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This policy has been written in conjunction with the school tiered strategy for school closures and remote 
learning.  

1. Aims  

This remote learning policy aims to:  

➢ Ensure consistency in the approach to remote learning for pupils who may not be attending school 
(due to self-isolation etc) 

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

➢ Provide appropriate guidelines for data protection 

➢ Create an ethos where remote learning does not add any stress or impact the wellbeing of staff, 
students and families  

2. Overview of Remote Learning 

From liaising with parents, carers and students during the Lockdown period from March 2020 onwards it was 

evident that the thought of students completing extensive pieces of work at home would cause increased 

anxiety to the whole household. It is therefore the schools approach that if students or families would like 

to complete remote learning activities then they will be made available for them.  

Work can be currently found on the school website in the Home Learning Tab and Class pages. The work is 

broken down into the different curriculum pathways. 

http://www.thewestminsterschool.co.uk/remotelearning 

http://www.thewestminsterschool.co.uk/classgroups 

Evidence for Learning – Staff will upload challenges to Evidence for Learning for students to complete in 

line with the coverage on their in school timetable. Once completed parents and carers can upload work 

for teachers and support staff to review and feedback on. Guidance as to how parents and students can 

access Evidence for Learning can be found on the school website. 

http://www.thewestminsterschool.co.uk/efl 

If a parent or carer is having difficulty logging into the system they can contact the school for support. 

Use of Microsoft Teams – Microsoft Teams is a facility that the school will use to make welfare phone calls 

and host Live Lessons. From November 2020 each class will have a customised Microsoft Teams page that 

they can log into in order to access their Live Lessons, pre-recorded lessons and resources that have been 

uploaded by their teachers.  

Live Lessons – Live Lessons will be accessible through Microsoft Teams, and will have a predominant focus 

of wellbeing whilst also relating to the subject. It is likely that for Live Lessons classes will be combined 

and staff will team teach to increase engagement and discussions. Live lessons are timetabled to last one 

hour but teaching staff must use their professional judgement as to whether an hour is too long for the 

group of pupils. The quantity of Live Lessons per week will be different for each pathway to ensure learning 

is accessible and appropriate for each cohort. Live Lesson timetables will be uploaded to class pages on our 

website for pupils and parents to follow at the start of an isolation period.  

Pre-Recorded lessons – Lessons that are pre-recorded can enable students and parents to watch and 

participate when they feel it is appropriate. These lessons will be differentiated to meet the needs of all 

students in the class.  

http://www.thewestminsterschool.co.uk/remotelearning
http://www.thewestminsterschool.co.uk/classgroups
http://www.thewestminsterschool.co.uk/efl


When it is apparent there will be a period of remote learning, timetables will be published on the class 

pages on our website. A text message will also be sent to Parents and Carers informing them when the 

timetable has been uploaded.  

Scenarios where Remote Learning maybe required  

Scenario (linked to school Tiered approach 

strategy) 

Remote Learning Response  

*Individual pupils who are self-isolating with their 

family bubble as someone in their household has 

COVID-19 symptoms or has tested positive for 

COVID-19 

Students can access content from the school website 

or challenges on Evidence for Learning  

Students can also access live lessons when 

appropriate through class teams page  

The school recognises that remote learning maybe 

difficult as students may require significant support 

from a member of their household 

*Pupils who are self-isolating as they have been in 

direct contact with someone who has tested positive 

for COVID-19.   

 

Students can access content from the school website 

or challenges on Evidence for Learning  

Students can also access live lessons when 

appropriate through class teams page  

The school recognize that remote learning maybe 

difficult as students may require significant support 

from a member of their household 

Pupils who are ill and absent from school with 

COVID-19 symptoms. 

No expectations of student to complete any remote 

learning due to being ill and they should use this 

time to rest and recover  

Pupils who are absent from school with a confirmed 

COVID-19 case.   

No expectations of student to complete any remote 

learning due to being ill and they should use this 

time to rest and recover  

*Pupil categories of vulnerability change due to 

medical or government guidance and they are 

recommended to isolate at home. This could include 

those who are clinically extremely vulnerable or 

clinically vulnerable. 

 

Students can access content from the school website 

or challenges on Evidence for Learning  

Students can also access live lessons when 

appropriate through class teams page  

The school recognize that remote learning maybe 

difficult as students may require significant support 

from a member of their household 

Staff categories of vulnerability change due to 

medical or government guidance and they are 

recommended to isolate at home. This could include 

those who are clinically extremely vulnerable or 

clinically vulnerable. 

 

Where appropriate staff may carry out a live lesson 

from home where students are in the classroom 

supported by a member of learning support team  

Staff continue to upload work and challenges to the 

relevant class Teams page and Evidence for Learning  

Staff to send any cover work, planning and resources 



to Pathway Lead for staff onsite to use.  

Staff in regular liaison with the Senior Leadership 

Team as to any challenges they maybe experiencing  

Large sections of the workforce ill due to COVID-19 

resulting in partial or full school closure.  

Students to access work from the school website and 

Evidence for Learning 

No Live Lessons to take place or recorded lessons for 

students due to staff illness 

 

Large sections of the workforce isolating for 14 days 

without symptoms or illness 

*Closed due to school leadership strategic decision 

as a consequence of school infection rates or 

transmission patterns across multiple pathways.   

 

Students who are well and are self-isolating: 

Students can access content from the school website 

or challenges on Evidence for Learning  

Students can also access live lessons when 

appropriate through class teams page 

Students who have symptoms or have tested 

positive: 

No expectations of student to complete any remote 

learning due to being ill and they should use this 

time to rest and recover 

Form tutors to carry out pastoral duties which 

include: 

- Phone contact via Microsoft Teams 

- Relay any concerns or difficulties parents, 

carers or students may have to the relevant 

TLR or Senior Leader 

 

*staff should refer to page 3 of the School Tiered strategic approach – under ‘Working from Home’ status  

Initial Triage and Welfare Call  

When it is apparent that a student, or students, will be required to self-isolate, and where appropriate 

complete remote learning, a phone call will be made to parents and carers within 48 hours. This will enable 

the school to identify how to best support the student to access remote learning. This phone call will be 

completed through Microsoft Teams and be completed by the form tutor or class teacher.  

Questions may centre around access to a device, internet and general feelings towards completing remote 

learning. 

Barriers for Staff 

Opportunities may arise where staff are having technical challenges and may find it difficult to upload 

challenges and complete live lessons. If this the case then staff should contact a member of the Senior 

Leadership Team as soon as possible.  

 



 

2. Roles and responsibilities 

2.1 Teachers  

When providing remote learning, teachers must be available between 8.40am and 3.15pm.  

If they’re unable to work for any reason during this time, for example due to sickness or caring for a 
dependent, they should make contact with a member of the Senior Leadership Team as soon as possible. 

When providing remote learning, teachers are responsible for: 

• Uploading challenges to the Evidence for Learning platform 48 hours from the directive of students 
having to self-isolate 

• Ensuring work is readily available on the school website and available at the request of the 
leadership team (with appropriate notice) 

• Delivering Live Lessons allocated on Live Learning Timetables 

Work should be uploaded through Evidence for Learning or Microsoft Teams Pages for all groups on a 
teacher timetable on the day that they would usually teach each class on site:  

- WestminStars - a maximum of 50% of timetable coverage to deliver the sequence of lessons linked 

to medium term plans for each class group. This initiative will be supplemented with website 

content and Live Lessons.  

- Nb. 15% of additional release time will be used for pastoral function and 35% for increased 

workload to plan for online lessons 

- Personal Development and Bridging - a maximum of 1 personalised one to one lesson per week 

combined with 3 class social and communication opportunities each week through MS Teams.  This 

initiative will be supplemented with learning activities through either EfL or website content.  

When planning and delivering Live Lessons staff who are delivering together will have release time in 
order to plan and co-ordinate these lessons.  

Have paper based work available for students who continue to have difficulty accessing remote 
education and wish to complete work from home.  

 

 

Feedback  

➢    Provide feedback to students who have uploaded work they have completed to Evidence for 
Learning. This should be done within 48 hours of the work being uploaded by students. Feedback 
should be appropriate to the learners needs and literacy levels  

➢    If students have completed paper based tasks and returned them to school when they have 
returned then work should be assessed and fed back to students in line with the Assessment and 
Feedback Policy  

➢    Live Lessons feedback will be predominantly given through Question and Answer sessions and 
group discussion. There is no expectation on staff to write up formally the progress each student 
has made on the live lesson but they may wish to annotate planning for the future.  

Teaching Staff should refer to page 3-6 of the school Remote Working Policy where ‘Staff Etiquette’ is 
outlined.  

 

Phone Calls – Microsoft Teams 

Teachers should only make calls to parents or students using the call facility on Teams  

There is no expectation for staff to answer calls outside of their working hours 



Staff must report any behavioural difficulties as per the school behaviour policy and must also report any 
difficulties with background noise (i.e. swearing etc). The school will then make contact with individual 
households to discuss further if appropriate  

2.2 Learning Support 

When assisting with remote learning, learning support must be available between 8.40am – 3.15pm. 

If they’re unable to work for any reason during this time, for example due to sickness or caring for a 
dependent, they should make contact with a member of the Senior Leadership Team as soon as possible. 

When assisting with remote learning, learning support are responsible for supporting the delivery of 
teaching and learning via live lessons. Teachers should involve learning support in the planning of remote 
learning  

Support Staff should refer to page 3-6 of the school Remote Working Policy where ‘Staff Etiquette’ is 
outlined.  

 

2.3 TLR’s (Middle Leaders) 

Alongside their teaching responsibilities, TLR’s are responsible for: 

 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 across all pathways  

 Monitoring the remote work set by teachers in their subject  

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

 Be the first port of call for any subject related concerns parents or students may have with remote 
learning challenges set 

 Continually review what remote learning may look like for their subject 

2.4 Senior leadership Team 

Alongside any teaching responsibilities, senior leaders are responsible for: 

Implement a remote learning strategy in collaboration with students, parents and staff. 

- Allocated senior leaders in co-ordinating remote learning by pathway is as follows: 

Bridging Curriculum – Natalie Brenton/Joanne Turner 

WestminStars Curriculum – Ben Taylor/Chloe Cooper 

Personal Development Curriculum – Karam Bhogal 

 Monitoring the effectiveness of remote learning – this will be completed by regular liaison with parents, 
students and staff and responding to the feedback given. 

 Be responsible for planning a live lesson schedule and ensuring that each lesson has more than one staff 
member present (see safeguarding below) 

 The effectiveness will also be monitored through staff feeding back on engagement and monitoring the 
work completed by students 

 Ensure that staff have the correct technology to carry out the duties outlined in this policy. This will 
include regular contact with ICT partner Agilisys 

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

 Ensure that staff are readily available to support a lesson where a teacher maybe logging in from home  



 Ensure that all students have access to an appropriate device in order to carry out remote learning and 
co-ordinate this effectively  

 Continually review the remote learning strategy and update this policy when required 

 Liaise with external agencies who may want to continue to support our students remotely (for example 
Krunch, Think Forward, Hippodrome and Open Theatre) 

 Facilitate any work with external agencies who may not use Teams by sending calendar invites etc.  

 

2.5 Designated Safeguarding Lead (DSL) 

➢ Attending and arranging, where necessary, any safeguarding meetings that occur during the remote 
learning period. 

➢ Identifying vulnerable pupils who may be at risk if they are learning remotely. 
➢ Ensuring that child protection plans are enforced while the pupil is learning remotely, and liaising 

with the Headteacher and other organisations to make alternate arrangements for pupils who are at 
a high risk, where required. 

➢ Liaising with relevant individuals to ensure vulnerable pupils receive the support required during 
the period of remote working ensuring all safeguarding incidents are adequately recorded and 
reported. 

 

 

2.5 IT staff (Agylysis) 

IT staff are responsible for: 

 Fixing issues with systems used to set and collect work 

 Help the school to help staff and parents with any technical issues they’re experiencing 

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

 Support the school to assist pupils and parents with accessing the internet or devices 

 

2.6 Pupils and parents 

As stated earlier in this policy remote learning is available to students and families if they wish to access it. 
We do not expect any student to complete work if it results in heightened anxiety levels in the home. We 
also recognise that there are significant challenges our students and parents may face when completing 
work from home.  

Staff can expect pupils learning remotely to: 

 Be contactable during the school day – although consider they may not always be in front of a device the 
entire time 

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

 Alert teachers if they’re not able to complete work 

Staff can expect parents with children learning remotely to: 

 Make the school aware if their child is sick or otherwise can’t complete work. This may be done in the 
initial triage call that is made following a decision of self-isolation being made (i.e. heightened anxiety in 
the family home)  

 Support their child the best they can during any remote learning  

 Seek help from the school if they need it – if you know of any resources staff should point parents towards 
if they’re struggling, include those here 



 Be respectful when making any complaints or concerns known to staff 

 During any live lessons ensure that their child is in an appropriate learning space free from any 
distractions 

2.7 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 and appropriate for the school community 

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

 Continue to support the school remote learning strategy  

 

3. Key Contacts   

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

 Issues in setting work – talk to the relevant TLR. If this is not applicable then the relevant Pathway lead. 
They are as follows: 

 Bridging Curriculum – Natalie Brenton/Joanne Turner 

 WestminStars Curriculum – Ben Taylor/Chloe Cooper 

 Personal Development Curriculum – Karam Bhogal 

 Issues with behaviour – talk to the relevant class teacher or pathway lead  

 Issues with IT (including Microsoft Teams and Evidence for Learning – Lance Goodby  

 Issues with their own workload or wellbeing –Relevant Line Manager or Pathway lead (as detailed above) 

 Concerns about data protection – Angela Gibson  

 Concerns about safeguarding –Safeguarding Team – Joanne Turner, Denise Taylor, Gemma Webb. Staff 
to also use the Safeguard reporting system 

 

4. Data protection 

This section of the policy will be enacted in conjunction with the school’s Data Protection Policy. 

➢ Staff members will be responsible for adhering to GDPR principles when teaching remotely and will 
ensure the confidentiality and integrity of their devices at all times. 

➢ Sensitive data will only be transferred between devices if it is necessary to do so for the purpose of 
remote learning and teaching. 

➢ Any data that is transferred between devices will be suitably encrypted or have other data 
protection measures in place so that if the data is lost, stolen, or subject to unauthorised access, it 
remains safe until recovered. 

➢ Parents’ and pupils’ up-to-date contact details will be collected prior to the period of remote 
learning. 

➢ All contact details will be stored in line with the Data Protection Policy. 
➢ Any breach of confidentiality will be dealt with in accordance with the school’s GDPR Information. 
➢ Any intentional breach of confidentiality will be dealt with in accordance with the school’s Data 

Protection Policy 
 

4.3 Keeping devices secure 

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 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 

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

 Not sharing the device among family or friends 

 Installing antivirus and anti-spyware software 

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

 

5. Safeguarding 

Any safeguarding concerns raised during remote learning should be reported in the same way as if it was in 
school and this is through using the Safeguard software. In order to safeguard themselves staff should: 

- Record any live lessons that take place 

- Ensure there is another staff member present in the live lesson 

- Ensure the meeting is ended with all participants removed from the meeting and the staff being the last 
ones to leave the lesson 

 

6. Monitoring arrangements 

As remote learning is a fairly new concept for the school this policy will be reviewed every 6 months in 
conjunction with staff, students and parents. Ben Taylor will be the lead in organising the review of this 
policy and the next review date will be May 2021 

 

7. Links with other policies 

This policy is linked to our: 

 Behaviour policy 

 Safeguarding policy  

 Data protection policy and privacy notices 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



The Westminster School Remote Learning Strategy 

 

During periods of school closure we have a range of activities and solution to maintain education for our 
young people during these challenging times.  These resources act as a suite of possibilities for our young 
people and their families to access.    

We have worked tirelessly to ensure all our young people have access to the technology required to fully 
access the resources.  If you are unable to access them or you need IT provision then please contact 
services@westminster.sandwell.sch.uk  You will also be able to raise any concerns or challenges you are 
experiencing through your weekly pastoral phone call.   

 

Class Pages on School Website 

http://www.thewestminsterschool.co.uk/classgroups  

Class Pages and Timetables of online learning on the website can be found here.  Useful links of 
information about how pupils can access their emails can be found on this page. The timetables for online 
learning will be accessed via Microsoft Teams using the pupils school email address.  The format of this is 
firstname.lastname@westminster.sandwell.sch.uk If you have any challenges in relation to this please 
contact services@westminster.sandwell.sch.uk or mention it in our weekly pastoral phone call and a 
member of the team will be able to support you. Teachers will also be posting Learning Challenges through 
the website and Evidence for Learning.  

 

Westminster YouTube Channel  

https://www.youtube.com/channel/UC5whariGXvjcUydK0auAVug/featured 

We are please to announce the launch our new TWS YouTube channel.  We appreciate that it can 
sometimes be difficult to login to systems, get onto Microsoft Team or even have access to devices.  
YouTube can be accessed in a variety of ways including mobile phones, tablets including games consoles 
and also through your Smart TV or TV box such as Sky, Virgin, BT, NOW TV or Fire TV (Alexa).   

 

Oak National Academy  

https://classroom.thenational.academy/specialist  

The school will also be signposting individuals to specific resources as part of the remote learning offering.  
They will be contained videos referencing specific content or links from documents or from Evidence for 
Learning. There are some great resources on here in relation to specialist therapies which can be found 
here https://classroom.thenational.academy/specialist/therapies  

  

Online Socials through Teams  

https://teams.microsoft.com/ 

We will continue to maintain pupils coming together in online socials so they still feel connected to their 
peers and maintain contact with teaching staff.   This will also provide opportunities for functional 
communication while we are away from school. Timetables of these can be found on the class webpage and 
if you have any queries about this please mention in as part of your weekly pastoral phone call. We will be 
utilising Microsoft Teams for this which can be accessed in a variety of ways including: tables, mobile 
phones, laptops and games consoles such as Playstation and Microsoft xBox.     

Live Lessons through Teams 

https://teams.microsoft.com/ 

A timetable of live lessons will also be happening throughout the week.  To access these you will need to 
details of your Microsoft school account.  Please see the class webpage for further information about 
subject specific lessons particularly in the WestminStar pathway.    

Evidence for Learning 

mailto:services@westminster.sandwell.sch.uk
http://www.thewestminsterschool.co.uk/classgroups
mailto:firstname.lastname@westminster.sandwell.sch.uk
mailto:services@westminster.sandwell.sch.uk
https://www.youtube.com/channel/UC5whariGXvjcUydK0auAVug/featured
https://classroom.thenational.academy/specialist
https://classroom.thenational.academy/specialist/therapies
https://teams.microsoft.com/
https://teams.microsoft.com/


http://www.thewestminsterschool.co.uk/EFL  

The school will still be using evidence for learning for in a range of different ways including:  

- As a platform to upload evidence as a parent based on the work they have been completing at 

home.  This can be done in the form of a picture, video or even a written comment.   

- To send our personalised resources and challenges will also be posted and shared with you.  

- As a method of Communicating with the Teacher 

- As a way of continuing with physio programmes.   

Education City 

https://www.educationcity.com/  

Education City is a great resource and often students are able to access the content independently once 
they have had some support to log in to the system.  Teacher way also signpost learners to particular 
activities either in a Teams session or through resources for that week.  The logins have all be generated 
the format of the login can be found below.   

Username - firstname.lastname (e.g. Oliver.Flowers) 

Password – firstname (with a capital letter at the start – e.g. Oliver) 

To login to the system click on the login button at the top right hand corner of the webpage.   

Other resources 

Doodle Maths and BKSB - identified pupils have their logins and will be assigned work through the system 
for those it is relevant for.  https://www.doodlemaths.com/ and https://www.bksb.co.uk/  

Busy Things – https://www.busythings.co.uk/ This has been setup for identified young people. 

 BBC Platform - The BBC will also be launching new content on the TV from Monday 11 January 2021.  
Primary-school programming, including BBC Live Lessons and BBC Bitesize Daily, from 09:00 to 12:00 on 
CBBC or your TV or by going to https://www.bbc.co.uk/cbbc  

Open Theatre - Open Theatre online sessions will also run online throughout the week for identified 
groups.  

 

Engagement and Feedback  

As during lessons that take place in school feedback for work completed remotely will also consist of many 
forms. Feedback during live lessons and form socials will predominantly consist of verbal feedback from the 
teacher or support staff. Lessons may also be recorded so students who may be unable to attend the lesson 
can revisit key teaching points.  

It may also be appropriate for staff to complete written feedback during a live lesson using the ‘chat’ 
function on Microsoft Teams. Students who have performed well throughout the lesson may receive a 
reward badge. An example is below: 

 

 

 

 

 

 

 

 

 

 

 

http://www.thewestminsterschool.co.uk/EFL
https://www.educationcity.com/
https://www.doodlemaths.com/
https://www.bksb.co.uk/
https://www.busythings.co.uk/
https://www.bbc.co.uk/cbbc


 

 

Work uploaded onto Evidence for Learning will be recognised by staff and written feedback will be given.  

Virtual Praise Assemblies  

To recognise excellent work and engagement remotely a weekly virtual assembly will be available on the 
school website where students who have been nominated by staff will have their name read out and 
receive a certificate or small prize from the school shop.  

 

 

 

 

 

 

 

 

 

 


