
Appendix 1:  
Remote learning: safeguarding pupils 
and staff 
 

The following information is provided for staff members to safeguarding themselves and 
children when using our online platforms for remote learning. 

DFE (2020) guidelines state: 

 communicate within school hours as much as possible  

 communicate through the school channels approved by the senior leadership team 

 use school email accounts (not personal ones) 

 use school devices over personal devices wherever possible 

 advise teachers not to share personal information 

 

While schools are closed staff might need to contact children individually, for example to give 
feedback on homework. Staff should only contact children during normal school hours, or at 
times agreed by the school leadership team. 

We would expect school staff to continue to support the education of pupils, and wider work 
of the school, in appropriate ways agreed with their school leadership team, but school 
leaders should be mindful of staff wellbeing and practical circumstances when designing 
these arrangements. (DfE, 2020). 

The hours that have been agreed by the senior leadership team for parents to contact staff 
and the times in which staff are expected to respond are 8.30am – 3.30pm. 

 

Microsoft Teams 

Pupils are permitted to use chat in Microsoft Teams. Like any chat function, it could lead to 
bullying, or be a distraction from learning. 

To disable chat for pupils, you need to create a 'messaging policy' in Teams and then assign 
it to pupils. 
 
First, create your new messaging policy: 

1. Log in to the Microsoft Teams admin centre 
2. Click 'Messaging policies' on the left-hand side 
3. Click 'New policy' and give it a name (e.g. 'Disable chat') 
4. Select the 'Chat' setting, and turn it off 
5. Click 'Save' 

Then, assign this policy to pupils: 

1. Log in to the admin centre 
2. Click 'Messaging policies' on the left-hand side 

https://docs.microsoft.com/en-us/microsoftteams/messaging-policies-in-teams
https://admin.teams.microsoft.com/


3. Click on the policy you've just made, then 'Manage users' 
4. Search for the user you want to add, click on their name, and then click 'Add' 
5. Repeat step 4 until you've added all of your pupils 
6. Click 'Save' 

Staff should: 

 Sit against a neutral background 
 Avoid recording in their bedroom where possible (if that's not possible, use a neutral 

background) 
 Dress like they would for school – no pyjamas! 
 Double check that any other tabs they have open in their browser would be 

appropriate for a child to see, if they're sharing their screen 
 Use professional language 

Pupils should also be in a shared space in their house, rather than in their bedroom. No 
pupils should be online in their pyjamas/night ware.  Alternatively, you could ask them to turn 
their cameras off. 

Inform parents who'll also be there to be mindful that other children might see or hear them 
and anything in the background. 

Make a recording so there's something to go back to later on if you need to, and keep a log 
of who's doing video calls and when. Check that parents are happy with you making 
recordings first – tell them it's for school records only. 

To record in Microsoft Teams: 

1. In the meeting, click 'More options' (the 3 dots) > 'Start recording' 
2. Wait for the recording to start (you'll get a notification saying 'Recording has started') 
3. When you finish, click 'More options' > 'Stop recording' 
4. Wait for the recording to be saved in Microsoft Stream (whoever started the recording 

will get an email notification when it's ready to watch) 

For Live streams staff members should: 

 Sit against a neutral back ground 
 Avoid recording in their bedroom if they can (if that's not possible, use a neutral 

background) 
 Dress like they would for school  
 Double check that any other tabs they have open in their browser would be 

appropriate for a child to see, if they're sharing their screen 
 Use professional language 

Record live streams, so there's something to go back to later on if you need to, and keep a 
log of who's doing live streams and when. 

To record a live event in Teams, check the 'Recording available to producers and 
presenters' setting when you schedule your live stream. You can make the recording 
available for pupils too, by checking 'Recording available to attendees'. The recording will be 
available for 180 days after the event ends. 

To disable chat for pupils, uncheck the 'Q&A' setting when you schedule your live stream. 

https://support.office.com/en-gb/article/record-a-meeting-in-teams-34dfbe7f-b07d-4a27-b4c6-de62f1348c24
https://support.microsoft.com/en-gb/office/schedule-a-teams-live-event-7a9ce97c-e1cd-470f-acaf-e6dfc179a0e2


Using the Telephone to contact families 

 Staff should: 

 Do this through parents’ phones only (unless this itself poses a safeguarding risk), 
and in all cases make sure parents are aware and agree 

 Call in school hours as much as is possible 
 Make sure someone else at school is aware, and keep a record of the date and time 

of each call 
 Have a parent there at the child’s end, and have the phone on speaker phone 
 Either block your number so parents don't see it by typing 141 before dialling or 

adjust your phones settings. (If possible, give parents notice of what time you'll be 
calling if you're blocking numbers, so they're more likely to pick up.)  

 If possible, have another member of staff on the call. If this isn't possible, record the 
call, with parents' permission. Explain you're recording for school records only 

If you are using video calling, take the same steps as above. 

The principals that are detailed above apply to all of our online platforms though the settings 
that are used will be different. 

 


