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1. Status of this document  

This is an appendix to the main body of our Safeguarding Policy.  

This addendum should be read in conjunction with the following school policies: Acceptable Use 

Policy, Remote Access Agreement, Safeguarding and Child Protection including the Covid-19 
addendum.  

This appendix has been prepared to explain the interim measures being taken within our school to 

continue to meet safeguarding requirements during these extraordinary times.  

  

2. Video Conferencing  

Video Conferencing is where two or more locations communicate by simultaneous video and audio 

transmissions.  Using a direct link means that we can see and talk to people anywhere in the world 

in “real time” using the computer or whiteboard screen to have a conversation as if we were in the 

same room.  

During Covid-19 school closure, teachers may use video conferencing apps (e.g. Zoom) to maintain 

contact with the children in their class. With the likelihood of an extended period of school closure, 

the importance of schools maintaining positive and regular contact with children is critical. We 

recognise the importance of a child’s relationship with their teacher(s) and teaching assistants and 

that maintaining this connection could have a significant impact on a child’s well-being.  

At the same time we recognise the importance of clear protocols to ensure the safeguarding of all 

children and the welfare of staff. Specific instructions are included for Zoom however the principles 

apply to any further video conferencing platform authorised for use in the future.  

  

3. Safeguarding   

Zoom calls are an integral part of staff at Wellsprings ensuring the ongoing safety and welfare of 

pupils during the period of school closures. Staff should be aware of children who are not accessing 

the weekly calls and make arrangements to involve them in some different forum where possible. If 

there is a barrier with lack of access to technology, we can try to support the family with this.  

The following protocols must be consistently implemented for all video conference calls between 

school staff and pupils:  

• Only use school-registered accounts, never personal ones.  

• School registered accounts must only be used for the purpose of school video calls.  

• Staff must only use a system that SLT have approved and must inform SLT of the time/date 

of every meeting, ahead of the meeting taking place. Zoom, Google Classrooms or Teams 

are the platforms to be used in school. 

• The meeting's link must not be published on social media. Links to the meeting must only be 

communicated by direct email from a school email address, dojo, Google Classrooms, 

Tapestry or ParentMail.  

• The member of staff setting up the meeting must ensure a second member of staff is on the 

call (either WITH the staff member physically, or as one of the additional ‘callers’/viewers’).  

• Use a new scheduled ID each time by selecting Generate Automatically (ie. don't use the 

personal meeting ID in Zoom)  

• Every meeting must be password protected by using a different (auto generated) Meeting 
Password for each meeting.  

• Meetings must only be held when the whole class/ small groups are invited (with the 

exception of  
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SEN calls authorised by SLT including some 1-1 SEND calls as detailed later in this 

document)  Virtual waiting rooms must be activated - This feature holds potential 

participants in a separate "waiting room", so the teacher can check who they are 

before allowing them entry.   

• Child and staff must use a recognisable username. Anyone trying to join a call should be 

rejected if  

they cannot be identified.  

• Restricted In Meeting Chat – The individual chat feature should preferably be disabled. 

Whole class chats can be left on at the discretion of the teacher so that children can type 

responses or ask for technical support.  

• Teacher on every call – On every call, children will be joined by at least one teacher and 

another accompanying member of staff. Children should not be allowed to join the meeting 

unless teachers are on the call and will be kept in the waiting room until this time. The call 

must also end when the host teacher leaves by selecting ‘end call / end meeting for all’.  

• Children  

• Recording of video meetings – For safeguarding, all meetings will be recorded and saved to 

our school system.   

Refer to KEY INFORMATION section (below). 

  

Optional security options:  

• Limit screen sharing and annotations – Teachers can, when appropriate, block pupils from 

sharing their screens or making annotations so that only the teacher can present to the 

class. This setting remains optional as it may be useful for some activities but should be 
deactivated through the in- call security when not in use.  

  

SEND calls:  

• Some 1-1 calls may be take place under the direction of Headteacher, SENDCO or SLT 

member as part of the actions following individual risk assessments for vulnerable children. 

These meetings will only have 1 staff member on the call but this must be made clear to 

parents, and have their full agreement, in advance.  

  

 KEY INFORMATION 

At the start of the meeting:  

• Video conferences must be held in safe and appropriate place with no bedrooms or 

inappropriate objects/information visible. Staff and pupils must be appropriately dressed.  

• At least two members of staff must be in a call and staff must never start without another 

member of staff ‘in the room’ virtually or physically.  

• Lock your meeting room, preferably, after you have started if all pupils have arrived.   

• At the start of each call, remind the children of the ground rules for the meeting. (e.g. the 

host invites children to speak one at a time, no recording or photographs)   

  

During the meeting:  

• The video call must be recorded by the host.  

• Staff must keep a record of anything that causes a concern or went wrong.  

• Where whole class chat is enabled, this must be monitored by a member of staff throughout 

the meeting.  
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After the meeting:  

• If there was anything that caused a concern, contact SLT immediately after the conference 

call and record and share with the DSL Lead, if appropriate.  

• The video recording and chat log from the call must be converted and saved on the video 

drive in the recordings folder. The Video conference recordings will be held in: 

R:\Work\Video conference recordings 

 

 Refer to Appendix 1. 

 

4. Video Conferencing Code of Conduct  

In addition to this policy addendum, a Video Conferencing Code of Conduct has been written and 

must accompany and be adhered to alongside this policy.   

Whilst our school is closed, teachers will be using video conferencing (Zoom, Teams or Google 

Meet) to offer wellbeing opportunities for the children to meet with their class and 

teacher.   

   

It is really important that we have a ‘code of conduct’ in place to ensure everyone stays safe and 

enjoys using Zoom.  

 

The statement below should be emailed with the video link to your parents/carers: 

  

Please read the guidelines below and be aware that if you join a school organised chat, 

you are agreeing to abide by this code of conduct.  

  

• Parents are responsible for supervising their child during the meeting and ensure their child 

follows the ground rules as explained by the teacher at the start of the meeting.  

  

• Video conferences must be held in safe and appropriate place with no bedrooms or 

inappropriate objects/information visible.   

  

• Everyone must be appropriately dressed (e.g. not in pyjamas) 

  

• No photos or recordings must be taken by parents or pupils. Meetings will be recorded by 

staff and these recordings will be saved on the school’s secure servers. These measures are 

to ensure the safeguarding of both staff and pupils.  

  

• Participants must remain muted when they are not talking. Please ensure as little 

background noise as possible (e.g. turning the TV off) and avoid any other conversations 

being picked up during calls.   

  

• Parents must remain in earshot throughout the call and pupils must not wear headphones.  

  

• Other children from the family who have NOT been invited should not be on the call, only 

the child whose class is meeting is should be present.  

  

• For younger children who may not usually access social media we want to be really clear 

that this is a very special use of social media and only being used as an extension to school 

during this school closure.   

file://///2221-DAT-01/Resources/Work/Video%20conference%20recordings
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Appendix 1 

These are sample settings on Zoom for staff to set before meeting: 

  

Meeting settings  
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Recording settings  
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Meetings must be scheduled in advance. The settings required for this are shown below:  

  

  
  

  

  

    

 

 

  

  


