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1 GENERAL STATEMENT OF POLICY 

1.1 This policy has been drawn up to protect all parties: pupils, students, parents and staff, and applies to 
all teachers, teaching assistants and admin staff. This remote learning policy for staff aims to: 

1.1.1 Ensure consistency in the approach to remote learning for pupils and students who are not in 
school 

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

1.1.3 Provide appropriate guidelines for data protection 

1.1.4 To provide a framework for the safe and effective use of ICT for remote teaching and learning 

2 RESPONSIBLE STAFF  

2.1 All members of staff are responsible for the implementation of this policy with monitoring undertaken 
by the Senior Leadership Team.  

2.2 It is the responsibility of all members of staff to ensure that they are familiar with and adhere to this 
policy and to make pupils and students aware of their responsibilities (see also the School’s ICT and 
Email policies). 

Teachers 

2.3 When providing remote learning, teachers must be available during their normal working hours. 

2.4 If teachers 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. 

2.5 Teachers should follow the system in the PA remote learning process. 

2.6 When providing remote learning, teachers are responsible for the following: 

2.6.1 Setting work: 

a) Teachers should set work for all the classes they teach using their individual class 
Teams Chat.  

b) Teachers should set enough work for students to experience effective learning in 
every lesson  

c) All teachers have access to email and Office 365, in particular Microsoft Teams, and 
classes have been set up. Educational resources will be shared in line with our existing 
teaching and learning policies, taking licensing and copyright into account  

d) Teachers will receive training/CPD to make them familiar with the main functions of 
Office 365, Microsoft Teams and using an iPad to teach. 

e) If a whole class or whole year group are isolating, then students will be able to access 
their learning through Microsoft Teams 

f) If students are on the Code X list and absent from lessons, teachers can ask students 
to join the lesson remotely using Microsoft Teams, where this is appropriate 
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g) If students are off sick or absent from school and not on the Code X list, then teachers 
should not invite students to join lessons remotely using Microsoft Teams  

h) Invites for remote lessons should be sent to students using Microsoft Teams and if 
this medium is not possible or appropriate for the remote lesson, teachers should set 
work on the individual class Teams chat.   

i) When teachers lead lessons on Microsoft Teams, they do not need to meet students 
for the entirety of the timetabled lesson 

j) Teachers should communicate with their subject lead or head of year, if students are 
unable to access the remote learning. The school will endeavour to provide hard 
copies (for example worksheets and textbooks) of the work students have to 
complete if necessary (Primary Phases) 

2.6.2 Providing feedback: 

a) Teachers will provide regular feedback to learners on pieces of work that they are 
required to submit. 

b) Feedback can be: 

i Providing whole class feedback rather than feedback on individual pieces of 
work – 

ii this is an effective way of providing feedback, supported by findings from 
educational research 

iii Using the “Comments” function on online documents  

iv Sending a direct email to learners with specific feedback / targets 

v Feedback via another website / piece of software 

c) The school is mindful of the challenges of remote learning in an unfamiliar 
environment and that some subjects and activities do not lend themselves well to 
remote learning  

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

a) Teachers should make regular contact with pupils using Edulink messages and 
Microsoft Teams and email parents if students are not engaging or struggling 

b) Parents are able to contact the school via the school office, Edulink and teacher email 
addresses 

c) Teachers are not expected to respond to emails from students and parents outside 
of school working hours, if students are learning remotely 

d) If teachers have safeguarding, wellbeing or behaviour concerns that arise from 
remote learning, they should report these in the usual way to subject leads, heads of 
year or the DSL, as appropriate 
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e) If teachers have concerns about student engagement and completion of work during 
remote learning, they should use strategies agreed by the faculty to address these 
and refer to subject leads, or heads of year where appropriate 

f) Students identified as vulnerable will be contacted by a member of the school 
pastoral team 

2.6.4 Attending virtual meetings with staff, parents and pupils: 

a) Teachers need to adhere to the school dress code when they teach remotely on 
Microsoft Teams 

b) Teachers do need to adhere to the school dress code when they meet parents during 
parent consultation meetings 

c) Teachers should make sure that their background is neutral and no inappropriate or 
sensitive images or information can be seen or heard during meetings with parents 
and students on Microsoft Teams 

d) Teachers should make sure that Microsoft Teams / Zoom settings enable a safe 
meeting, so that: 

i Students wait in the ‘lobby/waiting room’ before the teacher lets them join 
the lesson 

ii Students cannot edit or delete each other’s chat messages 

iii The teacher is the only person in the meeting who can present 

iv Students are muted until they are invited to speak and only the teacher can 
mute other participants 

v The teacher can end the meeting for all 

SEN: 

2.7 Where a student is in receipt of an EHCP the school will endeavour to match the level of 
support the student would normally receive  

Teaching assistants 

2.8 When assisting with remote learning, teaching assistants must be available during their normal 
working hours 

2.9 If teaching assistants 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 

When assisting with remote learning, teaching assistants are responsible for supporting pupils 
and students who are not in school with learning remotely. This will be directed by their line 
manager  
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Subject leads 

2.10 Alongside their teaching responsibilities of a normal classroom teacher, subject leads are responsible 
for: 

2.10.1 Regularly checking Teams 

2.10.2 Regularly checking in with their teams to ensure that teaching staff are consistent in their 
approaches and pick up on any potential concerns 

2.10.3 Considering whether any aspects of the subject curriculum need to change to accommodate 
remote learning 

2.10.4 Working with teachers teaching their subject remotely to make sure all work set is appropriate 
and consistent, both enabling students to learn effectively and taking mind of student and 
teacher workload and wellbeing 

2.10.5 Working with senior leaders to make sure work set remotely across all subjects is appropriate 
and consistent, and deadlines are being set an appropriate distance away from each other 

2.10.6 Monitoring the remote work set by teachers in their subject, such as through regular meetings 
with teachers or by reviewing work set 

2.10.7 Alerting teachers to resources they can use to teach their subject remotely 

Senior leaders 

2.11 Alongside any teaching responsibilities, senior leaders are responsible for: 

2.11.1 Co-ordinating the remote learning approach across the school, in particular the school’s 
assistant headteacher with responsibility for teaching and learning 

2.11.2 Remote learning will only take place using Microsoft Teams. 

2.11.3 Microsoft Teams can be assessed and approved by SLT 

2.11.4 Monitoring the effectiveness of remote learning, such as through regular meetings with 
teachers and subject leaders, reviewing work, and gathering feedback from pupils and parents 

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

IT staff 

2.12 IT staff are responsible for: 

2.12.1 Fixing issues with systems used to set and collect work 

2.12.2 Helping staff and parents with any technical issues they are experiencing 

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

2.12.4 Assisting pupils and parents with accessing the internet or devices 
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Pupils and parents 

2.13 Staff can expect pupils learning remotely to: 

2.13.1 Be contactable during the school day 

2.13.2 Complete work to the deadline set by teachers 

2.13.3 Seek help if they need it, from teachers or teaching assistants 

2.13.4 Alert teachers if they are not able to complete work 

2.14 Staff can expect parents with children learning remotely to: 

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

2.14.2 Seek help from the school if they need it 

2.14.3 Be respectful when making any complaints or concerns known to staff 

2.14.4 Encourage and support their child by finding an appropriate place to work and checking that 
the core set work is completed each day. 

2.14.5 Contact the class teacher or the form tutor by Edulink if there are any concerns.  

2.14.6 Contact teachers via Edulink / school email during school hours only. 

Governing board 

2.15 The governing board is responsible for: 

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

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

3 LEADERSHIP OVERSIGHT AND APPROVAL  

3.1 Staff will only use Priory Academy managed professional accounts with learners and parents/carers: 

3.2 The use of any personal accounts to communicate with learners and/or parents/carers is not permitted 

3.3 Staff will use work provided equipment where possible e.g. a school/setting desktop, iPad or another 
mobile device 

3.4 All remote Microsoft Teams lessons will be formally timetabled; a member of SLT, DSL and/or head of 
department is able to drop in at any time. 

3.5 SLT links can ask departments for a list of any Live streamed remote learning lessons being held  

4 SESSION MANAGEMENT  

4.1 Microsoft Office 365 / Teams will be the primary platforms for remote learning. In conjunction with this 
provision of work, Teams will be used for videoconferencing to provide pastoral support.  
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4.2 Appropriate privacy and safety settings will be used to manage access and interactions. This includes: 

4.2.1 disabling/limiting chat 

4.2.2 staff not permitting learners to share screens 

4.2.3 keeping meeting IDs private  

4.2.4 use of waiting rooms/lobbies  

4.3 When live streaming on Microsoft Teams with learners:  

4.3.1 contact will be made via learners’ Edulink accounts/ provided email accounts 

4.3.2 staff will mute/disable learners’ videos and microphones 

4.3.3 A pre-agreed invitation/email detailing the session expectations will be sent to those invited 
to attend 

4.4 Access links should not be made public or shared by participants: 

4.4.1 Learners and/or parents/carers should not forward or share access links  

4.4.2 If learners/parents/carers believe a link should be shared with others, they will discuss this 
with the member of staff running the session first 

4.5 Alternative approaches and/or access will be provided to those who do not have digital access.  

5 BEHAVIOUR EXPECTATIONS 

5.1 Staff will model safe practice and moderate behaviour online during remote sessions as they would in 
the classroom.  

5.2 All participants are expected to behave in line with existing Priory Academy policies and expectations. 
This includes: 

5.2.1 Appropriate language will be used by all attendees 

5.2.2 Pupils/students need to understand that remote learning is a new experience for teachers so 
there is a need to be mindful and interact patiently and respectfully  

5.2.3 Pupils/students should only use technology at home with the permission of their parents or a 
guardian 

5.2.4 Pupils/students should try to maintain some structure to their day. Check emails and Microsoft 
Teams to see any new assignments for each subject. Complete the work that has been set and, 
if requested email it to the teacher. 

5.2.5 Pupils/students should use email, their Teams chat and/or  Edulink to communicate with their 
teachers and ask questions if they do not understand a task or require help 

5.2.6 Pupils/students should never reveal their password to anyone 

5.2.7 Pupils/students should be responsible for their behaviour and actions when online  
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5.2.8 If a pupil/student comes across offensive material they should report it immediately to their 
teacher or parent 

5.2.9 Pupils/students must not record or take photos of classmates or teachers during video 
conferencing sessions, nor share lessons publicly 

5.2.10 Pupils/students should understand that these rules are designed to help keep them safe online 
and that if they are not followed, school sanctions will be applied and parents contacted 

5.3 Staff will remind attendees of behaviour expectations and reporting mechanisms at the start of the 
session. 

6 POLICY BREACHES AND REPORTING CONCERNS 

6.1 Participants are encouraged to report concerns during remote and/or live streamed sessions to their 
line manager/HOY/SLT link. 

6.2 If inappropriate language or behaviour takes place, participants involved will be removed by staff, the 
session may be terminated, and concerns will be reported to Head of Department/HOY. 

6.3 Inappropriate online behaviour will be responded to in line with existing policies such as acceptable use 
of technology, allegations against staff, anti-bullying and behaviour. 

6.4 Deliberate misuse will be sanctioned in line with school policy. 

6.5 Any safeguarding concerns will be reported to a Designated Safeguarding Lead, in line with our child 
protection policy. 

7 SAFEGUARDING 

7.1 Please refer to Child Protection and Safeguarding Policy. 

8 DATA PROTECTION 

8.1 When accessing personal data, all staff members will: only use their official school email account and 
connect to the school network using their school desktops or iPad only. Staff members are unlikely to 
need to collect and/or share personal data. However, if it does become necessary, staff are reminded 
to collect and/or share as little personal data as possible online. 

8.2 All data collection will be compliant with GDPR guidelines. 

9 KEEPING DEVICES SECURE 

9.1 All staff will take appropriate steps to ensure their devices remain secure. Computers and iPad should 
be locked if left inactive for a period of time. Operating systems must be up to date – always install the 
latest updates. 

10 MONITORING ARRANGEMENTS 

10.1 This policy will be reviewed by the Leadership Team as and when updates to home learning are 
provided by the government.  

 


