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Our vision is to provide an Inspiring Educational Experience for all students which is beyond their expectations 

and therefore forms the foundation of a happy and fulfilled life. 
 

Interim Review: 10/2/21 

REMOTE LEARNING POLICY 
 
This policy should be read in conjunction with the WMAT Remote Education Policy. 
 
1. Introduction  

The Board of Trustees is committed to safeguarding and promoting the welfare of children and young people 
and expects all staff and volunteers to share this commitment. Accordingly, this policy complies with the current 
DfE guidance ‘Safeguarding Children and Safer Recruitment in Education’. 
 

2. Aims 
This remote learning policy for staff aims to: 
 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 

 
3. Roles and responsibilities  

 Teachers 
 Teaching Assistants 
 Subject Co-ordinators & Leads 
 SENCo 
 Pastoral Support Team 
 Senior Leadership Team (Inc. Remote Education Lead) 
 Designated Safeguarding Leads 
 Network Lead 
 Students and Parent/Carers 
 Governing Body 

 
 Teachers 
 

When working from home teachers must be available between 8.40 am and 4.00 pm Monday to Friday during 
term time. Teachers should use their professional judgement to take the required breaks to rest and plan in 
line with a non-virtual school day.   We recognise that for some staff there may be a requirement for them 
to look after members of their family and this should be taken into account.  If they’re 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 absence procedure set out by the academy during this time.  They should ensure that confidentiality is 
maintained at all times as appropriate.  
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Teachers/Tutors are responsible for: 
 
Setting work  
 
- For all students they teach within their timetable, differentiated for all abilities and needs. 
- Teachers should coordinate with other members of staff to ensure consistency across the year/subject 

and to make sure students with limited access to devices can still complete the work. 
 
Digital work 

- The Abbey aim to upload 100% of work to Microsoft Teams but are aware that it may not be appropriate 
or possible in all cases. 

- When live streaming, creating a video or recorded resource for an assignment; professional dress must 
be worn following the dress code in the code of conduct, areas with lots of background noise must be 
avoided where possible, and the background of the video mustn’t reveal anything inappropriate or an 
appropriate background filter must be applied. 

- The work needs to be uploaded to the relevant Microsoft Team Class as an assignment. 
- The work needs to be prepared and uploaded on teams the day before the scheduled lesson, with a 

scheduled release of the assignment at 8:00am (the day of the lesson). 
 
Hard Copy work 

- Where it has been decided appropriate, and discussed with the teaching and learning lead, hard copies of 
work can be provided. 

- Hard copies of work will be printed from the specific Team for each lesson. 
- Designated staff (VJV) will be given access to that student’s teams so they can find and print the work. 
- The work will be printed out and filed into a named envelope by an assigned member of staff on site. 
- The work will be posted from school. 
- If needed, work will be delivered by assigned member/s of staff on a specific day on a weekly basis. 
- When delivering work, it will be a contactless delivery either posting through the door or placing on the 

floor, knocking/ringing the bell, then social distancing when someone comes to open the door and collect 
the work. If no-one answers and the work can’t be posted, it will be left outside the property in a “safe 
place”. A photo will be taken by the member of staff as evidence work has been delivered. 

 
Providing feedback on work where necessary: 
 

Digital work 
- Teachers will access work completed by students via Microsoft Teams. 
- Teachers will provide feedback using the feedback, comment, and review features on an assignment 

within Microsoft Teams, following the marking and feedback policy. This will be returned using the return 
work to students feature on assignments. This is instantly sent back to students. 

- Teachers will give feedback on completed work in a timely manner before the next lesson. 
 
Hard Copy work 

- Teachers will access work completed by students via; a photo added to Teams if a student/parent/carer 
has the device possible to achieve this (I.e. Smart Phone, tablet) 

- Teachers or a designated member of staff will access work when they are in school (duty rota).  
- Teachers or a designated member of staff will provide feedback following the marking and feedback policy 

in a timely manner, by the day before the next delivery goes out. The work shall be returned with new 
work that is delivered to the residence of the student. 

- The work will be collected when new work is dropped off by the designated member of staff, or sent into 
school. 
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- A phone call will be made by a designated member of staff the day before delivery, stating a member of 
staff will be coming to drop off/collect work at an approximate time. 

- When collecting work, it will be a contactless pick-up, on arrival the driver will knock on the door, social 
distance, wait until the person had placed the work out the front on the floor, gone back inside, then pick 
up the work. 

- When work is returned to school, the member of staff delivering/collecting, will take the work to room 
22, and place it in the “work quarantine” tray. They then complete the sign in sheet, stating the; date, 
time, staff member who collected the work. 

- Once the work quarantine period is over, the designated teaching assistant marks the work (following the 
mark scheme provided by the teacher in the Remote Education Team). On completion, the member of 
staff places it in the specific student folder to be returned. They then complete the sign out sheet, stating 
the; date, time, staff member marked the work. 
 

Keeping in touch with students and parents: 
 
- Teachers will liaise with Teaching Assistants (who will make the majority of calls to parent/carers) on 

parent/carer phone calls made or emails sent. If appropriate, teachers will make the parent/carer phone 
call or email. 

- Respond to parent/carers’ queries between 9am-4pm, Monday to Friday, during term time. 
- Any complaints or concerns from a parent/carer should be passed to a member of the LT who will advise 

on any actions that should be implemented. 
- Safeguarding concerns need to be reported to a member of the DSL team immediately and reported on 

CPOMS. 
 

Attend virtual meetings with staff, parents and students as necessary: 
 
- Staff will ensure that all members of the vicinity/household are aware of the call/ meeting, make sure that 

there is no extraneous background noise  
- Staff will ensure that before any live lesson with students, all in the meeting have been made aware of 

the live lesson rules: 
1. Behave sensibly at all times.  
2. You are not allowed to record or photograph any parts of the lesson.  
3. When the teacher is talking, you will be on mute.  
4. When you want to speak, use the raise hand button, and the teacher will ask you to unmute 

and speak.  
5. Remember, “Right Time, Right Tone, Right Place”. Think about what you are saying. If what you 

want to say is best said at another time, email the teacher and we can arrange a time to talk.  
6. If students do not follow the rules, you will be removed from the session.  
7. If the session is being recorded by staff, the lead staff member needs to inform attendees this 

meeting is being recorded. 
 

- Staff, in a live session with students, will check all students are muted and that their video display setting 
is turned on or off, depending on the request of the teacher. 

- Staff who start a live session with students, will make a note of the session timing, who participated, 
including those that arrived/departed early or late. This is done at the end of the meeting by clicking the 
“show participants” button then the “download attendance list” button within a Team meeting.  

- Following a live session with students, staff who downloaded the attendance list need to save the 
attendance list into the register saved in Remote Education Team within Microsoft Teams. 
 
Dress code 
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- When partaking in virtual meetings, lessons, recorded resources, or any activity involving being seen, 
teachers must be wearing professional dress following the dress code in the code of conduct. 
 
Locations 

- When partaking in virtual meetings, lessons, recorded resources, or any activity involving being seen or 
heard, teacher’s must avoid areas with background noise, make sure nothing inappropriate is in the 
background (or use an appropriate background filter) 
 

Reporting Negative Behaviour: 
 
- Report the behaviour incident following the school behaviour policy as follows:  

 
Record on CPOMs (Remote Education Negative Behaviour). 
The behaviour can then be reviewed and the process of actioning the decision takes place: 
Teacher leading the session when the incident occurred > Form Tutor > Pastoral Team > Key Stage Lead > 
Pastoral & Behaviour Lead 

 
 
 

 Teaching Assistants 
 
Teaching assistants must be available between 8.45am – 3.15pm (or times dictated by their contact if part 
time). If they’re 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.  We recognise that for some staff 
there may be a requirement for them to look after members of their family and this should be taken into 
account.  If they’re 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 absence procedure set out by the academy during this time. 
They should ensure that confidentiality is maintained at all times as appropriate. 
 
Teaching assistants are responsible for: 
 
- Making phone calls home or sending emails to students, parents/carers to check on well-being and 

general queries. 
- Liaising and communicating with the class tutor, pastoral team or leadership team where appropriate 

before and/or after the phone calls. 
- Undertaking online training as directed by their line manager. 
- Leading groups of students and supporting their learning, if timetabled to be in school with key worker 

children and vulnerable students. 
 

Attend virtual meetings as necessary: 
 
- Staff will ensure that all members of the vicinity/household are aware of the call/ meeting, make sure that 

there is no extraneous background noise 
- Staff will ensure that before any live lesson with students, all in the meeting have been made aware of 

the live lesson rules: 
1. Behave sensibly at all times.  
2. You are not allowed to record or photograph any parts of the lesson.  
3. When the teacher is talking, you will be on mute.  
4. When you want to speak, use the raise hand button, and the teacher will ask you to unmute 

and speak.  
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5. Remember, “Right Time, Right Tone, Right Place”. Think about what you are saying. If what you 
want to say is best said at another time, email the teacher and we can arrange a time to talk.  

6. If students do not follow the rules, you will be removed from the session.  
7. If the session is being recorded by staff, the lead staff member needs to inform attendees this 

meeting is being recorded. 
 

- Staff, in a live session with students, will check all students are muted and that their video display setting 
is turned on or off, depending on the request of the teacher. 

- Staff who start a live session with students, will make a note of the session timing, who participated, 
including those that arrived/departed early or late. This is done at the end of the meeting by clicking the 
“show participants” button then the “download attendance list” button within a Team meeting.  

- Following a live session with students, staff who downloaded the attendance list need to save the 
attendance list into the register saved in Remote Education Team within Microsoft Teams. 
 
Dress code 

- When partaking in virtual meetings, lessons, recorded resources, or any activity involving being seen, 
teaching assistants must be wearing professional dress following the dress code in the code of conduct. 

 
Locations 

- When partaking in virtual meetings, lessons, recorded resources, or any activity involving being seen or 
heard, teaching assistants must avoid areas with background noise, make sure nothing inappropriate is in 
the background (or use an appropriate background filter) 
 

Reporting Negative Behaviour: 
 
- Report the behaviour incident following the school behaviour policy as follows:  

 
Record on CPOMs (Remote Education Negative Behaviour)  
The behaviour can then be reviewed and the process of actioning the decision takes place: 
Teacher leading the session when the incident occurred > Form Tutor > Pastoral Team > Key Stage    Lead 
> Pastoral & Behaviour Lead 

 
 
 
Student behaviour  
 
- During remote live sessions behaviour of students and staff must be of ‘classroom standard’.  Ground 

rules should be established that create safe spaces and these must be explained at the introduction to 
each session. E.g. who can speak and when, raising and lowering of the virtual hand, cameras on and off 
when told 

- The first time that classes are delivered online, it may take some time to become familiar with the new 
environment. 

- If a student misbehaves or does not complete work and student/parent/carer cannot offer a valid reason, 
the staff member leading the session follows the behaviour policy.  

- Staff have the right to remove students from a live session who are not following the ‘classroom standard’. 
This also includes other people in the background (audio & visual). 

-  
 Subject Co-ordinators & Leads 

 
Alongside their teaching responsibilities, outlined above, subject co-ordinators/leads will be responsible for: 
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- Considering whether any aspects of the subject curriculum need to change to accommodate remote 
learning 

- Work with teachers teaching their subject to make sure work set is appropriate and consistent 
- Work 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 regular meetings with teachers or by 

reviewing work set 
- Alerting teachers to resources they can use to teach their subject 

 
 SENCo 

 
Alongside their teaching and other senior leadership responsibilities, the SENCo will be responsible for: 
 
- Assessing the individual needs of the students 
- Advising the teaching team in terms of best practice and resources for SEND needs when working online 
- Liaising with the Network Lead, Computing Lead and Remote Education Lead for best practice and 

resources for SEND needs when working online 
- Researching best practice and resources for SEND needs when working online 
- Sharing best practice and resources for SEND needs when working online 

 
 Pastoral Support Team 
 

The pastoral support team will keep in regular contact (daily, alternate days, or weekly) with those who they 
have identified as needing additional support. This includes those identified before and during remote 
learning.  
 
Regular contact includes: 
 
- Phone calls 
- Emails 
- Monitoring attendance in live sessions 
- Engagement with remote education 
- Liaising with staff members including form tutors 

 
 Senior Leaders 
 

Alongside any teaching responsibilities, senior leaders and the remote education lead are responsible for: 
 
- Coordinating the remote learning approach across the school – (Remote Education Lead) 
- Monitoring the effectiveness of remote learning – This will be achieved by regular meetings with 

teachers and subject leaders, reviewing work set or reaching out for feedback from students and 
parents – (Remote Education Lead) 

- Monitoring the security of remote learning systems, including data protection and safeguarding 
considerations – (Network Lead, Designated Safeguarding Lead, Remote Education Lead) 

- Checking in and monitoring staff wellbeing to ensure staff are coping and providing support where 
necessary (Assistant Head: Staff Wellbeing Lead) 

 
 Designated Safeguarding Lead 
 

The DSL is responsible for: 
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- WMAT – Child Protection and Safeguarding: 
http://www.weydonmat.co.uk/235/key-information/category/19/child-protection-and-safeguarding 

- The Abbey School – Safeguarding Child Protection Policy: 
https://abbeyschooli2i.s3.amazonaws.com/uploads/key_information/Abbey-School-Safeguarding-Child-
Protection-Policy-.pdf?t=1601376729 

- The Abbey School – Safeguarding Child Protection Policy – Addendum Covid-19: 
https://abbeyschooli2i.s3.amazonaws.com/uploads/key_information/Abbey-School-Safeguarding-
Arrangements-COVID-19-Website-version.pdf?t=1601376729 

 
 Network Lead 
 

The network lead (with assistance from the remote education lead) is responsible for: 
 
- Fixing issues with systems used to set and collect work 
- Helping staff, students and parents with any technical issues they’re experiencing 
- Reviewing the security of systems and flagging any data protection breaches to the data protection 

officer 
- Assisting students and parents with accessing the internet, programs or devices 
- Providing training and information on how to use Microsoft Teams and its latest updates 

 
 Students and Parent / Carers 
 

Staff can expect students to: 
 
- Be contactable during the required times – although consider they may not be in front of a device the 

entire time (I.E. through Teams, email or by phone call to parent/carer) 
- Complete work to the deadline set by teachers 
- Seek help if they need it, from teachers or teaching assistants via email or by phone call to parent/carer 
- Alert teachers if they’re not able to complete work via email, phone call via parent/carer 
- Students will not call or video call staff via Teams. If support is needed, the student/parent/carer, will 

make contact using the methods above. Then a meeting will be arranged by a staff member.  
 

Staff can expect parent/carers to: 
 
- Make the school aware if they do not give consent for students to take part in any live lessons, 

assemblies or tutor times 
- Make the school aware if their child is sick or otherwise can’t complete work by getting in touch with 

the school office 
- Seek help from the school if they need it by getting in touch with the school office or class tutor who can 

direct them to the most appropriate member of staff 
- Be respectful when making any complaints or concerns known to staff 

 
 Governing Body 
 

The governors are 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 
- Checking in and monitoring the wellbeing of the Senior Leadership team to ensure staff are coping and 

providing support where necessary 

http://www.weydonmat.co.uk/235/key-information/category/19/child-protection-and-safeguarding
https://abbeyschooli2i.s3.amazonaws.com/uploads/key_information/Abbey-School-Safeguarding-Child-Protection-Policy-.pdf?t=1601376729
https://abbeyschooli2i.s3.amazonaws.com/uploads/key_information/Abbey-School-Safeguarding-Child-Protection-Policy-.pdf?t=1601376729
https://abbeyschooli2i.s3.amazonaws.com/uploads/key_information/Abbey-School-Safeguarding-Arrangements-COVID-19-Website-version.pdf?t=1601376729
https://abbeyschooli2i.s3.amazonaws.com/uploads/key_information/Abbey-School-Safeguarding-Arrangements-COVID-19-Website-version.pdf?t=1601376729
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4. Who to contact: 

 
If staff have any questions or concerns, they should contact the following individuals: 

 
 Issues with the set work – Teaching and Learning Lead (Carol Gardiner)  

In the first instance, see; Subject Co-ordinator/Lead > Teaching and Learning Lead 
 Issues with behaviour – Pastoral & Behaviour Lead (Richard Gregory) 
 Issues with IT e.g. issues with uploading work or technical support – Network Lead (Holly Burke) > Remote 

Education Lead (Tom Molloy) 
 Issues with their own workload or wellbeing – Line Manager > Staff Well-Being Lead (Richard Gregory) 
 Concerns about data protection – Head Teacher (David Jackson) 
 Concerns about safeguarding – DSL Team (Rachel Barkess, David Jackson, Richard Gregory, Carol Gardiner) 

 
If parent/carers have any questions or concerns, they should contact the following individuals: 
 
 Issues with the set work – The students subject teacher 
 Issues with IT - Network Lead (Holly Burke) > Remote Education Lead (Tom Molloy) 

 
5. Data protection 

 
When accessing personal data, all staff members will: 
 
 Staff will be able to access school data by logging on to the school network remotely or via Office 365 using 

their school account.  Staff should use school devices such as laptops and iPads rather than their own 
personal devices.  

 
6. Sharing personal data: 

 
Staff members may need to collect and/or share personal data [such as email addresses] as part of the remote 
learning system. Such collection of personal data applies to our functions as a school and doesn’t require explicit 
permissions. 
 
While this may be necessary, staff are reminded to collect and/or share as little personal data as possible online. 
 

7. Safeguarding and Keeping devices secure 
 
Please refer to the Acceptable use of IT policy and Online Safety Policy 
 
N.B.  One to one online tuition should only take place at school and if there is another member of staff in the 
room or the session is being recorded. 
 
Ensure online tuition follows best practice and is in-line with the School’s Safeguarding Policy. 
 
Any meeting or tuition in how to use Microsoft Teams must be requested by the student or parent/carer, then 
arranged by the Network Lead.  
 
Parent/Carer meetings or meetings with just adults do not require a second member of staff for safeguarding 
reasons.  
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Any meeting with a student or child requires two members of staff in-line with the School’s Safeguarding 
Policy. 
 
 
 
 

8. Age/ Ability 
 
It is important to consider the age and ability of the students you are teaching, both in terms of the age 
requirements of the service you are using and their ability to participate. 
 
All staff members will take appropriate steps to ensure their devices remain secure. This includes, but is not 
limited to: 

 
 Keeping the device password-protected – strong passwords are at least 8 characters, with a combination of 

upper and lower-case letters, numbers and special characters (e.g. asterisk or currency symbol) 
 Ensuring nothing is saved to the hard drive 
 Making sure the device locks if left inactive for a period of time 
 Not sharing the device among family or friends 
 Alerting the network lead if antivirus and/or anti-spyware software needs installing or updating 
 Keeping operating systems up to date 
 Ensuring the host is in control of who can control the screen, save the video/chat content  
 Learning how to mute and unmute all participants, including video screens  
 Being conscious of background environments and others in the room  
 Reminding users about respecting others and using the chat box for commentary  
 Dressing and talking appropriately using the school code of conduct and teacher standards 

 
Students’ access sessions by ‘signing in’ via Microsoft Teams. 
 

9. Location/Environment 
 
If live video and audio is being used, there should be careful consideration of the location that everyone uses. 
When participating in an online learning session students should: 
 
 Turn off their video setting 
 Use audio settings only when instructed, otherwise microphones should be on mute. 
 Use ‘classroom standard’ behaviour at all times 
 Ensure that everyone in the household knows that there is a lesson or assembly. 
 

10. Recording Attendance 
 
Always make a note of the live session timing and who participated, including those that arrived/departed early 
or late. This is done at the end of the meeting by clicking the “show participants” button then the “download 
attendance list” button within a Team meeting. A designated member of staff from each live session needs to 
do this and all members of staff in the meeting need to know who is assigned to do so. Within live sessions with 
students (assemblies, tutor time) the teaching assistant or designated teaching assistant will do the above. The 
attendance list is then saved into the attendance file in the Remote Education Team within Microsoft Teams. 
 

11. Recording of Live Sessions 
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All lessons and meetings will be recorded where there is only one member of staff/adult present and the session 
involves students.  

 Attendees will be notified the session is being recorded by a member of staff.  

 The Teams app will also notify all attendees when the session is being recorded. 

 School communications make parents aware that sessions may be recorded for safeguarding and data 
protection issues. 

 The recording will be retained by the school for a period of thirty (30) days before being deleted. 
 

Staff must make it clear to any live participants they cannot record live lessons using any recording device or 
software. 

 
If people don’t follow rules not restricted to but including; online safety, behaviour, safeguarding, or data 
protection, they will be removed from the live session immediately or the live session will be stopped for 
everyone.  
 
All staff will only engage in conversations that are appropriate for the environment and conversation they are 
in. Staff will check before, (during, if their assistance is required) and after any live session, that all participants 
have left, or that they are on mute. 
 

12. Links with other policies 
 
This policy is linked to our: 
 
 Behaviour policy 
 Child Protection and Safeguarding Policy and COVID-19 addendum to our Safeguarding policy 
 The Abbey Safeguarding 
 Data protection policy and privacy notices 
 Feedback and Marking policy 
 ICT and internet acceptable use policy 
 Online Safety Policy 
 Personnel Code of Conduct policy 
 Teaching and Learning Policy 
 Whistle Blowing Policy 

 
This policy is linked to the WMAT: 
 
 Remote Education Policy 
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Appendix 
 

1. Remote Education Timetables 
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