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Woolenwick Infant and Nursery School  
Live Session Acceptable Use Agreement for Pupils & Parents/Carers 

 
Purpose 

The provision of high-quality teaching and learning is at the core of everything we do 
at Woolenwick Infant and Nursery School. In order to support pupils in the event of 
needing to move to remote learning due to COVID-19, Woolenwick will use a range 
of teaching strategies including live sessions and teaching input. 
 
This document sets out the expectations and procedures that must be adopted by 
parents/carers of Woolenwick, and its pupils aged 7 and under, when participating in 
live sessions with Woolenwick Infant and Nursery staff. 
 
These procedures also currently form an appendix to the school’s Safeguarding 
Policy. 
 
Parents/carers should be aware by enabling your child’s participation in these live 
sessions, you are agreeing to these procedures and give your consent to 
Woolenwick Infant and Nursery School for these live sessions. Should any of these 
procedures not be complied with by either party, live sessions will be suspended and 
a Senior Leader will investigate. If this is not possible, the online activity will not be 
able to continue. 
 
Communication between Woolenwick Infant and Nursery School and the 
Parent/Carer 

 Communication will be between a Woolenwick Infant staff member, either via 

admin@woolenwickinfants.herts.sch.uk or via year group e-mail addresses 

e.g. year1@woolenwickinfants.herts.sch.uk and the parents’ e-mail address 

which we have on record. 

 Communication from staff can be expected between the hours of 9am to 3pm 

unless there are exceptional circumstances.  

 We will endeavour to respond to your emails within 48 hours depending on 

the content of the query. We ask for understanding when this not possible due 

to staff illness.  

 Staff monitor emails frequently and are keeping a record of your child’s 

learning. It may not always necessitate a response. 

 At the end of each day please ensure you send in ALL of your child’s learning 

in one email to the class email address. Please send this as a new email and 

do not reply to the emails sent out as this helps with our record keeping and to 

monitor the learning progress of your child.  

 Live sessions will be scheduled using Zoom or Google Classroom. For ease, 

it is advised that parents download the relevant App as this improves 

functionality, although access is available through a web browser link. 

 Under no circumstances will we contact your child directly or accept contact 

from them without your knowledge. 

 Under no circumstances should a pupil’s personal contacts be shared. 

mailto:admin@woolenwickinfants.herts.sch.uk
mailto:year1@woolenwickinfants.herts.sch.uk
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Adult Supervision 

 An adult should be present in the pupil’s home whilst the activity is taking 

place. Adults do not need to be in the same room (depending on the age of 

the child and support they may need) but the door to the room should remain 

open and they must be in the vicinity. If the adult is not at home the activity 

should not proceed. Parents/Carers may be asked to make themselves visible 

on screen to start a session but then should move away so they are not in 

shot for the rest of the duration of the session (again depending on the age 

and needs of the child). 

 

Time of Lesson & Duration 

 Live sessions take place on the basis that you give your consent by joining 

the video conferencing meeting, along with your and your child’s commitment 

to adhere to this Acceptable Use Agreement. 

 Live sessions and teaching input will only take place at times between 09:00-

15:00 on Mondays to Fridays. The start times of scheduled sessions will be 

sent by admin or the year group e-mail to invite pupils the day before the 

meeting. 

 Exact lesson durations will be set in the invite and will differ depending on the 

age of the pupils. Teaching input will tend to 15-20 minutes in length and 

some specific sessions may be up to 1 hour long. 

 Your child should be ready for their session to start promptly at the agreed 

time along with any resources or equipment they will need. If the lesson is late 

starting, the duration of the lesson may be reduced. 

 
Learning Environment  

 Each session requires a calm, quiet space, free from distraction. This should 

be a place where the pupil can sit comfortably. 

 It is preferred that teaching and learning online takes place in a communal 

area in the home, i.e. a dining/living space. 

 The area behind the pupil and teacher when they are on camera should be as 

neutral as possible, and not display any personal items, offensive images or 

words, or personal information. The view should also be arranged so that no 

other person in the household could come into view (or be heard) at any point 

during the session. 

 Parents/carers are asked to remain in the vicinity of the lesson, not 

necessarily in the same room but nearby, with the door to the teaching room 

left open. 

 Pupils should avoid the use of headphones if possible. 

 
 

 



Learning, Growing, Achieving Together  January 2021 

Appropriate Dress 

 Pupils and staff may dress informally for the lessons, however, we ask that it 

is appropriate for an educational environment, for example what they might 

wear for a non-uniform day at school. 

 Clothing worn by a pupil or staff which does not meet this expectation is not 

acceptable and sessions will be suspended if not adhered to. 

 
Recording and Observation of Lessons 

 Under no circumstances should you or your child record/video or screen shot 

the session or part thereof. This is to ensure the safeguarding and privacy of 

your family and our staff member. 

 Lessons may be observed by another Woolenwick Infant staff member. This 

will either be a senior leader, to observe the lesson for quality purposes, or a 

member of the Safeguarding team to ensure safeguarding procedures are 

being adhered to. 

 
Lesson Content 

 Lesson content will be tailored to follow the sequence of learning and adapted 

where possible to allow staff to replicate classroom activity to the best of their 

ability.  

 Parents/carers are encouraged to listen in quietly to the start and end of a 

session, so that both the pupil and the parent are clear of the goals and 

objectives for that session and understand any activity to be undertaken by 

your child following the teaching input. 

 
Equipment and platforms  

 Live sessions should only be conducted on a communal family or a 

parent/carer’s personal device.  

 Live sessions should be undertaken using Zoom, Google Classroom or the 

Microsoft Office Teams App/web-based resource. 

 Woolenwick staff will disable various features within the application used, 

such as Chat and all participants will be muted on entry to a live session. 

 
Cancellation & Absence 

 Should our staff member be unable to take the agreed session, you will be 

contacted with as much notice as possible to inform you of the cancellation 

and where possible to rearrange the lesson. 

 If your child cannot participate in their live session due to sickness, please 

notify the school office, as soon as possible in advance of the agreed lesson 

day/time. 
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As a parent/carer, it is your responsibility to ensure that you:  

 Have talked through how the Live Sessions will work with your child to ensure 

they are happy to participate. 

 Shared the pupils’ guide ‘Keeping Everyone Safe in Live Sessions’ with pupils 

and discussed how to participate in lessons. 

 Understand that you give consent for your child to participate in live sessions 

with Woolenwick Infant School by joining the meeting. 

 Agree to the procedures and information within this Acceptable Use 

Agreement. 

 Are aware of the date, time and teacher of each online session. 

 Are aware of how your child will access the online session (i.e. a Zoom, 

Google Classroom link) and on what device e.g. a communal or parent/carer’s 

laptop, smartphone, tablet. 

 Can make available and ensure your child has access to a suitable learning 

environment to participate in their live sessions. 

 
Privacy Statement 

The collection, storage, management, processing and protection of any data relating 
to pupils and parents/carers will be in accordance with Woolenwick Infant and 
Nursery School’s Privacy Notices, which can be found on the school website. 
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Keeping Everyone Safe in Live Sessions 

Staff will safeguard pupils through: 

 Password protecting the meeting/live session 
 Using the waiting room facility, where available, in order to only admit recognised 

devices 
 Ensuring the host has set who can control the screen and use other authorised 

options 
 Arrange the settings to have microphones off when joining the meeting 
 Disable the Chat function and ensure all pupils know they are not to use Chat 

and other features in any live teaching session 
 Ensuring all participants know how to mute and unmute and enable/disable video 

when needed 
 Being conscious of and making children and families aware of background 

environments and others in the room 
 Reminding users about respecting others and that anything they say or do will be 

seen/heard by all so should be appropriate for within the classroom and follow 
our usual expectations for on online and offline behaviour 

Pupils will: 

 Only access sessions at the allocated times for links sent from known school e-
mail addresses 

 Not share meeting IDs or passcodes with anyone 

 Follow the expectations for children during live sessions in the Acceptable Use 
Agreement 

 Name user devices appropriately to help teachers identify pupils to allow them to 
enter the meeting (and not change these) 

 Allow everyone to take turns or respond only when the teacher asks a child to 

 Listen carefully when other people are speaking 

 Make sure your microphone is muted on entry and that it remains so whenever 
not speaking and until asked to unmute by the teacher 

 Not change background options on your device 

 Not use the Chat box at all during live sessions 

 Dress and talk appropriately 

 Not eat or drink during the live sessions 

 Leave meetings promptly and sensibly 

Parents/Carers will: 

 Ensure their child follows the expectations in the Acceptable Use Agreement 

 Ensure that the session takes place in a suitable room or space 

 Be conscious of background environments and others in the room 

 Be nearby while sessions are taking place 

 Ensure their device is named appropriately and can be identified easily by 
teachers 

 Ensure everyone in the household is dressed appropriately 

 Ensure everyone in the household uses appropriate language 

 Ensure an adult is present to support their child but that they do not engage in the 
session unless invited to by a member of staff leading the session. 

 By clicking on the link or using the meeting ID and password and helping your 
child to access Zoom or other video conferencing applications’ meetings, you are 
thereby giving your consent to school for the use of these resources and consent 
for your child's image/online presence to be shared with the other class members 
via their parents’ accounts. 


