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St Edmund Campion Catholic School 

Policy: Remote Learning  

This document sets out our policy on Remote Learning and seeks to ensure that no child is left behind 

whether they are self-isolating or accessing our curriculum online.  Its purpose is to provide a structured 

approach to remote learning and ensure consistency and equity for all of our pupils.  Remote Learning will 

be offered when identified bubbles of pupils are sent home for a period of self-isolation; when individual 

students are unable to attend school as a result of a confirmed case and subsequent period of self-isolation 

or in the event of a full or partial school closure. We recognise the importance of maintaining high 

expectations in all areas of school life and ensuring that all students have access to the learning resources 

and support they need to succeed, regardless of the situation they find themselves in.  

 

This policy aims to: 

• Minimise disruption to students’ education and the delivery of the curriculum 

• Ensure provision is in place so that all pupils have access to high quality learning resources 

• Protect staff and pupils from the risks associated with using devices connected to the internet 

• Ensure staff, parent, and student data remains secure and is not lost or misused 

• Ensure robust safeguarding measures continue to be in effect during the period of remote learning 

• Ensure all pupils have the provision they need to complete their work to the best of their ability and 

to feel supported during any period of self-isolation. 

 

A. Legal framework 

This policy has due regard to all relevant legislation and statutory guidance including, but not limited to, 

the following: 

Equality Act 2010 

Education Act 2004 

The General Data Protection Regulation (GDPR) 

The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 

Data Protection Act 2018 

This policy has due regard to the most up-to-date national guidance including, but not limited to, the 

following: 

DfE (2020) ‘Keeping children safe in education’ 

DfE (2019) ‘School attendance’ 
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DfE (2017) ‘Special Educational Needs and Disability Code of Practice:  0 to 25 Years’ 

DfE (2018) ‘Health and Safety: Responsibilities and Duties for Schools’ 

DfE (2018) ‘Health and Safety for Schoolchildren’ 

DfE (2016) ‘Children Missing Education’ 

This policy should also be read in conjunction with the following policies:  

• Child Protection and Safeguarding Policy 

• GDPR and Data Protection Policy 

• Special Educational Needs and Disabilities (SEND) Policy 

• Staff Code of Conduct Policy 

• Student Behaviour Policy 

• Accessibility Policy 

• Marking and Feedback Policy 

• Curriculum Policy 

• Assessment Policy 

• IT Acceptable Use Policy  

• Health and Safety Policy  

•         Children Missing Education Policy 

•         Anti-bullying policy  

 

Definitions 

Remote Learning is when students are accessing learning resources at home via Microsoft Teams, online 

resources, through paper-based packs or textbooks.  This may include a live element to learning or 

accessing resources pre-recorded by class teachers or other school professionals alongside assignments set 

by the teacher that mirror the curriculum sequence.  We have identified three aspects to remote learning: 

Synchronous Learning: where pupils and teachers interact using Microsoft Teams at a specific time. This 

may include video conferencing, live chatting through Microsoft Teams or live streaming a lesson.  

Asynchronous learning: where learning happens at a more flexible time guided by the pupil and their 

circumstances. Teachers provide the materials and assignments. Materials might include paper-based 

materials, direct textbooks, booklets, self-guided interactive learning resources and pre-recorded lessons.  

This would be the only approach offered for individual pupils who are self-isolating.  

Home learning: Set work that is designed to be carried out at home and supports what is done at school.  

This can be in the form of retrieval practice and subject-specific set tasks.  
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Policy Sections 

Responsibilities 

Protocols of Live Microsoft Teams Lessons 

Data Protection 

Microsoft Teams 

Resources 

 

Responsibilities 

 ICT services via SJPIIMA will be responsible for:   

• Ensuring the school has an effective platform for sharing work with pupils and receiving submitted 

work which is used by all staff 

• Ensuring that any programs or networks used for remote learning can effectively support a large 

number of users at one time where required e.g. undertaking ‘stress’ testing 

• Ensuring that all school-owned electronic devices used for remote learning have adequate anti-

virus software and malware protection installed, have a secure internet connection, can recover 

lost work, and allow for audio and visual material to be recorded where required 

• Creating a long-term plan for maintaining up to date IT infrastructure within school for staff and 

pupils 

• Monitoring the security of remote learning including data protection and safeguarding 

considerations 

• Ensuring that staff hard drives are 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 if a device is stolen, system 

corrupted or accessed by an unauthorised third party 

• Fixing issues remotely and offer telephone support/email support to parents/pupils where 

appropriate 

• Supporting staff and parents with any technical issues they are experiencing 

• Supporting with the training of all staff 

 

The Headteacher is responsible for: 

• Ensuring that staff, parents and students adhere to the relevant policies at all times. Ensuring that 

there are arrangements in place for identifying, evaluating and managing the risks associated with 

remote learning 

• Ensuring that there are arrangements in place for monitoring incidents associated with remote 

learning 

• Ensuring that the school has the resources necessary to action the procedures in this policy 

• Sharing this policy on an annual basis and communicating any changes to staff, parents and 

students 

• Arranging any additional training staff may require to support students during the period of remote 

learning 
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• Conducting reviews on a regular basis of the remote learning arrangements to ensure high quality 

learning. 

The Deputy Head is responsible for:  

• Providing training for staff to ensure confidence in using Microsoft Teams, plan CPD opportunities 

for staff to share learning, practice and support each other 

• Co-ordinating St Edmund Campion’s remote learning policy 

• Setting the vision on the approach taken by each subject and key stage 

• Auditing IT resource gaps amongst staff and pupils, identifying students who do not have a device 

to use at home and establishing a plan for those pupils ensuring equity of provision for all students 

• Liaising with the relevant staff on the security of remote learning including data protection and 

safeguarding considerations 

• Working with the SENCO and Lead DSL to ensure that the equipment and technology used for 

learning remotely is accessible to all students 

• Ensuring all staff have access to the devices they need to complete their roles and responsibilities 

• Agreeing the expectations for home learning for all year groups/subjects  

• Ensuring parents know and understand the expectations and provision for remote learning 

• Ensuring parents understand the importance of supporting working conditions at home e.g. good 

learning habits and the importance of following the school timetable to structure their learning 

routines 

• Recognising and celebrating the work produced in accordance with our rewards policy 

• Monitoring the effectiveness of remote learning through: student, parental, staff voice, line 

manager monitoring and reviews with updates to practices in light of feedback and monitoring 

• Monitoring parent’s engagement with ParentMail and ensure that remote learning is a frequent 

feature of all newsletters 

• Identifying the barriers for pupils in regard to access and engagement with learning 

• Providing flexible delivery options to support all students e.g. a mixture of modes of delivery, paper 

and electronic resources 

• Supporting with strategies for pupils to ensure the development of their digital literacy skills. This 

will be based on feedback from different stakeholders 

• Reviewing departmental remote learning plans and their effectiveness 

• Using the Framework for Excellence to drive remote learning and share best practice from 

departments 

• In order to ensure teachers are able to perform the minimum expectations outlined above; the 

school will provide a range of training.  If teachers require support with any aspects of remote 

learning, they are encouraged to consult Mr S Feather, Mrs J Quoroll and the IT Team 

• Putting together a paper pack of resources which includes: Oak Academy links for Maths, English 

and Science, Retrieval Homework TT and self-isolation packs for a range of subjects (these are 

updated termly) 

 

The Governing Body are responsible for:  

• Monitoring the school’s approach to providing blended learning to ensure education remains of a 

high quality and is as equitable as possible 
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• Ensuring that staff are certain that remote learning systems are appropriately secure, for both data 

• protection and safeguarding reasons. 

The DSL is responsible for: 

• Attending and arranging, where necessary, any safeguarding meetings that occur during the remote 

learning period 

• Liaising with the ICT technicians and the Deputy Head to ensure that all technology used for remote 

learning is suitable for its purpose and will protect students online 

• Identifying vulnerable students who may be at risk if they are learning remotely 

• Ensuring that child protection plans are enforced while the student is learning remotely and liaising 

with the headteacher and other organisations to make alternate arrangements for students who 

are at a high risk, where required 

• Identifying the level of support or intervention required while students learn remotely and ensuring 

appropriate measures are in place 

• Liaising with relevant individuals to ensure vulnerable students receive the support required during 

the period of remote working ensuring all safeguarding incidents are adequately recorded and 

reported 

• Monitoring the vulnerable with wellbeing calls made and any associated action taken 

 

The SENCO is responsible for: 

• Liaising with the ICT technicians to ensure that the technology used for remote learning is 

accessible to all students and that reasonable adjustments are made where required 

• Ensuring that students with EHC plans continue to have their needs met while learning remotely 

and liaising with the headteacher and other organisations to make any alternate arrangements for 

students with EHC plans and IHPs 

• Identifying the level of support or intervention that is required while students with SEND learn 

remotely and liaising with the relevant staff 

• Ensuring that the provision put in place for students with SEND is monitored for effectiveness 

throughout the duration of the remote learning period 

• Monitoring the SEN wellbeing calls made and any associated action taken 

The DPO in conjunction with the GDPR contact in each school is responsible for: 

• Ensuring all staff, parents and students are aware of the data protection principles outlined in the 

GDPR 

• Ensuring that all computer programs used for remote learning are compliant with the GDPR and the 

Data Protection Act 2018 

• Ensuring that all staff are aware of the how to report a data breach. 

Teachers will:  

• Upload assignments for individual x coded pupils who are self-isolating  

• Deliver a combination of synchronous and asynchronous learning during isolation of year group 

bubbles, classes or partial/full school closure 

• Use the Framework for Excellent to support lesson delivery – see table. 
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Daily/Weekly Review  
 
Embed opportunities for retrieval practice that provide a review of daily, weekly and monthly learning.  
This includes a repertoire of routines to help pupils build knowledge and apply it.  Retrieval practice is 
shown to strengthen automatic recall and free up pupils’ working memory; pupils need several 
interactions with information in order to store that information in their long-term memory. Good 
routines are embedded at the start of all lessons in the form of ‘Do Now’ Tasks.  
 
Explanation and Reading  
 
Teacher explanations should be shaped around what pupils need to think about. Good explanations will 
have: brevity, clarity and relevance.   Opportunities for reading, including explicit opportunities to 
explore vocabulary choices and to discuss will feature in all lessons.   
 
Modelling  
 
Teachers use live modelling to provide powerful opportunities for pupils to watch and listen to teachers 
making their knowledge and application of their thinking explicit. Learners are novices and need direct 
teacher-led instruction in order to succeed.  Teachers provide exemplars of excellent responses to tasks 
so that pupils can see what they are aiming for and how answers are constructed.  Worked examples to 
introduce new ideas and methods are helpful.  Questioning is an important aspect of modelling and 
clarifying knowledge and understanding. 
 
Deliberate Practice  
 
Teachers guide pupils’ practise, using scaffolding techniques (as appropriate) and follow learning signals 
to ensure a high success rate is obtained from the class.   Pupils, when ready, are expected to practise 
and apply their learning in an independent manner.  Independent practice produces overlearning in 
order to help pupils recall knowledge automatically.   
 
Feedback 
 
Teachers address misconceptions and check for clear understanding, whilst placing the onus on pupils to 
correct their errors and improve their work.  This might be done once work has been handed via Teams. 
 
 

 

• Provide feedback to learners on pieces of work they are required to submit.  This will be in 

accordance with Departmental Feedback policies Staff are required to acknowledge each piece of 

work received via Teams 

• Ensure learning technologies used in subjects are appropriate 

• Offer a range of tasks e.g. work from booklets, ppt, clips of modelling, paper-based resources 

• Staff can contact parents but are required to dial 141 before the number in the event that they are 

required to call from home e.g. wellbeing calls.  
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• Unless there are extenuating circumstances, teachers will be expected to be contactable remotely 

by colleagues, pupils and parents.  All communication should take place during usual school hours, 

with no expectation for colleagues to read or respond to emails outside of work times.  

 

Adhering to this policy at all times during periods of remote learning 

• Reporting any safeguarding incidents to the DSL and asking for guidance as appropriate 

• Taking part in any training conducted to meet the requirements of this policy, including training on 

how to use the necessary electronic equipment and software 

• Reporting any dangers or potential dangers they identify, as well as any concerns they may have 

about remote learning, to the headteacher 

• •Report any defects on school-owned equipment used for remote learning to an ICT technician 

• •Adhere to the Staff Code of Conduct and Staff IT Acceptable Use Policy at all times 

• Take responsibility for keeping up to date on best practice in using Microsoft Teams and digital 

learning strategies. 

• Support all pupils to learn independently if at home.  Teachers are encouraged to explain to their 

subject classes and form groups how to organise their learning, how to access key resources and 

how to upload completed work 

• Teach their classes how to use the virtual platform and identifying any specific provision/resources 

which individual children will need to access the platform 

• Consider what support for reading can be provided each lesson e.g. teacher reading aloud, access 

to glossaries, use of the Frayer Model etc 

• Giving pupils working from home regular feedback and encouraging them to respond to the 

feedback inline with our departmental feedback policies 

• Checking in regularly to monitor both academic progress and their general wellbeing. Tutors will be 

• expected to pass on feedback to Heads of Year particularly if there are concerns or a lack of 

• communication 

• Identifying any catch-up provision for ‘returners’ based on the pupils’ engagement with home 

learning and liaising with Mr J Griffiths and Mr J Hussey 

• Where teachers are at home self-isolating, but not unwell, they are expected/encouraged to teach 

lessons remotely, following their usual timetable, using the school’s chosen platform(s) to instruct 

and engage with the pupils.  We do not allow staff or pupil cameras to be on.  This could also the 

use of narrated PowerPoints. 

 Teaching Assistants 

Alongside other responsibilities Teaching Assistants are responsible for: 

• Liaising with teachers around content and putting together home learning packs for the pupils that 

they support  

• Supporting with wellbeing calls as directed by the SENCO 

Heads of Department and Key Stage Coordinators 

Alongside their teaching responsibilities, subject leads are responsible for: 
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• Considering whether any aspects of the subject curriculum need to change to accommodate 

remote learning 

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

consistent 

• Working with other subject leads and 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 

• Monitoring the remote work set by teachers in their subject through regular meetings with 

teachers and reviewing work set by joining the relevant subject teams (this is to be divided by 

Heads of Department and Key Stage Coordinators) 

• Joining their subject teams across KS3-5 so that robust monitoring can take place 

• Evaluating the value and impact of the introduction of new technologies into subjects on student 

learning and engagement 

• Ensuring remote learning approaches are embedded in overall curriculum design and are logically 

linked to learning outcomes 

• Ensuring that for each subject learning technologies are chosen through considered pedagogical 

design, to support and enhance student learning outcomes 

The Attendance Team and Admin Staff are responsible for:  

• Ensuring all parents’ phone numbers and emails are up to date 

• Tracking self-isolation periods to ensure that individuals and groups of pupils/parents/staff know 

when they are expected to return to school 

Parents are encouraged to:  

• Support the school by ensuring that they support the Remote Learning Policy and other associated 

policy 

• Take an active interest in their child’s learning and support whenever needed 

• Monitor their child’s communication and online activity  

• Ensure their child is available to learn remotely at the times set out by the school and that work is 

completed and submitted 

• Support their child in establishing a daily schedule and routine  

• Report any technical issues to the IT Department as soon as possible 

• Ensure that, where possible, their child’s device is in a public space in the home and that their 

camera is turned off 

• Monitor their child’s wellbeing and mental health and maintain good communication with the 

school where this is a concern 

• Ensure their child only uses official school communication channels 

• Implement safety controls and privacy restrictions on apps and software 

• Ensuring their child uses any loaned equipment for remote learning as intended 

Pupils and Parents 

Assuming that a pupil is healthy and well enough to work, learners will be expected to participate as fully 

as possible in the remote learning process; attending relevant live sessions, completing independent work, 

and submitting tasks promptly and to the best of their ability. Pupils and parents will also be expected to 
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read and respond to communication from the school e.g. Parent Mail messages and school emails, on a 

regular basis. 

Pupils are expected to:  

• Treat remote learning the same as classroom learning and show respect at all times 

• Adhere to the Pupil Acceptable Use Policy and Behaviour Policy at all times during periods of 

remote learning 

• Only communicate with teachers through Microsoft Teams or via school email addresses 

• Ensure use of appropriate language as would be used in the classroom 

• Use an open space for any learning and keep cameras off 

• Take breaks and follow the usual school timetable - when year group bubbles are sent home or 

school has implemented a partial or full closure 

• Ensure they are available to learn remotely during school hours 

• Report any technical issues to their teacher as soon as possible 

• Ensuring they have access to remote learning material and notifying a responsible adult if they do 

not have access 

• Notifying a responsible adult if they are feeling unwell or are unable to complete the schoolwork 

they have been set 

 

Protocols for live Microsoft Teams Lessons 

Teacher  Pupil  

Cameras will be switched off  Cameras will be switched off  

Teacher will download a register after the session  Pupils can use the chat function if the teacher has 
selected to enable it. This will be at the teacher’s 
discretion.  

Teachers will admit pupils to the live lesson from 
the virtual waiting lobby 

Only students from the class can join the live 
lesson 

Live lessons will not be recorded and will therefore 
not need to be stored 

Pupils must be aware that the school behaviour 
policy will still be implemented and any poor 
behaviour will be logged in the usual way 

Teachers are required to log any safeguarding 
concerns via CPOMS and any behaviour concerns 
as per school policy 

Pupils are not allowed to record the sessions 

Will never share any personal information online  

Teachers will show an awareness of any 
inappropriate background sound 

 

Set work ‘live meetings’ and assignments within 
school times and not send any links outside of 
school times 

 

 

Where staff are using recorded/live video/audio to deliver remote learning they should: 

• Wear professional dress even though cameras will be off  
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• If delivering the lesson from home a suitable location must be used, private living areas within the 

home, such as bedrooms, are not permitted during video communication   

• Use appropriate language – this includes others in their household 

• Follow the staff Code of Conduct 

• Do not record, store, or distribute video material without permission from pupils and parents. Our 

school policy is not to record 

• One-to-one sessions are not permitted unless they are joined by a chaperone. The exception to this 

would be Action Tutoring and My Tutor which take place in a supervised open space. 

 

Data Protection 

When accessing personal data for remote learning purposes, all staff will: 

• Log onto Microsoft Teams using their school email address, password and school device 

Staff are not required to record the live element of any conferencing call/lesson.  An attendance register 

downloaded from Microsoft Teams should be placed in the Shared Area clearly labelled with the date, 

period and class on. 

If any external agencies are using Microsoft Teams with our students e.g. Aim Higher or the Birmingham 

Careers Service then they can only do this if they have been given a school email address providing a third 

person is on the call.  Where the service offers a chaperone to be present on the call this will be used.  

Processing Personal Data 

Microsoft Teams is set up to use pupils school email addresses so there is no need for staff to collect any 

personal data.  School emails and feedback via Microsoft Teams are the only two methods of 

communication required.  If staff need to contact home they are to do this using the numbers on SIMS and 

this would be logged in the usual way.  

The school will not permit paper copies of contact details to be taken off the school premises. 

 

Keeping Devices Secure 

A selection of identified staff have multi-factor authentication to access specific data which may be 

personal/highly sensitive e.g. access to SIMS. 

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) 

If any staff device is lost, stolen or damaged the staff member must report this to the Data Protection 

Officer, internal technical support and Headteacher  

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

Not sharing the device among family or friends 
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In accordance with its E-Safety Policy, the School will deal with e-safety incidents in accordance with the 

procedures outlined in all related policies. We will, where known, inform parents of incidents of 

inappropriate e-safety behaviour that take place out of school. School may want to include reference to 

staff use of own devices.  Staff who use their own personal devices for accessing school IT systems and 

processing school data must work in accordance with the school Bring Your Own Device (BYOD) policy. 

 

Safeguarding 

The updated Child Protection Policy should be read in accordance with this policy.  KCSIE outlines the  

the considerable breadth of issues classified within online safety.  They can be categorised into three areas 

of risk: 

• content: being exposed to illegal, inappropriate or harmful material; for example, pornography, fake 

news, racist or radical and extremist views 

• contact: being subjected to harmful online interaction with other users; for example, commercial 

advertising as well as adults posing as children or young adults 

• conduct: personal online behaviour that increases the likelihood of, or causes, harm; for example, 

making, sending and receiving explicit images, or online bullying 

 

To safeguard staff and pupils:  

 

• One-to-one calls should not take place without the permission of the Headteacher 

• Live calls are only allowed to take place at the time set on staff/pupils’ timetables 

• The register for all live Teams calls must be downloaded 

• Only the slides from the session can be shared.  No voice recording of the live lesson is allowed to 

be shared 

• Taking screenshots and recording of live lessons is prohibited. 

 

When pupils are learning remotely at home – perhaps during a local lockdown or for those who may need 

to isolate – the need to be alert to their online safety is even more pressing. Teachers will naturally take 

ownership and responsibility when seeing any kind of inappropriate online behaviour and sometimes that 

will mean talking to parents too. 

Pupils, parents, carers 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. 

Resources 

Learning materials 

For the purpose of providing remote learning, the school may make use of: 

Subject booklets 

Emails 
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Past exam papers 

Online learning sites  

Educational websites 

Wider reading material 

Live Microsoft Teams Conference Calls 

Pre-recorded video or audio lessons 

Oak Academy lessons or other selected resources 

Reasonable adjustments will be made to ensure that all students have access to the resources needed for 

effective remote learning.  School can post home resources to parents who identify access issues. 

Lesson plans may be adapted to ensure that the curriculum remains fully accessible via remote learning, 

where practical – where this is not practical, the school will ensure students can catch up on these areas of 

the curriculum when they return to school.  Pupils will be required to use their own or family-owned 

equipment to access remote learning resources, unless the school agrees to provide or loan equipment e.g. 

laptops.  If school equipment is loaned, pupils and parents will be required to look after any equipment 

they use to access remote learning resources. 

Teaching staff will oversee academic progression for the duration of the remote learning period and will 

only mark and provide feedback on work as agreed in line with Departmental Feedback policies.  However, 

work submitted through Teams will always be acknowledged.  

The arrangements for any ‘live’ classes via video conferencing or webinars, are communicated via Teams 

once the teacher schedules them. 

Teachers are expected to set work in line with the normal school day and therefore expectations on 

students in terms of volume of work set should not exceed the normal school day expectations. 

Monitoring arrangements 

This policy will be reviewed annually?? by XX At every review, it will be approved by [the full governing 

body]. 

 

Approval by Governing Body and Review Date 

This policy has been formally approved and adopted by the Governing Body at a formally convened 

meeting. 

Signed: ____________________________________________ Chair of Governing Body 

 

 

Date Approved: 

Date for Review:  
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Appendix 1 

Microsoft Teams 

Please follow the following guidance set out below for Microsoft Teams video-conference lessons, this will ensure 

the safety and security of your meeting.  The guidance covers meeting functionality, managing participants and their 

involvement.  See our Microsoft Teams Guide. 

Students should be muted, unless the teacher requires microphones on, and cameras switched off.  Students will still 

be able to view and engage in chat functionality if the teacher deems this appropriate and supportive to the lesson. 

Teams allows the teacher to invite students via a Team (for a class group) that has been created on Microsoft Teams.  

In all cases, school email addresses should be used for Team invites and schedules. 

 

 

 

  


