summarise pupils' understanding; 
 photographs of work in progress for extended project type tasks. 

Teachers should aim to receive work from pupils at least once every two weeks.  For 
subjects with less curriculum time, every 3 weeks might be more appropriate.  This work 
does not need to be close-marked; it might be self-assessed, but will ensure that we keep 
track of pupils' engagement and progress.  This expectation also applies when setting a 
project or coursework to be completed over a period of time.  For example, pupils could 
submit a photo of what they have been working on as evidence of their engagement with 
the task. 
 
 

When providing feedback to pupils, the following are some suggested strategies to manage 
staff workload: 

 whole class feedback as a post on the group's Google Classroom; 
 whole class feedback sheets; 
 verbal feedback via a live or pre-recorded Zoom; 
 code marking; 
 use of comment banks to select from when giving individual feedback; 
 verbal feedback using add-ons such as Mote. 

Any assessed work not submitted by a published deadline or any other work more than 48 
hours late should not be marked and a zero score recorded; this may affect future PT grades 
for the pupil in your subject.  Where two significant deadlines have been missed, the HOD 
and Learning Manager must be contacted.  



 

 

 
 

8. Pastoral Support 

WHSG is committed to ensuring that on-going pastoral support and welfare checks are 

maintained during a period of prolonged closure.  This support will be bespoke, depending 

on the identified needs of the student. 

Pastoral Support may include: 

 Up-dated wellbeing resources on the school website – under curriculum 

 Fortnightly Form Period 

 Access to Zumos 

 E-mail communication with Teachers, Learning Managers or Pastoral Support 

Coordinators 

 Weekly Welfare calls (please see appendix 3 Student Welfare Calls).  Calls are not 

made to students on dual register 

 School Councillor 

 Safeguarding Support from the Designated Safeguarding Lead 

 Access to outside agencies ie. Educational Psychologist, Family Support Team 

 

9. Staff Well-being 

WHSG is committed to support the well-being of their staff.  In the event of a long period of 

school closure, the Staff Well-being Contract Tree will be implemented, (as per appendix 4). 

Staff who wish to access the school councillor can do so by emailing the request to the 

Deputy Head teacher.  This is a confidential service. 

Access to ZUMOS 

Staff have access to Education Support, (see appendix 5 for contact details). 

There are a range of well-being resources located on the school website, curriculum, well-

being. 

 

10. Summary  

The primary purpose of this policy is the continuity of education for pupils at WHSG. Using 

existing school systems (Microsoft Office 365, Google Classroom and ZOOM) means this 

provision can be put into place quickly and pupils only need their existing login details of 

school email and password. 

 

 



 

 

 

 

Appendices 

Appendix 1 -WHSG Staff Guidance - Protocols for Video-Lessons and Live-Streaming 

 

This first part covers the policy and protocols required.   

Part 2 provides guidance on how to use Zoom (the system approved by SLT). 

 

Part 1: Protocols 

If you want to use an online platform for teaching or sharing resources, your safeguarding 

duties still apply and there are additional concerns to consider.  Please bear in mind that 

video-tutoring may be inappropriate or impossible due to others present in both teachers’ 

and students’ homes (or for example where working areas at home are in bedrooms), and 

not all students will have access to the necessary IT equipment. 

 

Key Principles: 

 Ensure only students you teach are present during the live-stream; 

 Teachers and students may use the video-streaming during the lesson (if they wish); 

 Ensure that students are using their name when logging in; 

 If live-streaming, take and keep a register of ‘attendees’; 

 If live-streaming the lesson must be recorded and uploaded to Google Classroom 

(Training Classroom); it must then be deleted from your computer; 

 Video lessons must be scheduled by 6:00 pm the night before the lesson; 

 Teachers should wear appropriate clothing (business dress or smart casual, not 

beach-wear etc); 

 Pupils not appropriately dressed or in an inappropriate room must be removed from 

the link; 

 Video or live-stream from an appropriate place with no distractions or inappropriate 

material in shot (beds/phone numbers/adult material/background noise/pets/work 

visible etc); 

 Do not undertake one-to-one tutoring; 

 Do not use any other messaging service unless this is pre-approved, is auditable and 

can be recorded; 

 Do not use a system that is not SLT approved (including private systems or a personal 

YouTube Channel); 

 Do not give out personal staff mobile numbers or emails to students; 

 Ensure no inappropriate objects/information are visible; 

 The online learning environment should respect the same boundaries as the 

classroom, and no privately arranged face-to-face meetings should take place 

outside the school premises; 



 

 

 You should document and immediately notify your SLT lead of all unusual situations 

to avoid accusations of impropriety; 

 Any behaviour concerns should be reported to the child’s Learning Manager; 

 Any Child Protection concerns that may arise from an online interaction must be 

reported to: 

Mrs Bain (Deputy Headteacher).  Please email st-sarah.bain@whsg.info 

 

Protocol for Pupils: 

 If you join a live-stream you must be appropriately dressed, protecting your 

modesty; 

pyjamas etc are not appropriate; 

 Do not live-stream in your bedroom; 

 Ensure no inappropriate objects/information are visible; 

 If you want to ask a question, raise your hand – do not call out, (you can also use the 

Zoom chat facility). 

 Do not open a live-stream to a wider group; 

 Do not share any part of a live-stream or video lesson beyond your class; 

 Be polite and courteous. 

 

As part of keeping you safe, your teacher will never: 

 Ask for your password; 

 Be replaced by someone you’re not familiar with; 

 Ask you to change Apps; 

 Arrange to meet you offline.  



 

 

Part 2: General Guidance 

 

Planning online teaching - where to start 

Preparing for teaching online should follow a process. Given the current situation we are 

adapting the usual approaches. When preparing to use online learning as a platform for 

teaching you will need to follow the following process: 

1. Start with your learners’ needs. 

2. Decide if it’s a lecture or an interactive lesson. 

3. Reuse known and proven methods and resources. 

4. Design for learning in a quick and agile way. 

5. Reflect and iterate for improvement. 

 

Remember that many students may have never studied online before, so you will have to 

talk them through the guidance. 

 

What’s your immediate priority as a teacher? 

Is there something your learners need right now? It may be a project, revision, a clear 

schedule, an induction to learning online or a series of smaller activities to maintain 

continuity from the classroom. Stop to think about your immediate priority right now. 

 

Does the teaching really have to be live, especially in the first instance? 

Your first reaction might be to host live sessions where you consider teaching a whole 

lesson.  Instead take a staggered approach, start by undertaking a Q&A session with the 

students, then build on this to incorporate short sessions of you explaining 

topics/signposting students to undertake timed tasks etc. 

 

This links has lots of resources which you may find useful. 

https://www.futurelearn.com/courses/teach-online/1/steps/739792 

https://teachfromhome.google/intl/en/ 

 

 

TEACHER INSTRUCTIONS TO SET UP REMOTE LEARNING ON ZOOM 

 

Registering for Zoom 

 

Navigate to https://zoom.us and click ‘sign up it’s free’ then click the button saying ‘sign in 

with google’. 

 

Ensure you sign in with our school’s google account. 

Zoom have lifted the 40 minute session limit to everyone in our establishment with a 

@whsg.info email. 

 

https://www.futurelearn.com/courses/teach-online/1/steps/739792
https://teachfromhome.google/intl/en/
https://zoom.us/


 

 

 
Zoom general Instructions 

 

Schedule a New Meeting 

 

Set the Date and Time, Duration and Timezone. 

Generate meeting ID automatically and set a password. 

Video: Host on, Participant off 

Audio - computer only 

Record the meeting automatically on the local computer 

 

Save 



 

 

 

 



 

 

 

Sharing the meeting date time with students 

 

When you click save a summary screen will appear, on this screen is the option to share 

invitation. 

 

 
 

An easy option is to click copy the invitation and then copy the entire invitation that appears 

in the next window (see below) and post this to classroom as an assignment with a matching 

date and time. This will appear on the students Google Classroom calendar and remind 

them on devices prior to the event starting. 

 



 

 

 
 

Hosting the meeting 

 

Five minutes before log into your zoom account (you can either do this on an app or with 

the online web page). 

Click start meeting next to the correct meeting ID. In the screen shot below this meeting is 

hosted on an IPad, so it may look a little different on your screen. 

You should then be able to figure the rest out, click the share content button for a host of 

options to share with the class. 

 

Setting up Zoom with a Class 

The first time you and students use Zoom it will take quite some time for all the software to 

download and install. This may mean you don’t have a lesson first time round. 

 



 

 

Starting a Lesson 

At the start of the video conference discuss expectations: no recording or onward sharing of 

the video; reminder that this is a form of professional communication. Explain that the 

lesson is going to be recorded and stored by the teacher on the school’s servers and not 

their personal computer for safeguarding purposes. 

Set expectations for who talks; you may need pupils to turn off their microphone, put their 

hand up or type a question. 

If you are using resources prepared by someone else, you must acknowledge where these 

resources came from and remember to abide by copyright guidelines. 

 

 
 

More advanced features 

 

If you wish you can add a virtual background which will blank everything behind you. You 

can choose from a space, beach or plant theme to name a few. 

 

Sharing part or all of your screen (note sharing part of the screen allows you to select one 

area to share meaning that you can have hidden area that isn’t seen – such as your emails/a 

script etc). It is advisable to ensure that any resources, including Powerpoints, you are going 

to share are open before starting the meeting. 



 

 

When you have started the 

meeting (preferably on a laptop 

or a desktop machine) move 

your mouse to the bottom of 

the Zoom Window. You will find 

these buttons: 

 

Click on the Share Screen button 

and you will be presented with 

this window: 

 

You will see every window you 

have currently open. Bear in 

mind that if you are using 

Google Slides or Powerpoint 

online it will be open in a 

Browser window (identified by the icon in the bottom right corner). 

Click on the window you wish to share and click share.  



 

 

 

You are now presented with your application and the host and participant views have been 

minimised to the edge of the screen. From here I can click on the present button as I would 

normally or Press F5. The border of the shared window is highlighted green. 

To stop sharing you need to click the Stop Share button at the very top of your screen.  

 

 

 

 

 

 

 

 



 

 

Appendix 2 – Accessing Parental Contact details 

In the event that you need to contact a parent, you can access their contact details using 
Bromcom. 
 
First open your register then: 

 

 
 

 
 

 
 
Important: Please remember that you are accessing confidential information.  Details 
must NOT be printed out or seen by anyone else. 
 

 

 

 

 

 



 

 

Appendix 2.1 – Interim Letter 

Dear Parents name 

As you will be aware, WHSG teachers have continued to work hard to provide a high 

standard of education for all our students during these unprecedented times.  Our teachers 

have had to adapt to working with un-familiar technology and consider a variety of new 

ways to engage the students in their education to help to minimize the impact that the 

current lock-down is having on the education of young people.  

 

It has been brought to my attention that XXXX has a number of outstanding pieces of work 

for XXX, XXX and XXX.  Mr(s) XXX has contacted both yourself and XXX regarding the 

outstanding work. 

 

As you will appreciate, we have to rely on students meeting the set deadlines to enable 

teachers to manage their workload and importantly, assess the progress made by the 

students to then facilitate them in being able to set the appropriate follow up work.  As your 

daughter has outstanding work, this is not only now having an adverse effect on our 

teachers workload, but importantly it is also hindering them in being able to set suitable 

work to ensure that your daughter is building on her knowledge at the right level. 

Outstanding work will naturally have an adverse effect on her PT grades. 

 

I have now asked teachers stop chasing any current outstanding work that your daughter 

has.  Moving forward, please can I ask that you monitor that your daughter has completed 

all work set and that she submits this on time, therefore helping us to minimize the effect 

that this lock down is having on her education. 

 

Thank you for your support in this matter. 

 

Regards 

 

Mrs Sarah Bain 

Deputy Headteacher 

 

 

 



 

 

 

Appendix 2.2 - Template for final catch-up letter 

DATE 
 
 
PARENTAL 
ADDRESS 
=== 
=== 
 
 
Dear PARENTS 
 
 
Re: STUDENT  
 
 
Firstly, I would like to say ‘Well done’ to NAME for trying her best to keep up with 
work during this challenging time. I know it has not been easy and may have been 
overwhelming with the volume of work being set. 
 
To help NAME to be up-to-date and prepared for September, I have listed the subjects 
which have some outstanding work and how many pieces are currently missing.  
 
The subjects are as follows: 
 
· EXAMPLE 1 
 
· EXAMPLE 2 
 
· EXAMPLE 3 
 
Should NAME wish some support to design a catch up programme over the summer 
for her to undertake at home, please contact me and I will organise one for her. 
 
I would like to say ‘Thank you’ to you too for your support in helping NAME with her 
work during the school closure. I know this may have been hard for you too taking on 
the role of teacher at home and the school is appreciative of this. 
 
Have a lovely summer break. 
 
Best wishes. 
 
 
Miss L Gittos 
Year 8 Learning Manager 



 

 

Appendix 3 – Student Welfare calls 

All Staff - maintaining contact 

 

Dear Colleague 

 

During this temporary school closure, I am conscious that we do not have the opportunity to 

support each other as we might through our normal daily contact. 

It is also possible that some of us are feeling the strain of working in a very different way 

and the lack of any social element to our work. 

We would like to ensure that every member of staff is contacted at least weekly to check on 

each person’s wellbeing and for any issues to be communicated, so that where possible 

additional support may be offered. 

It is possible you are already in contact with each other; if so, thank you for doing this. 

To ensure everyone has regular contact, we have created a ‘Contact Tree.’ It is similar to our 

existing Line Management structure, but we have made some changes where we feel there 

would be too many calls to make. 

May we ask that there is a weekly communication from left to right, and if any concerns are 

identified that the ‘lead contact’ refers this to their SLT Link Manager? This contact may be 

through email/telephone/skype etc. 

Please can this process begin from Tuesday 14th April, 2020? 

With best wishes 

 

 

Dr Paul Hayman 

Headteacher 

 

 

 

 

 

 

 



 

 

PROTCOL FOR CONTACTING PARENTS/STUDENTS 

 

Pastoral Support Coordinators/Learning Managers will: 

 Pass on any relevant information received regarding the student 

 Call students who the school considers to be vulnerable 
 

Calling member of staff: 

Before the initial call: 

 You will be sent an encrypted email with the students/parents contact details.  This 
document must NOT be downloaded onto your computer but kept on your school email 
account. 

 Remember the parents contact details are CONFIDENTIAL and should not be seen by other 
members of your household or printed out. 

 Email the parent to introduce yourself and explaining that you will be making weekly contact 
with their child, (Appendix 3.1). 

 Make a note of the best time/day the parent has recommended that you call them (to 
reduce the chance of them missing your call). 

 Rehearse what you are going to say with a family member, think about your tone and 
manner (this is a supportive call)  (Appendix 3.2). 

 Practice calling a family members phone to ensure that you mobile phone number is blocked 
(add 141 before the telephone number). 

 Make sure that you have unlimited calls on your mobile phone.  If you do not, then please 
email Sarah Bain before you start to make any calls. 

 

Making the call: 

 Block your number (add 141 before the telephone number) 

 Refer to the Script for Phone calls (Appendix 3.2) 

 Update the Communication Log (Appendix 3.3) 

 Send the Communication Log to the Pastoral Support Coordinator by 6pm each Friday 
(Appendix 3) 

 Raise concerns with Pastoral Support Coordinator 
 If you have a concern about the wellbeing of a child, refer to Appendix 3.4. Follow 

safeguarding procedures, telephone Sarah Bain (DSL) on XXXXXX, st-sarah.bain@whsg.info 
or email Dr Hayman (ADSL) st-paul.hayman@whsg.info 

 

After period of isolation: 

 Once the period of isolation is over and the school returns to normal, the email containing 
the student/parent contact details must be deleted at least the day after the isolation period 
is over. 

 

 

 

mailto:st-sarah.bain@whsg.info
mailto:st-paul.hayman@whsg.info


 

 

Appendix 3.1 

Email to parent: 

 

Dear Parent(s) 

As stated in Dr Haymans letter dated 1st April 2020, schools have been requested by the DfE 
to make regular contact with every pupil in their school to ensure they remain well, that 
there are no issues of concern and they are able to undertake the work set.  

My name is (insert your name) and I shall be the member of staff who will be telephoning 
you and (insert child’s name) on a weekly basis.  Please can you confirm via return of email 
the best day of the week and time for me to call to speak to you and your child. 

The call will come from a withheld number.  I will not ask for any personal details. 

Thank you in advance for your cooperation with this. 

Regards 

(Insert your name) 

 

Appendix 3.2 

 

SCRIPT FOR TELEPHONE CALLS 

 

Please try not to make this too jaded; this script is the core of what should be a conversation! 

 

FIRST CONTACT 

Hello, my name is xxxx and I am a member of staff at Westcliff High School for Girls. 

 

May I please start by checking who I am speaking to? 

 

[RESPONSE]? 

 

Thank you. 

 



 

 

NOTE – If they respond that they don’t recognize the telephone number (I hope you withheld this) 

please explain that due to the current restrictions on movement, you are working from home. 

 

In Dr Hayman’s letter dated xxx, he said that we are being asked to contact all our pupils on a regular 

basis; so the reason for my telephone call is to make contact with you and (name of pupil) during 

this school closure period to check that everything is alright. 

You should also have received an email from the school to let you know that I would be making 

contact, and this is likely to be repeated once a fortnight. 

 

[RESPONSE]? 

 

Without giving me specific details, may I ask how things are going generally and whether (name of 

pupil) is coping at this time? 

 

[RESPONSE THINGS OK] 

I’m pleased to hear that.  

May I please remind you that should any difficulties occur with the work she is doing we would ask 

that you make contact with the Learning Manager [NAME], or if any issues arise relating to (name of 

child)’s wellbeing, please would you contact the Pastoral Support Coordinator [NAME].  There are 

also some resources on the wellbeing page on the school website and these can be accessed by 

Curriculum, wellbeing. 

 

OR 

[RESPONSE THINGS NOT OK] 

I’m sorry to hear that. May I please remind you that should any difficulties occur with the work she is 

doing we would ask that you make contact with the Learning Manager [NAME], or if any issues arise 

relating to (name of child)’s wellbeing, please would you contact the Pastoral Support Coordinator 

[NAME].  There are also some resources on the wellbeing page on the school website and these can 

be accessed by Curriculum, wellbeing. 

 

[RESPONSE]? 

 

If it’s ok, may I also speak to (name of pupil)? 

 

[RESPONSE] 



 

 

If no – wait and see if they offer any reasons. Please note these and forward to the Learning 

Manager [NAME] 

 

OR 

If Yes 

Hello, my name is xxxx and I work as a vvvvv at Westcliff High School for Girls. 

You may not know me, but during this period of school closure we have been asked to contact all 

the pupils to ask how you are and how things are going; Please don’t give me any personal details, 

but it would be helpful to know if you are ok and if the work being set is ok. 

 

[RESPONSE] – NO PROBLEMS 

Thank you; I’m pleased to know things are ok, but can I remind you that if you have any problems 

with the work you should email your teacher or your Learning Manager [NAME], and if you start to 

find you are feeling a bit down, please can you let your Pastoral Support Coordinator [NAME] know. 

 

OR 

[RESPONSE] particular issues 

I’m sorry to know that – if it’s ok I’ll pass that on to your Learning Manager [NAME]/Pastoral Support 

Coordinator [NAME]. 

Please can I ask that if you have any other problems with the work you should email your teacher or 

your Learning Manager [NAME], and if you start to find you are feeling a bit down, please can you let 

your Pastoral Support Coordinator [NAME] know.  There are also some resources on the wellbeing 

page on the school website and these can be accessed by Curriculum, wellbeing. 

 

 

END CALL 

Thank you for taking my call today. 

I have been asked to make contact once a fortnight during this school closure, so please note that I 

will call again in a fortnights time. 

 

Thank you, and Good bye. 

 

 

 



 

 

Appendix 3.3 

 

Communication Log –located in Google Classrooms 

 

Name Date Called Parent 
Spoken to 
(Y/N) 

Student 
spoke to 
(Y/N) 

Comments 
made 

Action Taken 

      
 

 Appendix 3.4 

Safeguarding Concern 

If you have a concern about the wellbeing of a child (during a school closure), contact Sarah Bain 

(DSL) on XXXXX or email Dr Hayman (ADSL). 

If you feel a child or young person is at risk of harm, you must follow the normal safeguarding 

procedures; 

- Write down exactly what the child/young person says, using their own words. 

 

- Do not promise confidentiality to the child/young person and ensure they understand your 

duty of care if you have a concern.  

 

- Enable the child/young person to be part of the process, if appropriate, e.g. clarifying details 

with them and ensure they know/understand what is going to be shared and with whom.  

 

- Share the disclosure with Sarah Bain (DSL) or Dr Hayman (ADSL).  

 

Top Tips for Teachers Working in School  

 

How to structure conversations with children and young people when discussing their emotional 

wellbeing and mental health:  
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Appendix 4 – Staff Welfare Calls 

 

Headteacher

JLe

SBa

MBe Mid Days

Claire Hughes Trainee counsellors

SMa

Repro, Cover Sups, 
Uniform schop, CLa

JMa Office Staff

CDr English Staff  &  RCo

ADa
Music Teachers & Peri 

Staff

EPi
MFL Staff & 
Assistantes

CDe
Learning Managers 

Years 9-11 & LGi

SGi Library Staff

Year 7-11 PSCs

GFa

DBi Maths Staff

NTh Psychology Staff

SCITT Trainees

EJa

AHo

LDu History Staff

TMo RS Staff

RWi PE Staff

BHa

JMac BStud & Econ Staff

TCa

SAr

TWa

NDe

JGa CSt Staff

DMe Geography Staff

MYe Art Staff & Technician

MMo JLi

S McH KGD

JEm SHo

DSt

EEm SETSA Staff

ABo

MKi Biology Staff

Chemistry Staff

ABi Physics Staff

NBa Science Technicians

SPa
D&T Staff, Food & 
Textiles and Techs

NBr

LDa WHSG Finance

PEn

Site Team

Groundsman

PPo

DWe 5 Canteen Staff

5 Canteen Staff

DCo
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