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Communicating Digitally with pupils and 
parents 

 
Document owner: Claire Dodd Trust safeguarding and child protection lead 

      Dawn Boardman Head of Academies IT 
 
All staff must receive this document and indicate they have read and 
understood it. 
 

Context and Rationale 
 
Video conferencing and electronic communications can be a wonderful tool to utilise not just in 
times of need (eg remote distance learning) but also as a way of working more generally. Before 
using the available technology it is important to consider the purpose of such activities. The 
following questions might help prompt this thinking: 

● What is the most efficient and effective mode of delivery for this particular content? 
● Can I achieve the same outcomes differently? Should I? 
● What are the benefits to using the technology? 

 
There are some significant benefits beyond the ability to transmit work and enhance learning: 

● SEND, younger and/or vulnerable students may not understand why they are not at 
school and would benefit from a personal connection with a teacher or trusted adult 

● Being able to use formative assessment strategies to adapt and change the learning 
experience based on feedback the students are giving. 

● The staff member on the call can get assertions or reaffirm concerns about safeguarding 
arrangements - triangulating all available information 

Information and Guidance 
 
To improve the remote learning experience for teachers and students using Hangouts Meet, 
Hangouts Meet enables you to chat via audio or video through your computer. Google have this 
week made several improvements: 
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● Only meeting creators and calendar owners can mute or remove other participants in a 
meeting 

● Meeting participants will not be able to re-join nicknamed meetings once the final 
participant has left (Note - teachers will need to nickname to a meeting for this setting to 
apply - find instructions here) 

 

Why it’s important  
Google found students were able to mute or remove the teacher from the Meet. Also, virtual 
meeting rooms did not close, letting students carry on the meeting after the teacher had left.  
 
Now, only the meeting creator or calendar event owner will be allowed to mute or remove other 
participants in a meeting. This ensures a teacher, as a meeting creator or Calendar event 
owner, can't be removed or muted by students participating in the event. 
 
Also, if the teacher is the last person to leave these types of meetings, students cannot join later 
without the teacher. 
 
 

Recording video meetings 
Teachers are able to record their meetings. This may be useful for recording a lesson and 
sharing it with other students later, or it may be useful to refer back to for CPD or other 
purposes. Recordings are saved into the meeting organiser’s Google Drive.  
 
Click to find out how to record a meeting. 
 

Live stream video meetings 
If Teachers and staff want to they can now live stream meetings. This may be useful for 
assemblies or other large events for up to 100,000 people. This live stream is only available to 
people with accounts within your organization (parents would not be able to join, for example).  
 
There are two type of participants for live streaming - Full participants and View Only 
participants.  
 
Full participants within your organization can stop and start the stream during the meeting, and 
record the event. View-only participants cannot participate in the meeting or control streaming 
and recording. 
 

https://support.google.com/meet/answer/9303069?co=GENIE.Platform%3DDesktop&hl=en
https://support.google.com/meet/answer/9308681?hl=en
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Click to find out how to live stream a meeting.  
 

General tips on using digital equipment to communicate with 
pupils and colleagues 
DO make use of the academy official digital systems to communicate: 

- Google Drive 
- Google Classroom 
- Academy email (your own and the student’s academy email addresses) 
- Student VLE 

DO consider making podcast audio recordings to help with explanations or to teach new 
concepts.  If you are doing this then pre-record them rather than live streaming.  This protects 
you and also makes the resource available to students at any time. 
  
DO consider making visual aids (slides/youtube presentations) to accompany an audio 
recording to help explain things 
DO make use of Google Classroom / Google Drive to allow students to submit work and for you 
to provide feedback by using the comments or marking features. 
DON’T allow the ‘24/7 on-demand’ nature of digital communications to intrude on your work-life 
balance. 

 
● You can now record a Hangouts Meet. This could be useful for recording a meeting for 

people who can't be online for the call.  
 

● You can now broadcast a Hangouts Meet to up to 100,000 people. This could be 
useful to deliver hub briefings or an all-academy message. 

If you're not familiar with Hangouts Meet, here are the basics: 
https://gsuite.google.co.uk/intl/en_uk/products/meet/ 
 
Here's where to find information about recording a meeting: 
https://support.google.com/meet/answer/9308681?hl=en 
 
Here's where to find information about broadcasting a meeting: 
https://support.google.com/meet/answer/9308630?hl=en&co=GENIE.Platform=Desktop 

 
 

https://support.google.com/meet/answer/9308630?co=GENIE.Platform%3DDesktop&hl=en
https://gsuite.google.co.uk/intl/en_uk/products/meet/
https://support.google.com/meet/answer/9308681?hl=en
https://support.google.com/meet/answer/9308630?hl=en&co=GENIE.Platform=Desktop
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Safe working practice guidance for Working and 
communicating remotely with pupils during enforced 
school closure 
 
This document is only intended to be used in the event that there is an enforced emergency 
closure during term time, and staff are making use of digital platforms to try and provide 
continuity of education to students. 
 

Safer working practice guidance/codes of conduct 
(This advice should assist staff to monitor their own behaviour and practice and reduce the risk 
of allegations being made against them. It cannot however cover all eventualities. There may be 
occasions when professional judgments are made and are not covered in this advice note) 
NB: This guidance is always superseded by the Staff Code of Conduct when it comes to 
keeping yourselves and students safe. 
 
The academy should communicate clearly with parents and children which members of staff 
may have contact and how this will happen during this period including mechanisms for 
reporting concerning behaviour. Wherever possible, members of staff should only make contact 
with the pupils they have been allocated to unless there are other children in the home at the 
time. If other children are present during the contact, they should clearly document which 
children they have seen and any presentation of the children they feel is relevant.  
 

Guidelines for staff  

Making calls to pupils 
● Phone calls should only be made to pupils on the direction of their SLT or DSL team and 

during the agreed school hours. 
● A record of the conversation and any outcomes or actions should be clearly documented 

using the school’s method of recording during this period. 
● If a staff member is using their personal phone, the number must be withheld (either 

through phone caller settings by dialling 141 first and a record of the call must be made) 
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Google hangouts/classroom/broadcast/live streaming 
● Staff must stop the call if they feel there are concerns the way the call is going and report 

this to the HT and or the DSL immediately 
● Existing policies (child protection, staff code of conduct, acceptable use agreement, etc) 

are still in operation.  Staff should re-read these policies and ask a member of the 
Designated staff team if they have any questions or are unsure 

● Staff must not enter into one-to-one tuition voice or video call with an individual pupil or 
student without SLT agreement. If there is a need for single pupil interaction as a very 
last resort, please ensure that the record function is activated and a parent is present 
also. 

● Ensure that your line manager knows/has an overview of when these are taking place so 
students are not expected to be in multiple calls. 

● Staff must not create chats/groups/accounts or other channels of communication on 
non-academy digital systems. 

● Staff must not communicate with pupils and students in a way which could cause alarm, 
distress or misunderstanding. There should be no room for ambiguity 

● Staff must not write anything in your online feedback or marking that could be 
misconstrued or misinterpreted by students. 

● If staff are concerned about a comment made online by a pupil or the work they share, 
the staff member should take a screenshot and report it to the DSL via CPOMS (or the 
school’s existing protocol as long as it is secure)  

● Staff and pupils should be fully dressed and take into account the 
background/surroundings.  

● Staff should use a communal area, think about anything in the background that could 
cause concern (e.g. artwork) or would identify family members / personal information, 
and hang a sheet behind them if necessary  

● The teacher should always act as a moderator and be the responsible adult, especially 
where a pupil may need guidance to remove items from view. If a pupil is inappropriately 
dressed or in an unsuitable setting (e.g. a bedroom) they must be removed from the 
video call 

● Staff must not reveal or give out any of your personal online identities/email 
addresses/profile links etc 

● Using only audio is safer than live video feed. Using pre-recorded film clips or Youtube 
links, established webinars or other existing resources will also be preferable to a live 
video session but must be QA before using. 

● Home filters may block different content at a different level to the school’s filtering 
software; if this appears to be the case for one pupil in the group the teacher should 
revert to or suggest an alternative resource 

● Take care that any material provided to students to watch is age and developmentally 
appropriate. For instance, do not ask Year 9 pupils to watch a film with a 15 rating. 
Although this might be justified in a classroom setting (in exceptional circumstances and 
with the agreement of senior leaders), it is not acceptable during remote learning 
activities 

● Staff should model good online behaviour in all ways, including the language used to 
interact with pupils and colleagues, which should be respectful at all times  
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● School leaders should make clear to staff the operating times for online learning (for 
example, only during the normal school day); no staff member should engage with or 
respond to any pupil outside these times 

● Useful documents 
o LGfl Digi safe Keeping kids safe - Guidance if live streaming 
o UK internet safer centre 

 
 
Guidelines for students connecting to a virtual classroom session 
Pupils should be reminded of the following: 

● Give strong consideration to ensuring that all children on the hangout ‘hide’ their camera 
using one of the three buttons on each user’s screen at the bottom: 

 This would prevent other students from seeing each other’s 
houses/rooms whilst maintaining the ‘connection’ to the teacher who would still be 
viewable. There can be scenarios in which seeing the child is useful (eg engagement, 
SEND students, SGing consideration) but it is important to consider the purpose of using 
the technology. 

● Always use a communal space such as a dining room, and NEVER a bedroom or 
exclusively private space 

● The location needs to be quiet and away from other distractions 
● Personal appearance - always be appropriately dressed, even if casual and, regardless 

of the time of day or night, NEVER in sleepwear or anything similar 
● A clear background free from distractions or unwanted/inappropriate imagery. Ideally a 

blank wall - or hang a sheet behind yourself  
● Always remove any personal items from any sight line that could identify other members 

of the family or other personal details 
● Remember that mirrors could display items you are not expecting to be seen 
● Check that the camera angle is straight ahead and stable 
● Ensure you have a strong wi-fi connection to ensure quality video and audio 
● Ensure you will not be interrupted – especially loudly or embarrassingly 
● Be reminded that if they are concerned or uncomfortable about the contact they are 

receiving from a member of staff or another pupil to tell a trusted adult at home or 
school. 

Useful links for children 
● Child Exploitation Online Protection 
● O2 NSPCC Parent vs Kids quiz 

 
Virtual meetings between staff and parents 
The same principles apply: 
 

https://static.lgfl.net/LgflNet/downloads/digisafe/Safe-Lessons-by-Video-and-Livestream.pdf
https://www.saferinternet.org.uk/helpline/professionals-online-safety-helpline
https://www.thinkuknow.co.uk/
https://www.o2.co.uk/help/nspcc/parents-vs-kids
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● In school use an office or one of the meeting rooms if possible. If not in a school location, 
always use a communal space such as a dining room, and NEVER a bedroom or 
exclusively private space. 

● Personal appearance- always appropriately dressed, ideally work wear. 
● A clear background free from distractions or unwanted/inappropriate imagery. Ideally a 

blank wall - or hang a sheet behind yourself.  
● Always remove any personal items from any sightline that could identify other members 

of the family or other personal details.  
● Remember that mirrors could display items you are not expecting to be seen. 
● Check that the camera angle is straight ahead and stable. 

 
 
 


