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1. Aims 
1.1 Due to the recent school closure, many teachers are using video conferencing platforms 

in order to connect with students or deliver virtual lessons. This document provides 
guidelines for Poringland Primary School staff members if they choose to use Zoom to 
connect with their students.  

 
1.2 Additionally, it provides guidelines for the use of video conferencing platforms when 

conducting meetings between staff members and other adults, e.g. Key Stage meetings, 
Child Protection Meetings with external agencies. 

 

2. Use of Video Conferencing Platforms 
 

2.1 At Poringland Primary School there are two video conferencing platforms available for 
teachers to use, Zoom (for contacting students, as well as for staff meetings) and 
Microsoft Teams (the chosen platform by most external agencies).  

 

2.2 Suggested uses for Video Conferencing include: 

 

 Whole-Class Meeting  

 Small-Group Instruction  

 Small-Group Discussion/Quiz/Activity 

 Teaching Input  

 Morning Meeting  

 Interactive Read Aloud  

 Writing Share-out: give a writing assignment and have students share their writing with 
the rest of the class  

 

3. Consent 
 

3.1 Staff must obtain consent from parents/guardians before inviting pupils to join a video 

conference.  Staff must not provide invitations or passwords to join meetings UNLESS 

consent has been obtained. 

 

3.2 Staff will maintain a record of those parents/carers who have given consent to their child 

participating in video conferencing. 

 

3.3 Parents/carers have the right to withdraw consent at any time.  This should be done in 

writing to the class teacher. 

 

4. Staff Guidelines 

  

4.1 Please see Appendix A for Video Conferencing: Staff Guidelines.   

 

5. Rules for Video Conferencing 

 

5.1 Please see Appendix B for the Rules for Responsible Video Conferencing (for pupils) and 

Parent/carers Acknowledgement.  These have been shared with all parents/carers. 



6. Review 

 

6.1 This policy addendum should be read in conjunction with the Safeguarding and Child 

Protection Policy and Addendum, The Computing and E-Safety Policy and the Staff Code 

of Conduct.  It will be reviewed on an ongoing basis, in response to government 

guidance. 

 

 

 

 

 

  



Appendix A 

Poringland Primary School 
Video Conferencing - Staff Guidelines 

 

Due to the recent school closure, many teachers are using video conferencing platforms in 
order to connect with students or deliver virtual lessons. This document provides guidelines for 
Poringland Primary School staff members if they choose to use Zoom to connect with their 
students for academic and social-emotional purposes. Additionally, it provides guidelines for the 
use of video conferencing platforms when conducting meetings between staff members and 
other adults, e.g. Key Stage meetings, Child Protection Meetings with external agencies. 
 

Video Conferencing Platforms That Can Be Used  
 

At Poringland Primary School there are two video conferencing platforms available for teachers 
to use, Zoom (for contacting students, as well as for staff meetings) and Microsoft Teams (the 
chosen platform by most external agencies).  
 

The following guidance has been provided for using ‘zoom’ with pupils. However, as you will 
see, lots of what has been outlined would also apply to participating in a video conferencing call 
where you are not the host, e.g. a staff meeting. 
 

General Requirements for Video Conferencing With Students:  
 

 Staff must obtain consent from parents/guardians before inviting pupils to join a video 
conference.  Staff must not provide invitations or passwords to join meetings UNLESS 
consent has been obtained. 

 1:1 student to teacher video conferences are not allowed. 
 Teachers must use Nsix email accounts when video conferencing, not their personal 

email accounts.  
 Video conferences that involve students will not be recorded and screenshots will not be 

taken. Audio or video recording of teacher-led video conferences by teachers, students 
or parents is explicitly forbidden.  

 Try to have another adult present where possible to ‘manage the room’. It is difficult to 
monitor multiple sections of the screen to see what each pupil is doing at the same time. 

 Sign in at least 5 minutes before the conference begins.  
 Be very mindful of what the camera is showing in the background. Choose a safe and 

appropriate place and appropriate attire for conferencing. Where possible, conduct video 
conferences in school. 

 Set expectations for a video conference, like you would any class discussion; state 
learning objectives if appropriate.  

 Teachers should welcome students as they enter the group. Students should say hello if 
the teacher doesn’t see them enter.  

 Remind participants to mute their microphones unless they want to speak.  
 Share with the pupils what the sign will be if they would like to speak - it could be the 

raise hand feature on zoom. 



 Do not share the video conference link with anyone other than the participants that were 
invited. 

 Do not publicise your meeting’s link on social media (or on Google Classrooms unless all 
class members have consent to access the conference). 

 Share with your group what the Plan B is (ie. if you do have to abort the meeting, where 
will the meeting move to and how can people rejoin). Hopefully this will not be 
necessary, but it is worth having something in place in case it is needed. E.g. tell the 
children to put their screens down straight away and you will end the call for all. 

Procedures recommended for you to use as the meeting host to ensure safe and 
effective conferencing calls: 
 

 Use a new meeting room each time giving you a new ID per-meeting. 
 Use virtual waiting rooms - don’t allow attendees to join before the host. 

Use this feature to hold potential participants in a separate "waiting room", so you can 
check who they are before allowing them entry. There’s also a setting to allow known 
students to skip the waiting room, so you don’t have to manually allow multiple pupils 
every time.  

 Mute participants on joining. During the conference call, you can also Mute Participants 
or Mute All: Instructors can turn mute / unmute participants or all. This will allow 
instructors to block unwanted, distracting or inappropriate noise from the meeting. 

 Lock your virtual classroom.  If your class has started and all your pupils have arrived, 
you can lock your virtual classroom, so that no one else can join. Click Participants at the 
bottom of your Zoom window. In the participants pop-up box, you will see a button that 
says Lock Meeting. When you lock the meeting, no new participants can join, even if 
they have the meeting ID and password. 

 Expel a Participant (if rules are broken): still in the participants menu, you can move 
your mouse over a participant’s name, and several options will appear, including 
Remove. They can’t get back in if you then click Lock Meeting. 

 Prevent Participants from Screen Sharing: In the host controls, click the arrow next to 
Share Screen and click Advanced Sharing Options. Under “Who can share?” choose “Only 
Host” and close the window. 

 Attendee On-Hold: if you need a private moment, you can put attendees on-hold. The 
attendee’s video and audio connections will be disabled momentarily. Click on the 
attendee’s video thumbnail and select Start Attendee On-Hold to activate this feature. 

 Disabling Video: you can turn participant video off and request to start participant video. 
This will allow instructors to block unwanted, distracting or inappropriate gestures on 
video. 

 Disable private messaging 
Prevent distractions among your class by stopping private messaging between pupils, so 
they can’t talk to one another without your knowledge. https://support.zoom.us/hc/en-
us/articles/115004809306-Controlling-and-Disabling-In-Meeting-Chat  

 Prevent recordings: In a zoom meeting click on ‘Manage Participants’. In the 
‘Participants’ menu navigate to the participants. To disable the participant's ability to 
record, click ‘More’ next to the name, then click Forbid Record. 

 Limit screen sharing 
Make sure your pupils don’t take control of the screen and prevent them from sharing 

https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-Disabling-In-Meeting-Chat
https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-Disabling-In-Meeting-Chat


random content by limiting screen sharing, so only you as the teacher (host) can present 
to the class. 

Suggested Uses For Video Conferencing: 
A. Whole-Class Meeting  
B. Small-Group Instruction  
C. Small-Group Discussion/Quiz/Activity 
D. Teaching Input  
E. Morning Meeting  
F. Interactive Read Aloud  
G. Writing Share-out: give a writing assignment and have students share their writing with the 
rest of the class  
 

Source: 
https://zoom.us/docs/doc/School%20Administrators%20Guide%20to%20Rolling%20Out%20Zo
om.pdf 

 
  

https://zoom.us/docs/doc/School%20Administrators%20Guide%20to%20Rolling%20Out%20Zoom.pdf
https://zoom.us/docs/doc/School%20Administrators%20Guide%20to%20Rolling%20Out%20Zoom.pdf


Appendix B 
 

Poringland Primary School and Nursery 
Video Conferencing  

 
Video conferencing calls may be used to connect with your child, or to deliver virtual 
lessons/input/activities. 1:1 video conferencing with a pupil is not permitted. Video conferencing 
calls will always be conducted with groups of pupils. 
 

Rules For Responsible Video Conferencing 
 
The following rules apply to all students and have been put in place for your child to follow 
during any video conferencing calls they participate in: 
 

 Only join the Zoom meeting session as a participant and not as a separate account 
holder. Pupils under the age of 18 should not go to www.zoom.us to create an account 
because minors are not permitted to create an account per Zoom’s Terms of Service. 
The School Subscriber’s account administrator (e.g. teachers) will securely and 
confidentially provide meeting information and meeting passwords to the pupils to 
ensure the school can maintain supervision and control over its pupils’ meeting 
experiences.  

 The Poringland Primary School ‘Rules of Responsible Internet Use’ remains in effect, and 
action will be taken to deal with any misuse of accounts, including cyberbullying or other 
inappropriate behaviour.  

 Do not share the video conference link or password with anyone. 
 Keep the child’s username as the first name and the initial of their surname. If your child 

changes their name to something silly or inappropriate during the call, they will be 
removed. 

 A parent or guardian will be present throughout the video conferencing call, but they do 
not have to be visible. 

 Be on time. Log in a few minutes before the call begins and wait in the waiting room 
until the teacher welcomes you to the session. 

 Be presentable: wear appropriate clothing (including clothes with slogans), brush  hair, 
etc.. This includes any other person visible during the conference call. Any inappropriate 
clothing will be flagged up by the teacher hosting. Your child will be asked to leave the 
call to attend to the problem before rejoining. 

 Participate in a quiet, but social environment. Bedrooms are not appropriate and your 
child will be asked to move to an alternative location if they are seen to be participating 
from a bedroom. 

 Stay in one spot and don’t move locations unless asked by the teacher. 
 Sit somewhere with a plain background where possible and good lighting. 
 Sit appropriately with an appropriate camera angle, e.g. no laptops positioned on cross 

legged laps. 
 Use appropriate and respectful language. This includes all others present and audible in 

the household during the video conference call. 
 Know when and how to mute. If a child is  not talking, they should mute their screen 

until it is their turn to talk. Otherwise any background noises will be picked up and it can 
be very distracting. 



 Children should wait for their turn. The teacher will share what signal they would like 
your child to use if they have something to say. Use good manners by using this signal 
before speaking. 

 Be respectful: act as they would if they were in a classroom. If they wouldn’t do it in a 
classroom, e.g. eating a snack, talking to a sibling, then they shouldn’t do it on the call. 

 No screenshots, recordings or distributions of any video conferencing calls/videos pre-
recorded by the staff at Poringland Primary School will be made. 

 
Parent/Carer’s acknowledgement 
 
I have read and understood the school rules for responsible video conferencing 
and give permission for my son/daughter to join video conferencing calls. I will ensure that my 
child abides by the rules as outlined above. I understand that the school will take all reasonable 
precautions to ensure that pupils do not witness/hear anything inappropriate, are not exposed 
to inappropriate materials and are safeguarded during these calls. I understand that the school 
cannot be held responsible for the nature or contents of materials that may be 
witnessed/experienced during these calls. I understand that the school is not liable for any 
damages arising from the participation in video conferencing calls. 
 

Parent/Carer’s signature………………………………………………Date………………………. 
 
Name of Pupil…………………………………………………………..Class………………………. 

 

 


