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

Ensure consistency in the approach to remote learning for pupils who aren’t in school 

Set out expectations for all members of the school community with regards to remote learning 

Provide appropriate guidelines for data protection 

This policy is to ensure the ongoing education of The Westwood Academy pupils under unusual circumstances. This 
policy will future-proof against closures that could happen at any time: due to school closure from illness, epidemic, 
extreme weather, power-loss, etc. The policy would apply to students required to self-isolate but who are not 
suffering with relevant symptoms following an infectious outbreak.  

In the event of an academy closure, the Academy is committed to providing continuity of education to its students 
and will, in part, do so through a process of remote (online) learning. Remote learning would apply particularly in a 
situation in which the Academy is closed for an extended period of time. The decision as to whether the Academy 
adopts remote learning will rest with the Head of School. 

This policy does not apply in the event of short-term school closures (e.g. as a result of inclement weather) or a 
short-term student absence.  

There is no obligation for the school to provide continuity of education to students who absent themselves from 
school, with or without parental permission, in contravention to school or government guidance. This may apply, for 
example, if parents choose to take students on holiday during term time. Similarly, this would apply if parents made 
the decision, without prior agreement with the school, to absent their daughters from school ‘as a precaution’, 
against official guidance, in the event of an outbreak of infectious disease.  

This policy will remain under review and may be revised as necessary in light of further experience of remote 
learning and the circumstances around its necessity. For example, the extent to which different methods of 
instruction are employed is likely to be determined by the length of any school closure and the ability of both 
students and teachers to participate in remote learning, owing to widespread illness.  

 

2. Roles and responsibilities 
The Westwood Academy leadership team will be proactive in ensuring that:  

 Staff have access to Microsoft Teams  

 Pupils have access to Microsoft Teams  

 Staff are familiar with the main functions of Microsoft Teams  

 Staff have the ability to host a Teams Meeting   

 Parents and pupils are made aware in advance of the arrangements in place for the continuity of education 

 

The Westwood Academy will ensure that staff are supported in the development of the above framework by:  

 Using staff meetings or setting aside professional development time  

 Ensuring that staff have access to a suitable device in their classroom or, in the event of closure, that staff  

   have suitable device at home and if not, supply them with a device during the closure period. 



 

Staff should ensure that they:  

 Have received appropriate training  

 That their computer- based teaching resources are available outside of school  

 That they have access to key resources not available online at home e.g. key textbooks  

 That they have access to a suitable device for home use and if this is not the case then staff should alert the  

          Remote Learning Lead (VH) to the situation 

 

2.1 Teachers 

When providing remote learning, teachers must be available between 8.30am and 3.30pm.  

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.  

When providing remote learning, teachers are responsible for: 

o Setting work  

o Teachers need to set work for classes which appear on their timetables. HOD need to ensure that all 
classes are covered, this may require them setting work for classes not on their timetable. 

o Teachers should use the standard lesson template where appropriate. 

o An updated timetable for remote learning will be provided and work needs to be set in accordance with 
this. The amount of work to be set will be determined on the timetable, but teachers should expect it to 
be in line with each classes usual timetabled hours 

o Work needs to be set on SatchelOne (Show My Homework). It can be uploaded in advance, but it must 
only become visible to students when their work is timetabled to appear. It is vital this is adhered to in 
order to make this as straightforward as possible for pupils and parents.  

o Work set must have a completion date within the same week. This is very important as it prevents 
pupils and parents becoming overloaded with outstanding tasks.  

o All work is to be uploaded onto SatchelOne (Show My Homework). The expectation is that work will be 
set, submitted and responded to via this system. If this is not possible, year group emails are to be 
used. APPLs will liaise with teachers where this is required.  

o The extent to which different methods of instruction are employed is likely to be determined by the 
length of any school closure and the ability of both students and teachers to participate in remote 
learning. For shorter closures, for example, teachers may set work on SMHW for submission in person 
once the school has reopened. For longer closures, teachers would make more use of online 
submission, recorded lessons, as well as live sessions. The school reserves the right to vary the range 
of methods used to provide remote learning tasks, feedback and interaction, based on the particular 
circumstances of any closure. 

o Some pupils may require additional support. This may be highlighted by SLT, SENCO, APPL or Mentor. 
Teachers may be required to work with these members of staff to ensure that all pupils are able to 
access learning at home, and receive any necessary support.  

o Teachers should ensure that work is differentiated as required for all learners when setting online tasks. 
Profiles are available for SEND pupils and advice can be sought from HD / LSC. In addition, HD / LSC 
will maintain contact with pupils on their lists requiring regular support, by email or phone with 
parents/pupils and feed back to teachers if required. 

o Providing feedback on work 

o Pupils will submit their work via SatchelOne (Show My Homework). This will be via the comments 
section. Staff must ensure that they select the option ‘Submit work via SMHW’ when setting work. This 
allows pupils and teachers to upload documents. Work can therefore be annotated online and sent back 
to pupils. Pupils are also able to photograph handwritten work and send these images using this 
function. It is also possible for teachers to provide additional support to pupils following the submission 
of their work, you may for example wish to provide additional extension tasks or worksheets to 
personalise your feedback.  

o Feedback should be given via the comments section on SMHW. If this is not possible, APPLs will liaise 
with teachers and additional methods sought. This may mean that feedback is to be given via the year 
group email.  



o The quality of feedback is extremely important. Expectations are the same as they would be for 
classroom teaching, and feedback must follow the FAR procedure.  

 

o Keeping in touch with pupils who aren’t in school and their parents: 

o All telephone calls and emails, should be made within normal working hours, or with some flexibility 
where agreed. Similarly, responses to emails from parents and pupils should be answered in the main 
during normal working hours. Our best practice is to respond within 24 hours where possible. 

o Mentors will be required to contact all families at appropriate intervals to be decided by the Head of 
School. A record of calls will be kept and pupils of concern noted with specific actions recorded. In 
event of a school closure, the primary responsibility for the pastoral care of a student rests with their 
parents / guardians. However, mentors (under the guidance of the APPLs) should check in regularly 
with their mentees to monitor both academic progress and their general wellbeing. Mentors will be 
expected to pass on feedback to APPLs, particularly if there are concerns or a lack of communication. 
Maintaining a spreadsheet of contact will be vital for tracking wellbeing of pupils. APPLs will coordinate 
this, but mentors will be responsible for updating it after contact.  

o Appl’s will have oversight of the Year groups and monitor calls and actions so as to ensure all pupils 
have access to remote learning and are completing the work set.  

o Any complaint should be handled in accordance with the schools complain policy.  

o Guidance will be provided by Appl’s where the levels of vulnerability mean that pupils are failing to 
complete work. 

o Communication must always occur via official school channels, and not through personal accounts or 
other websites. Email using school email addresses only (both teachers and students).  Microsoft 
Teams might be used for meetings or teaching. Show My Homework comments, which can allow 
teachers to reply to an entire class. SMHW also ensures that parents are copied into the 
communication, although they are unable to comment themselves. 

o Teachers should be available to contact parents if needed, by email or phone (when phoning from 
personal devices, dialing 141 before the number will ensure the teacher’s own number is kept 
anonymous). If contact is deemed excessive the line manager will be able to support and, if necessary, 
escalate to SLT. 

o Where we have been unable to contact parents, or have safeguarding concerns, the standard 
safeguarding practice as outlined in ‘Keeping Children Safe in Education’ will apply.  These cases 
should be referred to safeguarding lead and recorded on CPOMS. 

 

o Setting work for pupils who are required to quarantine or self-isolate, isolate but who are not suffering 
with relevant symptoms following an infectious outbreak.  

o Where pupils are required to quarantine or self-isolate, teachers must ensure that pupils have access 
to good quality work, this should follow the work done in the classroom, and allow pupils to maintain 
their usual program of study from home.  

o It will be the responsibility of the classroom teacher to ensure that this work is provided to the pupil, 
via Satchel One (Show My Homework). 

o Teachers will be informed about pupils who are quarantined or isolating regularly by the attendance 
officer.  

 

o Attending virtual meetings with staff, parents and pupils: 

o Where virtual meetings are taking place, the expectation is that the school’s dress code will need to be 
adhered to. Staff must remember that they are representing the school, and that the usual expectations 
of professionalism apply.  

o The location of the meeting needs to be considered. Staff should consider background noise, what can 
be seen in the background and who else is in the room. On Teams there are options to change the 
background or blur the background. This is advised, in particular where meetings take place with 
parents, pupils and external colleagues.  

o If a meeting contains confidential information, staff should be particularly cautious to ensure there are 
no breaches of confidentiality. The use of headphones is strongly recommended if it is unknown 
whether others will share confidential information.  

o Teaching Lessons Remotely  



Remote Learning Practice and Recommendations: 

 Microsoft Teams will be the single hub for all Remote Learning interactions.  

 Teams Meetings allow teachers to host video and audio calls  

 Teachers should record the meeting for access at a future date and time, particularly for those pupils who are 
unable to attend the live lesson  

 Staff should use microphone headsets to improve the quality of audio on the calls  

 We recommend that all pupils wear headsets during calls to improve their listening experience, minimize 
distraction and increase their engagement with remote learning sessions  

 Screen sharing will allow teachers to broadcast their screens and open documents during the Meeting calls for 
discussion and sharing with the class. Pupils should pin the teacher to ensure focus.  

 Work to be completed at home will be set online through SatchelOne (Show My Homework). Unless there is a 
good reason not to, tasks will be set for individual classes. The type of task set will vary between subjects, but 
examples of appropriate tasks might include:  

o Reading and noting new material from a common subject area textbook or electronic resource 
o Working through subject-specific presentations or worksheets provided by the subject area  
o Watching a relevant video resource and making notes on it 
o Completing a listening exercise (e.g. in languages)  
o Written responses to prompt questions, essay plans etc.  
o Completion of practice questions or past papers, particularly for those in examination years  
o Working through relevant exercises offered by external providers (e.g. Seneca Learning,  PIXL, 

    Hegarty Maths, GCSEpod, Oak Academy, Bitesize) 
 

 Possible methods of feedback may include:  

o Providing whole class feedback rather than feedback on individual pieces of work – this is an effective 
way of providing feedback, supported by findings from educational research 

o Using the “Comments” function on online documents on google or Microsoft  

o Providing feedback directly via SMHW comments function. 

o SMHW will also give direct feedback for quiz of spelling test and this will automatically be added to 
the gradebook 

o Sending a direct email to students with specific feedback / targets VIA the Year Group Email 

o Feedback via another website / piece of software (e.g. OneNote, Seneca Learning, MyMaths) 

o Recording oral feedback and sharing an audio file with the student  

 

 Academic subject areas may also arrange for teaching teachers to deliver content in a ‘live’ manner (either by 
text or audio and/or visual means). Live sessions can be particularly helpful as they can facilitate 
contemporaneous communication, with students able to respond to teachers’ questions (and ask them) via the 
conversation functionality in teams and meet. There is no expectation of teachers to carry out live sessions.  

o Teachers who wish to use the audio/video functions must follow GDST protocols and inform SLT 
(HDT or DHT) in advance of setting up sessions. 

o Students will be provided with details sessions, and will be expected to participate in them if they are 
asked and able to. 

   

2.2 Teaching assistants 

When assisting with remote learning, teaching assistants must be available between 9.15am and 3.10pm. Unless their 
contact extends beyond these times, such as where a TA has mentor responsibilities.  

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.  

The precise role may differ and guidance about which pupils they will need to support and how they should provide 
that support will be outlined by the SENCO. When assisting with remote learning, teaching assistants will be 
responsible for: 

o Supporting particular pupils or groups of pupils who aren’t in school with learning remotely. 

o Attending virtual meetings with teachers, parents and pupils. 



o Reporting back to SENCO and HOD’s as appropriate. 

 

2.3 Heads of Department, Subject leads and SENCO 

Alongside their teaching responsibilities, subject leads are responsible for: 

 Ensuring the curriculum delivered by teachers has been adapted and is appropriate for remote learning. 

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

 Ensuring staff within their department are setting work in accordance with the school’s remote learning timetables.  

 Monitoring the remote work set by teachers in their subject to ensure work is being set in accordance with the 
schools remote learning timetable, this includes checking the start dates and due dates of work.  

 Ensuring Quality of the work being set. 

 Monitoring the pupil submissions for classes, as well as the feedback given to pupils. All Subject Leads are able 
the do this via SMHW. If any assistance is required with this, Subject Leads should contact the Remote Learning 
Lead 

 Alerting teachers to additional resources they can use to teach their subject remotely. Subject leads are also 
responsible for ensuring that teachers have the relevant resources required to teach remotely, and provide initial 
guidance on how to resolve any issues.  

 Ensuring teachers within their department know who to contact with issues arising from working remotely. 

 In the event a teacher is unwell during a period of remote learning, it becomes the responsibility of the line 
manager to ensure work is set to her/his classes 

 

2.4 Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

 Co-ordinating the remote learning approach across the school. The Remote Learning Lead is VH. 

 Monitoring the effectiveness of remote learning 

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

 Providing appropriate professional development  

 Ensure all systems are fit for purpose in terms of safeguarding pupils 

 

2.5 Designated safeguarding lead 

 Refer to the Safeguarding policy.   

 

2.6 IT staff 

IT staff are responsible for: 

 Ensuring that systems used to set and collect work are working and fit for purpose 

 Helping staff, pupils and parents with any technical issues they’re experiencing 

 Helping staff with their knowledge and use of new systems, particularly Microsoft 365 and Teams. 

 Reviewing the security of remote learning systems and flagging any data protection breaches to the data 
protection officer 

 Assisting staff, pupils and parents with accessing the internet or devices. This also includes issues pupils may 
be having accessing Microsoft 360 accounts. 

2.7 Pupils and parents 

Staff can expect pupils learning remotely to: 



 Have signed the remote learning contract 

 Be contactable during the school day and to ensure all contact details remain up to date. It is recognised 
however that pupils may not always be in front of a device the entire time. 

 Complete work to the deadline set by teachers to the best of their ability. 

 Seek help if they need it, from teachers or teaching assistants. They should aim to do this in the first instance 
via the SMHW system.  

 Alert teachers and APPLs if they’re not able to complete work or gain access to remote learning. 

 

Staff can expect parents with children learning remotely to: 

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

 Seek help from the school if they need it. This can be done by contacting APPLs via the year group emails, or 
by contacting the school on the main number, and requesting contact with the relevant member of staff, or 
emailing the school’s main admin email.  

 Be respectful when making any complaints or concerns known to staff 

 

2.8 Governing board 

The governing board 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 remote learning systems are appropriately secure, for both data protection 
and safeguarding reasons 

 

 

3. Who to contact 
If staff have any questions or concerns about remote learning, they should contact the following individuals via 
admin@thewestwoodacademy.co.uk 

 

 Remote Learning Lead - Issues with the remote learning systems  

 SENCO – issues with SEN access  

 APPL’s Issues with pastoral support 

 ICT issues with technical problems 

 Data Protection Officer – issues with data protection  

 Deputy Safeguarding Lead DSL – Safeguarding issues  

 

4. Data protection 

4.1 Accessing personal data 

Reference should be made to the Academy Data Protection Policy. When accessing personal data for remote learning 
purposes, all staff members will: 

 Follow guidance from the Westwood Academy Data Protection Policy. 

 Use Bonecrusher to access school files at home, which will provide you with access to everything you will 
usually find on you school main computer. This includes SIMS.  

 Use school devices to access these, however if you are using your own personal computers, please ensure 
you are taking all precautions regarding data protection.  

 Ensure that you are GDPR compliant, and that you are taking all relevant precautions to protect personal 
data.  



4.2 Processing personal data 

 Staff members may need to collect and/or share personal data such as year group email addresses as part of 
the remote learning system. As long as this processing is necessary for the school’s official functions, 
individuals won’t need to give permission for this to happen. The year group and mentor emails have been 
created to avoid staff sharing their own staff email addresses, and to keep contact more secure. Please use 
the year group and mentor emails wherever possible, this will aid with your online safety, as well as the safety 
of pupils.  

 All staff are reminded to collect and/or share as little personal data as possible online. 

 

4.3 Keeping devices secure 

 For fuller detail, reference should be made to the Data Protection Policy.  

 If there are concerns staff should talk to your data protection officer for more help, and your IT staff if you want 
to include details on how to put these measures in place. 

 All staff members will take appropriate steps to ensure their devices remain secure. This includes, but is not 
limited to: 

o 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) 

o Ensuring the hard drive is encrypted – this means if the device is lost or stolen, no one can access the 
files stored on the hard drive by attaching it to a new device 

o Using a device issued by school, rather than a personal device 

o Making sure the device locks if left inactive for a period of time 

o Not sharing the device among family or friends 

o Installing antivirus and anti-spyware software 

o Keeping operating systems up to date – always install the latest updates 

 

5. Safeguarding 
 In the event of a school closure, pupils, parents and teachers are reminded that the school’s Child Protection 

and Safeguarding Policy still applies to all interactions between pupils and teachers. In that policy, there are 
specifically prohibited behaviours and reporting obligations to which teachers must adhere, whether they are 
at home, in the community or at school.  

 Any questions or concerns about safeguarding should continue to be raised to the Designated Safeguarding 
Lead. 

 CPOMS must still be used as a method of reporting any safeguarding concerns. 

 

6. Monitoring arrangements 
 This policy will be reviewed if a school closure occurs to ensure it remains fit for purpose in the given 

circumstances. This review will be the responsibility of the Head of School.  

 At every review, it will be approved by The chair of Governors on behalf of the Governing Body.  

 

7. Links with other policies 
This policy is linked to our: 

 Behaviour policy 

 Child protection policy and coronavirus addendum to our child protection policy 

 Data protection policy and privacy notices 

 Home-school agreement 

 ICT and internet acceptable use policy 



 Online safety policy 

 

 


