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1. INTRODUCTION  
 
In the event of a school closure, the school is committed to providing 
continuity of education to its students and will do so through a process of remote 
(online) learning. Extensive remote learning would apply particularly in a situation in 
which the school is closed for an extended period of time, but a high proportion of 
learners and teachers are healthy, and able to work as normal from home. This policy does 
not normally apply in the event of short-term school closures (e.g. as a result of inclement 
weather) or a short-term student absence. 
 
Remote learning may also be appropriate in situations when students, in agreement 
with the school, have a period of absence but are able to work at home, at least to 
some extent. This may apply in cases such as exclusion from school, or longer term 
illness, assuming learners are able to complete schoolwork at home. Another relevant 
instance would be if, following an infectious disease outbreak, students are self-isolating at 
home but are not suffering with relevant symptoms. 
 
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 
learners on holiday during term time. Similarly, this would apply if parents made the 
decision, without prior agreement with the school, to absent their child from school ‘as a 
precaution’, against official guidance, in the event of an outbreak of infectious disease.   
 
This remote learning policy for staff aims to: 

• Ensure consistency in the approach to remote learning for students 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  
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2. ROLES AND RESPONSIBILITIES  

Teachers 

When providing remote learning, teachers must be available between 8:30am and 3:45pm.  

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. Staff 
should call the school office by 7:30 am, leave a voicemail if no one is available to speak to 
and follow with an email to their line managers.  

When providing remote learning, teachers are responsible for: 

• Setting work  

o For all students and groups they are timetabled to teach during the period of 
closure. For student who are unable to access virtual learning paper copies will 
be provided.  

o Teachers will need to set appropriate amounts of work for the number of 
lessons for each group e.g. Maths/English 4 lessons worth per group per week, 
Art 2 lessons worth per group per week.  

o Work assignments should be uploaded to the school website home learning 
page.  

o In conjunction with the uploaded assignments Teachers will be expected to run 
virtual sessions with their groups using the platform ‘Bramble’.  

o Teachers will provide a variety of methods for students to record their learning 
(for example, typing into a document, taking a photograph of learning, videos 
etc) The teacher will choose which method is appropriate for the assignment 
and will provide clear instructions.  

o All teachers should pay due care to the nature of tasks set, so that learners 
have a range of activities to complete at home and are not exclusively working 
on a screen.  

o If parents ask for additional work beyond that set as part of the requirements 
above, subject areas should have a bank of general resources available (using 
Oak Academy resources) and point students and parents in that direction. 

• Providing feedback on work  

o Teachers will need to mark work submitted by the students using the criteria 
set out in the marking and assessment policies.  

o These can either be submitted through ‘Bramble’, via email or postal returns 
for paper copies of work.  

o Teachers are responsible for providing constructive feedback to their learners 
in a timely manner 

• Attending virtual meetings with staff, parents and pupils  

o Unless there are extenuating circumstances, teachers will be expected to be 
contactable remotely by colleagues, learners and parents. 
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o Teachers also should ensure their communication with learners does not 
encourage unhelpful work habits. All communication should take place during 
usual office hours, with no expectation for colleagues to read or respond to 
emails after 4.30pm, although responses should be made to electronic 
messages within one working day in normal practice. 

o For those who are on part-time contracts, communication is expected only on 
the days on which they would usually work.  

o All contact should take place through school emails, anonymised phone calls or 
through MS teams.  

Support Staff (LSA’s and Skills Coaches) 

When assisting with remote learning, teaching assistants must be available between 8:30am 
and 3:45pm.  

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. Staff 
should call the school office by 7:30 am, leave a voicemail if no one is available to speak to 
and follow with an email to their line managers.  

When assisting with remote learning, teaching assistants are responsible for: 

• Phone calls to students accessing remote learning to ensure work is appropriate.  

• Phone calls to students to support with pastoral care 

• Contacting students that are not completing work to address any barriers to this 

• Attending virtual meetings with staff, parents and students  

o Unless there are extenuating circumstances, support staff will be expected to 
be contactable remotely by colleagues, students and parents. 

o Support staff also should ensure their communication with learners does not 
encourage unhelpful work habits. All communication should take place during 
usual office hours, with no expectation for colleagues to read or respond to 
emails after 4.30pm, although responses should be made to electronic 
messages within one working day in normal practice. 

o For those who are on part-time contracts, communication is expected only on 
the days on which they would usually work.  

o All contact should take place through school emails, anonymised phone calls or 
through MS teams.  

Senior leaders 
Senior leaders are responsible for: 

• Co-ordinating the remote learning approach across the school  

• Ensure staff training for remote learning has taken place, a ‘how to’ guide to train students how 
to use Bramble and also a crib sheet for parents. 

• Monitoring the effectiveness of remote learning – such as through regular meetings with teachers 
and support staff, reviewing work set and obtaining feedback from students and parents 

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

The DSL is responsible for: 

• Liaising with the LA, Social Services, Police, Clinical Commissioning Groups (CCGs) 
and other agencies on individual cases of suspected or identified abuse – in 
Hillingdon referrals should be made through the Multi-Agency Safeguarding Hub 
(MASH) 

• Acting as the contact person/s within the school (this may be delegated to other 
members of the Safeguarding Team with the approval and supervision of the 
Designated Safeguarding Lead) 

• Acting as the first point of contact for any drug-related activity (please refer to the 
Substance Misuse Policy for further details) 

• Co-ordinating action within the school on safeguarding issues, including the 
proactive identification and management of early intervention 

• Liaising with staff on a ‘need to know’ basis so that students’ rights to confidentiality 
are ensured 

• Calling multi-agency Best Interest meetings where appropriate 

• Referring cases where a crime may have been committed to the Police as required 

• Being aware of students who have a social worker 

• Supporting staff involved in reporting incidents. 

• Ensuring the Safeguarding Team is up to date in terms of training and is fully 
involved and supported in decisions made.  

• Ensure staff teams are aware of how to identify and respond to risks to children and 
young adults from extreme or radical views.  

• Discuss concerns and support colleagues to arrive at effective responses within the 
confidentiality of the Safeguarding Team. 

IT Staff 

IT staff are responsible for: 
• Fixing issues with systems used to set and collect work 

• Helping 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 

• Assisting pupils and parents with accessing the internet or devices 

Students and Parents 
Staff can expect students learning remotely to: 

• Be contactable during the school day  

• Complete work to the deadline set by teachers 

• Seek help if they need it, from teachers or support staff 

• Alert teachers if they’re not able to complete work 
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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 

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

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: 

• Issues in setting work – Teaching and Learning leads 

o Neesha Sohun – nsohun@yphub.org 

o Michelle Brookes – mbrookes@yphub.org 

• Issues with behaviour – Pastoral Lead or Key Stage Co-ordinator 

o Kola Odeniyi – kodeniyi@yphub.org 

o Wendy Bevis (KS3) – wbevis@yphub.org 

o Maureen Marryshow (KS4) – mmarryshow@yphub.org  

• Issues with IT – IT Helpdesk 

o ypa_ithelpdesk@orchardhill.it  

• Issues with their own workload or wellbeing – line manager or employee assistance 
programme  

o FREEPHONE: 0800 030 5182 
o Website: www.healthassuredeap.com  
o Username: ORCHARD Password: HILL 

• Concerns about safeguarding – DSL/Deputy DSL  
o Isobel Calliby – icalliby@yphub.org 
o Clare Bailey – cbailey@yphub.org 
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4.  DATA PROTECTION 
Accessing personal data 
When accessing personal data for remote learning purposes, all staff members will: 

o Be able to access SIMs through remote access (Parallels)  

o Use school provided devices where possible 

Processing personal data 
Staff members may need to collect and/or share personal data such as phone numbers and 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. 

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

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 
For more detailed safeguarding information please see the COVID-19 safeguarding annex. 

 

6.  MONITORING ARRANGEMENTS 
This policy will be reviewed annually by the senior leadership team. At every review, it will be 
approved by the Principal 

 

7.  LINKS WITH OTHER POLICIES 
This policy is linked to our: 
• Behaviour policy 

• Child protection policy and coronavirus annex to our child protection policy 

• Data protection policy and privacy notices 

• ICT and internet acceptable use policy 

• Online safety policy 

• Marking and assessment policy 
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8.  REMOTE LEARNING FLOW CHART 
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