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This policy is based on the DfE’s January 2023 guidance - ‘Providing remote education: 
guidance for schools – How schools can maintain their capability to provide remote 
education when it is not possible for some or all of their pupils to attend in person.’ 



	 2	

1.1 Aims 
This remote learning policy for staff aims to: 

• Ensure the school is immediately able to provide remote teaching and learning in the case of an 
emergency 

• Ensure pupils are able to access effective teaching and learning during individual student 
absence or a period of partial or full school closure 

• Ensure consistency in the school’s approach to remote learning 

• Set out expectations for all members of the school community with regards to remote learning 
• Provide appropriate guidelines for data protection 
 
1.2 The use of remote learning 
All students should attend school, in line with our attendance policy.  Remote education will only be 
considered as a last resort where a decision has been made that attendance at school is not 
possible, but students are able to continue learning.  For example: 

• Occasions when opening our school is either not possible to do safely or contradictory to 
guidance from local or central government.  For example, in an emergency situation. 
 

• Occasions when individual students, for a limited duration, are unable to physically attend 
school but are able to continue learning.  For example because they have an infectious illness 
or are recovering from an operation.  This will be part of a short-term solution allowing absent 
students to keep on track with their education.  This will be overseen by the Deputy 
Headteacher with responsibility for safeguarding and the Pastoral and Inclusion Team. 

 
Our use of remote learning dependent on the circumstances 

Normal 
working 
practices 

School is fully open and operates as normal  
• Teachers use ClassCharts to set work for students who are unable to be in school 

but are well enough to learn.  
• If a teacher is unwell, they should report their absence as usual.  Their subject line 

manager will set cover if the teacher is too unwell to do so.  
• Teachers who are unable to be in school but are well enough to teach (for example, 

if they have an infectious illness but without symptoms) should provide live lessons 
from home, particularly for their priority classes where possible and appropriate. If 
this is difficult, they should let their line manager and H.R. know 
 

Tier 1 School is only open to groups of students (for example in an emergency or 
following local or central government advice) 
• All identified vulnerable students (and other groups identified by the school, L.A. or 

government e.g. key workers’ children) are to attend school full time.   
• A rota will be provided to allow for physical in school lessons for large groups of 

students e.g. year groups.   
• Remote teaching and learning will begin immediately for all students who are not 

timetabled to be in school. 
• Teachers will attend school on a rota basis.  
• When students are not physically in school they will follow online remote learning. 
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Tier 2 School is partially closed and only open for keyworker and identified vulnerable 
students who will attend school full time.  
• Teachers will physically attend school on a rota basis to staff the key groups. 
• All students not in the keyworker/vulnerable group will follow online remote learning. 
• Remote teaching and learning will continue for all students who are not in school. 

 
Tier 3 School is completely closed to students  

• All staff will work remotely 
• Teachers will provide remote learning for their students as detailed in the policy 

 
1.3 Definition of remote education / key terms (Ofsted, 25th January, 2021) 
• Remote education: any learning that happens outside of the classroom, with the teacher not 

present in the same location as the pupils. This includes both digital and non-digital remote 
solutions. 

• Digital remote education: remote learning delivered through digital technologies, often known as 
online learning. 

• Blended learning: a mix of face-to-face and remote methods. An example would be the ‘flipped 
classroom’, where main input happens remotely (for example through video), while practice and 
tutoring happens in class. 

• Synchronous education: this is live, typically a live lesson but also reflects other live practices 
such as chat groups, tutorials and one-to-one discussions that also happen in a live online setting.  

• Asynchronous education is when the teacher prepares the material and the pupil accesses it at 
a later date. Asynchronous can involve both digital (pre-recorded videos) and non-digital 
(textbooks) materials. 

 
2. The remote curriculum: what is taught to pupils at home 
• We teach the same high quality, meaningful and ambitious curriculum remotely as we do in 

school wherever possible and appropriate. However, we will need to make some adaptations in 
subjects such as technology where students will not have access to the same resources at home 
as they would in school.  Curriculum Leaders will maintain the overview of what is taught in their 
area.  
 

• Pastoral Programme – during a long term partial or full closure 
Tutors are expected to plan at least one weekly zoom session for their tutor group for between 15 
and 30 minutes.  Year leaders will provide weekly assemblies and drop in sessions for targeted 
students too. 
 

• Extra-Curricular Enrichment – during a long term partial or full closure 
We aim to offer students the opportunity to take part in extracurricular activities and a timetable of 
these will be emailed to parents. 

 
3. Remote teaching and study time each day 
• All remote learning will be set online via ClassCharts https://www.classcharts.com  All students 

and their parents are issued with a password to allow them to access the website.   
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• On average, we expect that remote education (including remote teaching and independent work) 
will take pupils approximately 40 minutes to complete per lesson.  Dependent on the student’s 
age and the subject, specific pieces of work may take longer than this.  

• Students will also receive some homework to give them additional opportunities to consolidate 
and apply their learning.   
 

3.1 Remote teaching and learning during a partial or full school closure  
• We will provide a combination of ‘live’ online lessons and additional resources.  These will depend 

on the subject and may include resources created by our teachers such as: PowerPoints, 
video/audio recordings and printed paper work booklets.   We can also make use of online 
resources such as: 

•  BBC Bitesize https://www.bbc.co.uk/bitesize  
• Oak National Academy lessons https://classroom.thenational.academy 

• and other commercially available websites supporting the teaching of specific subjects or areas, 
including video clips or sequences.  Some subjects may also make use of text books.  

• All students in Years 9, 10 and 11 have free access to GCSEPod to help them learn, retain and 
recall key information for the Key Stage 4 curriculum. It is available at: https://www.gcsepod.com 

• Students in Years 10 to 13 will have the majority of their lessons taught via Zoom (or an 
equivalent online platform).  Teachers will provide joining instructions and the links on 
ClassCharts.  Lessons will usually last for 40 minutes, following the normal school two-week 
timetable. Lessons will start at the start of the lesson period but finish earlier to allow students and 
staff to get up, walk around and have a comfort break between every lesson.  

• Students in Years 7 to 9 will have at least one 40 minute Zoom (or equivalent platform) live lesson 
per week in Maths and English.  All other subjects will provide a live lesson at least once per 
fortnight.   Teachers will offer some of their other lessons with a 10 - 15 minute Zoom introduction 
and/or plenary to ensure students know what to do and to increase contact time between students 
and teachers. 

• Teachers will use their judgement to decide on the best balance of activities for their classes, the 
aim being always to ensure students are able to keep engaged and make good progress during 
this difficult time. 

• Our whole school expectation is that students should have their cameras on for live lessons for 
engagement and safeguarding reasons. If a student cannot use their camera or does not have 
one, they should email their teacher before the lesson to explain and so the teacher knows in 
advance. 

 
3.2 Remote education for students who are unable to attend school but are well enough to 
learn  
• Where individual pupils need to work from home but the majority of their peer group remains in 

school, how remote education is provided will differ from the approach for whole groups. This is 
due to the challenges of teaching pupils both at home and in school. 

• If students are working from home and are well enough to learn, they will be provided with their 
work via ClassCharts.   

• Teachers will make it clear which pieces of work need to be returned for feedback.  Other pieces 
of work should be tagged in to the student’s exercise book and handed in for feedback on their 
return to school as part of the school’s marking and feedback cycle. 
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• Teachers will invite students to join their class remotely where possible and appropriate via Zoom 
or equivalent platform.  However, this may not be realistic in all subjects such as PE and 
technology or where circumstances make this too difficult. 

 
3.3  Remote education for pupils with SEND 
If pupils with SEND are not able to attend school and require remote education, their teachers are 
best placed to know how their needs can most effectively be met to ensure that they continue to 
access the curriculum. The school will put in place an appropriate curriculum, teaching and support 
that will enable the pupil to continue learning effectively.  However, some pupils with SEND may not 
be able to access remote education without adult support. We will then work collaboratively with 
families and put arrangements in place that allow pupils with SEND to access remote education 
successfully. In this situation, decisions on how provision can be delivered should be informed by 
relevant considerations including the support families will require and types of services that the pupil 
can access remotely.  
 
The duty under the Children and Families Act 2014 for mainstream schools to use their ‘best 
endeavours’ to secure the special educational provision called for by a pupil’s special educational 
needs continues to apply when remote education is in place. In addition, if a pupil has an Education, 
Health and Care plan, whether they are in a mainstream or special school, the school must work with 
the local authority to ensure that all the relevant duties under the 2014 Act continue to be met. The 
duties under the Equality Act 2010 relating to disability (and more broadly) also continue to apply, 
such as to make reasonable adjustments, not to discriminate and to have due regard to the statutory 
objectives in the public sector equality duty.  
 
It may be challenging or impossible for the school to deliver remotely the kind of approach that it 
does in the classroom, for example the provision of certain differentiated resources and the support 
of a Teaching Assistant. If this is the case, we will instead consider, in cooperation with the local 
authority (if the child has an EHC plan), other ways in which we and the local authority can meet our 
statutory duties, working closely with the parents or carers.  
 
 
3.4 Remote education and free school meals 
During a partial or full school closure, students who are entitled to free school meals will receive a 
food parcel or food voucher wherever possible. This will help to ensure that eligible pupils continue to 
be supported for the period they are unable to attend school. 
 
 
4. Roles and responsibilities 
• All staff are responsible for following the safeguarding guidance provided when working remotely. 

All staff must follow the school’s usual conduct and dress code whilst online, when working 
remotely.   
 

4.1 Teachers  
• If a student is absent and working from home teachers will be notified by Student Services.  They 

must then set work on ClassCharts for all of the lessons their student(s) will miss. 
• During a partial or full school closure, teachers must be available for work each day, either 

remotely or on site. If they are unable to work for any reason during this time, for example due to 
sickness or caring for a dependent, they should report this using the normal absence procedure.  
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• Teachers are responsible for providing the remote teaching and learning for all of their usual 
groups (this will be a mixture of live lessons and teacher directed work – see above for details) 
and / or for an allocated group on ClassCharts as agreed in consultation with their line manager.  

• In some departments, a Lead Practitioner, Curriculum Leader, or other teacher may be allocated 
responsibility for setting work for a group of students, or a year group. If a teacher is unwell or 
unable to set work for any reason they should inform their line manager so that alternative 
arrangements can be made for their students during their illness. They should report their 
absence following the usual procedures. 

• Teachers are responsible for providing hard copies of resources via the school office for students 
who do not have sufficient access to the internet or a device.  The office team is responsible for 
making sure resources are sent to students.  

• Teachers must use the guidance provided e.g. the guide to ClassCharts, the EHS safeguarding 
guidance and the EHS guide to Zoom and any other guidance that becomes necessary to follow. 

• All virtual lessons should be scheduled via ClassCharts and line managers should be able to drop 
into any virtual lesson at any time – the online version of entering a classroom. 

• Teachers should provide a live lesson to their classes as detailed in the remote learning allocation 
guidance.  Where teachers are not able to do this then a member of their faculty should provide 
support. 

• Teachers are expected to maintain their marking book / marking and student attendance records. 
• They need to provide feedback on students’ work following our guidance.  
• Teachers are also expected to respond to student / parent queries within 48 hours (excluding 

weekends and holidays).   
• Teachers should attend virtual or telephone line management, departmental and team meetings 

with colleagues as usual. 
 
Following up attendance to live lessons / engagement with learning 
• Teachers should record students’ attendance to live lessons via ClassCharts.  If students do not 

engage with their remote learning, teachers should follow up in the usual ways (phone calls or 
emails home, etc). Teachers also need to inform the relevant Year Leader and Curriculum Leader 
to ensure the student is contacted and any necessary pastoral support is provided. 

 

4.2 Teaching assistants 
• Teaching assistants must be available for work each day either remotely or on site. If they are 

unable to work for any reason, for example due to sickness or caring for a dependent, they should 
report this using the normal absence procedure.  

 

4.3 Subject leads 
Alongside their teaching responsibilities, as outlined above, subject leads are responsible for: 

• Ensuring the curriculum is high quality, meaningful and ambitious whilst considering whether any 
aspects of the subject curriculum need to change to accommodate remote learning 

• Working with teachers teaching their subject to make sure work set is appropriate and consistent 

• Working with other subject leads and senior leaders to make sure work set across subjects is 
appropriate and consistent.  

• Monitoring the work set by teachers in their subject through line management support and 
sampling ClassCharts each week 
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• Supporting teachers with monitoring students who are not engaging with their learning and 
helping to remove barriers to learning (within their remit) 

• Alerting teachers to CPD opportunities and resources they can use to teach their subject. 
 
4.4 Year Leaders, Heads of Key Stage 
Alongside any teaching responsibilities, Year Leader and Heads of Key Stage are responsible for: 

• Leading and liaising with colleagues as appropriate to ensure students have meaningful and 
ambitious provision throughout the period of remote learning 

• Maintaining an overview of the year group / key stage  
• Monitoring and supporting students who are not engaging with remote learning 
• Monitoring and supporting Form Tutors to make calls to their tutees 
• Providing virtual assemblies and maintain school routines as far as possible 
 

4.5 Leadership Group 
Alongside any teaching responsibilities, senior leaders are responsible for: 

• Ensuring students have meaningful and ambitious provision throughout the period of remote 
learning 

• Coordinating the remote learning approach across the school  

• Monitoring the effectiveness of remote learning – through regular feedback with teachers and 
subject leaders, reviewing work set or reaching out for feedback from pupils and parents 

• Monitoring the security of remote learning systems, including data protection and safeguarding 
considerations. 

 

4.6 Designated Safeguarding Lead 
The DSL is responsible for: 

• Ensuring safeguarding during individual student remote learning, partial and full school 
closures. See the policy for further details. 

• Ensuring that the safeguarding and child protection policies are up to date and reflect the 
potential need for remote online education provision and the fact that students might be 
learning both online and in school.  This includes providing guidance (with the Teaching and 
Learning Team) for safe remote education, virtual lessons, live streaming and providing 
information to parents and carers to support them in keeping their children safe online. 

• Further information and guidance can be found here: 
https://www.gov.uk/guidance/safeguarding-and-remote-education  

 

4.7 IT staff 
IT staff are responsible for: 

• Supporting teachers with remote access or technical issues  

• Reviewing the security of systems and flagging any data protection breaches to the data 
protection officer 
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• Assisting pupils and parents with any devices the school provides  

 

4.8 Pupils and parents 
What we expect from students: 
• Be contactable during the required times  

• Attend all scheduled live lessons  

• Check ClassCharts daily to see the work that has been set 

• Set and follow a daily timetable  

• Check and send their work their teacher requires for marking and feedback 

• Contact teachers quickly if they cannot complete a piece of work for any reason or if they have 
questions or need support with their work 

• Regularly revise the work they have done to help remember it: make flashcards, mind maps, use 
textbooks and other online resources 

• Keep their camera on for engagement and safeguarding reasons or email their teacher in 
advance to let them know why if this not possible 
 

What we expect from parents: 
• Check the set work for their son/daughter on ClassCharts every week 

• Ensure their son/daughter has allocated time to complete their school work and has a good 
routine in place 

• Communicate with class teachers if they feel there is an issue with the work set 

• Communicate with school staff if they have any concerns  

• Make the school aware if their child is sick or otherwise can’t complete work 

• Be respectful during this difficult time when making any complaints or concerns known to staff 

 

4.9 Governing Body 
The governing body is responsible for: 

• Monitoring the school’s approach to providing remote learning to ensure education remains as 
high quality as possible 

• Ensuring that staff are certain that systems are appropriately secure, for both data protection and 
safeguarding reasons 

 
5. Who to contact 
If staff have any questions or concerns, they should contact the following individuals: 
• Issues in setting work – the relevant teacher, subject lead, Teaching and Learning Team, 

SENDCO or Leadership Group line manager 
• Issues with behaviour – the relevant Head of Year, Key Stage leader, SENDCO or Leadership 

Group line manager 



	 9	

• Issues with IT – IT staff 

• Issues with their own workload or wellbeing – their line manager, any member of the Leadership 
Group or the HR team 

• Concerns about data protection – Joanne Smith 

• Concerns about safeguarding – Polly White  
 
6. Data protection 
Accessing personal data 
When accessing personal data, all staff members will: 

• Follow safeguarding and GDPR guidelines  
 
7. Safeguarding 

Follow the updated Safeguarding Policy provided by Polly White. Report any concerns in the usual 
way and on MyConcern. 

 
8. Monitoring arrangements 
This policy will be reviewed regularly during any partial school closure.  At every review, it will be 
approved by the Head Teacher. 
 
9. Links with other policies and documents 
This policy is linked to our: 
• Remote Education Provision: Information for Parents 

• Behaviour for learning policy / Covid safe addendum  

• Child protection policy & coronavirus addendum to our child protection policy 

• Data protection policy and privacy notices 

• ICT and internet acceptable use policy 

• Digital and Online safety policy 
• Covid-19 School closure arrangements for Safeguarding and Child Protection  
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Additional Resources for Teachers 
 

Principles for Remote Learning: Notes from a Masterclass  
Published by Tom Sherrington, 21st January 2021 

1. Dissolve the screen – makes the lesson feel less isolating for students and reduces their 
passivity 

The key is to make students feel welcome and 
involved right from the start. Lively almost 
exaggerated up-beat delivery peppering all the 
interactions with student names is amazingly effective.  

Take-away 1: Use names relentlessly to signal 
individual engagement amid the mass of faces 
onscreen or in a list on a chat.  Great to see you 
Michael, and Jess; Jamila, welcome! Thanks for your responses Mo, Melissa, James; great job Alice. 
Thank you Abdul.  
 
Take-away 2: Involve them in a task straight-away signaling that they are in a lesson, it counts, 
they matter, they can’t sit back. It could be as simple as: Ok, everyone see the first question – in 
the chat (or on your whiteboards) list three main points we covered last lesson. Go. You don’t 
just ask ‘can anyone give me three points from lesson?’ The first task needs to involve everyone. 
 

2. Organise the learning  
The key is to make it really clear what 
students need to do in the lesson 
immediately ahead, to help them keep 
track, to develop their agency with 
remote learning and help them link 
each lesson to the wider scheme.  

Take-away 3: Use a regular 
Orientation Screen – a familiar slide 
at the start of a live or remote lesson that tells students what they need for the lesson (workbooks, 
pencil, documents etc) and what the key learning intentions are. Reinforce verbally – to double-up on 
ways students can engage.  
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Take-away 4. Use some kind of tracking tool- that show you when students have done the work 
eg ClassCharts, google forms, live shared documents or even a simple register checklist – so 
students know you notice if they’ve done the work. 
 
3. Check for Understanding 
It’s so important to strengthen all practice 

around checking for understanding and cold-

calling so that all students feel involved and 

engaged and so that there is maximum two-

way feedback about key aspects of the 

material – telling the teacher as much as 

possible about which students are struggling 

and why. Re-teaching the key misconceptions 

is super important but you need to find out 

where they’re struggling first.  

Take-away 5: There are lots of types of Cold Calling. The variety of methods adds to the dynamics of a 

lesson and gives lots of different ways of students feeling connected 

• Verbal, using names on the screen  
• In the chat – inviting named students to add to the chat stream 
• Pre-Call: e.g “We’re going to watch this clip and then, Michael, I’d like you to summarise” 
• Batched: e.g. “So, we’ve read that passage. What’s the key message? Let’s hear from Jess, then Mo, 

then Daisy”  
 

Take-away 6: Multiple Choice Questions for answers; chat to explain. Get all students to give their 

multiple choice answer (best done with good detractors that flag misconceptions) and then invite them all or 

named students to explain their answer in chat. This gives a good balance of whole-class correctness 

feedback and more subtle information about depth of understanding.  

Take-away 7: Wait Questions:  Get students to prepare answers in the chat (or on google forms) but not to 

send or submit until asked. This allows all students to think for themselves without seeing others’ answers until 

after they are all sent.  

 

4. Synchronous Lessons  

The key focus in live, synchronous lessons is 
the personal engagement – using the time to 
check for understanding and build confidence, 
sustaining the relationships that secure 
commitment to the learning.  
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Take-away 8:  Positive Narration is key. It’s so important to keep reinforcing positive learning 
behaviours. Michael, Jess, thanks for those full answers in the chat; Daisy, thanks for being ready to 
answer. Even a request for ‘thumbs up’ on screen or in the chat in response to ‘Can you all see the 
Slide 7 in your notes’ – creates a sense of people being with you, engaged.  
 
Take-Away 9: Establish a process for Everybody Writes so that you can set short responsive 
tasks where all students write an answer that they can then share. This could be via shared slides or 
simply in student’s own documents that they then paste into the chat stream or form. This creates a 
sense of students feeling involved and that their work is noticed. 
 

Asynchronous lessons  

Treat the asynchronous or offline learning as the 
key driver or depth and rigour -where tasks are 
more extended and demanding than they can be 
live; allowing students time to complete tasks in 
depth and, of course, catch up if they cannot 
participate with synchronous (live) lessons for any 
reason.  

Take-away 10: Highlight pause points – in any video presentation which you know students will 
watch later. If you guide students when to pause and replay they learn to use the videos in a more 
interactive manner linked to the related tasks. This builds their agency; they learn to take control.  
 
Take-away 11: Remind students of the key tasks using simple lists in the slides, in the videos or 
shared documents so that students know what to do and self-evaluate their progress through the 
material. 
 

5. Semi-synchronous lessons  
The idea is to begin with a live intro; then set students 
to work independently whilst being available for 
support in the background and then to return to a live 
recap after a set period of time – say 30 minutes.  

Take-away 12. This blended approach may represent the optimal use of time, combining the 
features of sync and a-sync lessons. It helps to build relationships and engagement (live 
contributions) and student agency (offline task completion) and buys time for teachers to address 
individual issues during the independent asynchronous phase of a lesson. It can also help to fold in 
the students with less access to live lessons for reasons beyond their control.   
Find out more about Tom Sherrington’s work at: https://teacherhead.com/about/  


