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Statement of intent 
 
At St Peter’s CofE Academy, we understand the need to continually deliver high quality 

education, including during periods of remote working – whether for an individual pupil or 

many. We recognise the importance of maintaining high expectations in all areas of Academy 

life and ensuring that all pupils have access to the learning resources and support they need 

to succeed. 
 

Through the implementation of this policy, we aim to address the key concerns associated 

with remote working, such as online safety, access to educational resources, data protection, 

and safeguarding. 
 
This policy aims to: 

 
 Minimise the disruption to pupils’ education and the delivery of the curriculum. 

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

resources. 

 Protect pupils from the risks associated with using devices connected to the internet. 

 Ensure staff, parent, and pupil 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 remain happy, healthy, and supported during periods of remote 

learning. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



1. Legal framework 
 

1.1. 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 

• Coronavirus Act 2020 Provision of Remote Education (England)  

 
 

      This policy has due regard to national guidance including, but not limited to, 

the following: 
 

• DfE  ‘Keeping children safe in education’ 

• DfE  ‘Academy attendance’ 

• DfE ‘Special educational needs and disability code of practice: 0 to 25 years’ 

• DfE ‘Health and safety: responsibilities and duties’ 

• DfE ‘Health and safety for Academy children’ 

• DfE ‘Children missing education’ 

• DfE ‘Guidance for full opening: Schools’ 

 

 



2. Roles and responsibilities 
 

2.1. The Academy Council is responsible for: 
 

• Ensuring that the Academy has robust risk management procedures in place. 

• Ensuring that the Academy has a business continuity plan in place, where required. 

• Evaluating the effectiveness of the Academy’s remote learning arrangements. 
 

2.2. The Principal is responsible for: 
 

• Ensuring that staff, parents and pupils 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. 

• Overseeing that the Academy has the resources necessary to action the 

procedures in this policy. 

• Reviewing  the  effectiveness  of  this  policy  on  an  annual  basis  and 

communicating any changes to staff, parents, and pupils. 

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

remote learning. 

• Conducting   reviews   on   a weekly   basis   of   the remote   learning arrangements to 

ensure pupils’ education does not suffer. 

 
2.3. The Health and Safety Officer is responsible for: 

 

• Ensuring that the relevant health and safety risk assessments are carried out within the 

agreed timeframes, in collaboration with the  Principal. 

• Putting procedures and safe systems of learning into practice, which are designed to 

eliminate or reduce the risks associated with remote learning. 

• Ensuring that pupils identified as being at risk are provided with necessary information 

and instruction, as required. 

• Managing the effectiveness of health and safety measures through a robust 

system of reporting, investigating, and recording incidents. 

 
2.4. The Data Protection Officer (DPO) is responsible for: 

 

• Overseeing that all Academy-owned electronic devices used for remote learning 

have adequate anti-virus software and malware protection. 

• Ensuring all staff, parents, and pupils 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. 

• Overseeing that any ICT equipment used for remote learning is resilient and can 

efficiently recover lost data. 



2.5. The Designated Safeguarding Lead (DSL) is responsible for: 
 

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

during the remote learning period. 

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

learning is suitable for its purpose and will protect pupils online. 

• 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 Principal and other organisations to make alternate 

arrangements for pupils who are at a high risk, where required. 

• Identifying the level of support or intervention required while pupils learn remotely 

and ensuring appropriate measures are in place. 

• 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. 

 
2.6. The SENCO is responsible for: 

 

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

learning is accessible to all pupils and that reasonable adjustments are made where 

required. 

• Ensuring that pupils with EHC plans continue to have their needs met while 

learning remotely, and liaising with the Principal and other organisations to make 

any alternate arrangements for pupils with EHC plans and IHPs. 

• Identifying the level of support or intervention that is required while pupils with 

SEND learn remotely. 

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

effectiveness throughout the duration of the remote learning period. 

 
2.7. The Academy Business Manager is responsible for: 

 

• Arranging the procurement of any equipment or technology required for staff to 

teach remotely and for pupils to learn from home. 

• Ensuring value for money when arranging the procurement of equipment or 

technology. 

• Ensuring that the Academy has adequate insurance to cover all remote 

working arrangements. 

 
2.8. The ICT technicians are responsible for: 

 

• Ensuring that all Academy-owned devices used for remote learning have 

suitable anti-virus software installed, have a secure connection, can recover lost 

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



• 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. 

• Working with the  SENCO to ensure that the equipment and technology 

• used for learning remotely is accessible to all pupils and staff. 

 
2.9. Staff members are responsible for: 

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

• Reporting any health and safety incidents to the health and safety officer and asking 
for guidance as appropriate. 

• 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 Principal. 

• Reporting  any  defects  on  Academy-owned  equipment  used  for  remote learning 

to an ICT technician. 

• Adhering to the Staff Code of Conduct at all times. 

• Providing feedback to students in accordance with section 7 of this policy 

• Ensuring work is uploaded onto Teams by specified deadlines and meets minimum 

expectations outlined in most up to date Remote Learning Guidance document 

provided to all staff (see appendix 1) 

 
 

2.10. Parents are responsible for: 
 

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

• Ensuring their child is available to learn remotely and that work set is completed on 
time and to the best of their child’s ability. 

• Reporting any technical issues to the Academy as soon as possible. 

• Ensuring that their child always has access to remote learning material. 

• Ensuring their child uses the equipment and technology used for remote learning 

as intended. 

  
 

2.11. Pupils are responsible for: 
 

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

• Ensuring they are available to learn remotely and that their work is completed on 

time and to the best of their ability. 

• 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 work they have been set. 

• Ensuring they use any equipment and technology for remote learning as intended. 

 



3. Delivery 
 

Learning materials 
 

3.1. For the purpose of providing remote learning, the Academy may make use of: 
 

• Work booklets 

• Email 

• Past and mock exam papers 

• Online learning portals e.g. Teams/Cloud Design Box 

• Educational websites 

• Reading tasks 

• Live webinars 

• Pre-recorded video or audio lessons 

• Other appropriate printed resources (e.g. textbooks/workbooks)    particularly but not 
exclusively for those without online access 

 

              3.1a     Lessons will predominantly be delivered via Teams and the Academy will ensure                                                                                 
.                        staff and students are fully versed in the use of said platform 
 

 
3.2. Teachers will review the DfE’s list of online education resources and utilise 

these tools as necessary, in addition to existing resources. 
 

3.3. Reasonable adjustments will be made to ensure that all pupils have access to 

the resources needed for effective remote learning. 
 

3.4. Lesson plans will be adapted to ensure that a well sequenced curriculum 

ensuring knowledge and skills are built incrementally remains for all subjects 

and is fully accessible via remote learning, wherever this is practicable – 

where this is not practical, the Academy will ensure pupils can catch up on 

these areas of the curriculum when they return to Academy and suitable on 

line resources to support general development in these subject areas will be 

made available. The curriculum diet offered to students will align with the 

curriculum as outlined in faculty intent documents. Where adaptions are made 

to this intent an appendix will be added to Intent documents to clearly outline 

the rationale for any change. 
         

3.5. Teaching staff will liaise with the  SENCO and other relevant members of staff 

to ensure all pupils remain fully supported for the duration of the remote 

learning period. 
 

3.6. Any defects or issues with remote learning resources will be reported as soon 

as possible to the relevant member of staff. 
 

3.7. Pupils will be required to use their own or family-owned equipment to access 

remote learning resources, unless in exceptional circumstances the Academy 

agrees to provide or loan equipment, e.g. laptops which must be returned at 

the end of any period of remote learning 
 

3.8. Pupils and parents will be required to maintain the upkeep of any equipment 

they use to access remote learning resources. 
 

3.9. Teaching staff will oversee academic progression for the duration of the remote 

learning period and will mark and provide feedback on work in line with section 

7 of this policy. 
 

https://www.gov.uk/government/publications/coronavirus-covid-19-online-education-resources


3.10. The arrangements for all classes, e.g. webinars, will be communicated 

via email or Teams, and regular updated guidance will be issued to staff 
 

3.11. The  ICT technicians are not responsible for providing technical support for 

equipment that is not owned by the Academy. 

 

3.12.  The Academy will ensure that a minimum 5 hours a day of meaningful and   

ambitious work is set daily covering the full timetable (additional work may be 

set for those working towards formal qualifications this year). The Remote 

Learning Lead (Assistant Principal for T&L) will monitor lessons weekly to 

ensure minimum expectations are met and the quality of lessons continued to 

be monitored in line with academy 13 week cycles. The Remote Learning 

Lead will report weekly to SLT and HOF. (An example of this feedback can be 

found in Appendix 3) 

 

3.13 Engagement of all students will be monitored by staff  

 



Food provision 
 

3.12. The Academy will signpost parents via  letter or email towards additional 

support for ensuring their children continue to receive the food they need, e.g. 

food banks. 
 

3.13. Where applicable, the Academy may provide the following provision for 

pupils who receive FSM: 
 

• Keeping the Academy canteen open during lunchtimes 

• Making food hampers available for delivery or collection 

• Providing vouchers to families 
 

 
Costs and expenses 

 

 
3.14.  The Academy will not contribute to any household expenses incurred while 

pupils learn remotely, e.g. heating, lighting, or council tax. 
 

3.15.  The Academy will not reimburse any costs for travel between pupils’ homes 

and the Academy premises. 
 

3.16.   The Academy will not reimburse any costs for childcare. 
 

3.17.  If a pupil is provided with Academy-owned equipment, the pupil will sign and 

adhere to the Online Safety/Acceptable Use Agreement prior to commencing 

remote learning. 
 

4. Online safety 
 

4.1. This section of the policy will be enacted in conjunction with the 
Academy’s 

Online Safety Policy. 
 

4.2. Where possible, all interactions will be textual and public. 
 

4.3. All staff and pupils using video communication must adhere to Academy 
expectations outlined in our Remote Learning Agreement (see appendix 2).



                4.4.    All staff and pupils using audio communication must: 

 
• Use appropriate language – this includes others in their household. 

• Maintain the standard of behaviour expected in Academy. 

• Use the necessary equipment and computer programs as intended. 

• Not record, store, or distribute audio material without permission. 

• Ensure they have a stable connection to avoid disruption to lessons. 

• Always remain aware that they can be heard. 

 
4.5. Pupils not using devices or software as intended will be disciplined in line with 

the  Behaviour for Learning Policy. 
 

4.6. The Academy will risk assess the technology used for remote learning prior to 

use and ensure that there are no privacy issues or scope for inappropriate 

use. 
 

4.7. The Academy will ensure that all Academy-owned equipment and technology 

used for remote learning has suitable anti-virus software installed, can 

establish secure connections, can recover lost work, and allows for audio 

and visual material to be recorded or downloaded, where required. 
 

4.8. The Academy will communicate to parents via  letter or email about any 

precautionary measures that need to be put in place if their child is learning 

remotely using their own/family-owned equipment and technology, e.g. 

ensuring that their internet connection is secure. 
 

4.9. In exceptional circumstances the Academy will be responsible for 

providing access to the internet off the Academy premises but will not be 

responsible for providing online safety software, e.g. anti-virus software, on 

devices not owned by the Academy. 
 

5. Safeguarding 
 

5.1. This section of the policy will be enacted in conjunction with the 

Academy’s Safeguarding and Child Protection Policy 
 

5.2. The DSL and  Principal will identify ‘vulnerable’ pupils (pupils who are 

deemed to be vulnerable or are at risk of harm) via risk assessment prior to 

the period of remote learning. 
 

5.3. The  DSL will arrange for regular contact to be made with vulnerable pupils, 

prior to the period of remote learning. 
 

5.4. Phone calls made to vulnerable pupils will be made using Academy phones 

where possible. 
 

5.5. The DSL will arrange for regular contact with vulnerable pupils, with additional 

contact, including home visits, arranged where required. 



5.6. All contact with vulnerable pupils will be recorded electronically and suitably 

stored in line with the  Records Management Policy. 
 

5.7. The  DSL will keep in contact with vulnerable pupils’ social workers or other 

care professionals during the period of remote working, as required. 
 

5.8. All home visits must: 
 

• Have at least  one suitably trained individual present. 

• Be undertaken by no fewer than two members of staff. 

• Be suitably recorded on paper and the records stored so that the DSL has access to 

them. 

• Actively involve the pupil. 
 

 
5.9. Vulnerable pupils will be provided with a means of contacting the  DSL, their 

deputy, or any other relevant member of staff – this arrangement will be set up 

by the  DSL prior to the period of remote learning. 
 

5.10. The  DSL will meet (in person or remotely) with the relevant members of staff 

to discuss new and current safeguarding arrangements for vulnerable pupils 

learning remotely. 
 

5.11. All  members  of  staff  will  report  any  safeguarding  concerns  to  the  DSL 

immediately. 
 

6. Data protection 
 

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

 

6.2. Staff members will be responsible for adhering to the GDPR when teaching 

remotely and will ensure the confidentiality and integrity of their devices at all 

times. 
 

6.3. Sensitive data will only be transferred between devices if it is necessary to do 

so for the purpose of remote learning and teaching. 
 

6.4. 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. 
 

6.5. Parents’ and pupils’ up-to-date contact details will be collected prior to the 

period of remote learning. 
 

6.6. All contact details will be stored in line with the  Data Protection Policy and 

retained in line with the Records Management Policy. 
 

6.7. The Academy will not permit paper copies of contact details to be taken off 

the Academy premises. 
 

6.8. Pupils are not permitted to let their family members or friends use any 

Academy- owned equipment which contains personal data. 



6.9. Any breach of confidentiality will be dealt with in accordance with the    
Academy’s Data Protection Policy. 

 

6.10.  Any intentional breach of confidentiality will be dealt with in accordance with the 

Academy’s Behaviour for Learning Policy  
 

7. Marking and feedback 
7.1. Engagement Feedback will be provided for each lesson, with engagement for 
each lesson graded 1-4 (full details can be found in T&L Expectations – Appendix 1). 
 
7.2      Progress and Attainment Assessments will continue as per calendar for PMA 
and QMA in line with Academy Calendar, this will provide a formal assessment for 
each subject in every year half termly 

 

 
7.3. The Academy expects pupils and staff to maintain a good work ethic and a 

high quality of work during the period of remote learning. 
 

7.4. Pupils are accountable for the completion of their own work – teaching staff 

will contact parents if their child is not completing their work or their standard of 

work has noticeably decreased. 
 

7.5. Work that cannot be completed for genuine reasons will be completed when 

the pupil returns to Academy. 
 

7.6. Teaching staff will monitor the academic progress of pupils with and without 

access to the online learning resources and discuss additional support or 

provision with the  Principal as soon as possible. 
 

7.7. Teaching staff will monitor the academic progress of pupils with SEND and 

discuss additional support or provision with the  SENCO as soon as possible. 

 

7.8      The Academy will monitor engagement of students regularly and consult with 

parents where engagement is a concern. (see Appendix 4) 

 

7.9 The Academy will introduce Remote Learning Progress Days at regular 

intervals to provide a focus on staff contacting students to provide mentoring 

and support during any extended period of Remote Learning.  

 

8.0      Rock Tutors will make regular contact home to review overall progress and 

engagement.  

8. Health and safety 
 

8.1. This section of the policy will be enacted in conjunction with the Academy’s 

Health and Safety Policy. 
 

8.2. Teaching staff and  ICT technicians will ensure pupils are shown how to use 

the necessary equipment and technology safely and correctly prior to the 

period of remote learning. 
 

8.3. If using electronic devices during remote learning, pupils will be encouraged to 

take a five minute screen break every two hours. 
 

 . Academy day 
 



9.1. Pupils will carry out remote learning throughout the course of the day at their 

discretion. 
 

9.2. Pupils  are  encouraged  to  take  regular  breaks  when  completing  remote 

learning. 
 

9.3. Pupils with SEND or additional medical conditions who require more regular 

breaks, e.g. sensory breaks, are not expected to do work during their breaks. 
 

9.4. Pupils who are unwell are not expected to complete remote learning until they 

are well enough to do so. 
 

10. Communication 
 

10.1.   The Academy will ensure adequate channels of communication are arranged 

in the event of an emergency. 
 

10.2. The Academy will communicate with parents about remote learning 
           arrangements as soon as possible. 

 

10.3. The  Principal will communicate with staff as soon as possible via  email 

about any remote learning arrangements. 
 

10.4.   Members of staff involved in remote teaching will ensure they have a working 

mobile device that is available to take phone calls during their agreed working 

hours. 
 

10.5.  The Academy understands that pupils learning remotely have the right to 

privacy out-of-hours and should be able to separate their Academy and home 

lives – communication is only permitted during Academy hours. 
 

10.6. Members of staff will have regular contact with their line manager. 
 

10.7.   Parents and pupils will inform the relevant member of staff as soon as possible 

if work cannot be completed. 
 

10.8. Issues with remote learning or data protection will be communicated to the 

Academy as soon as possible so they can investigate and resolve the issue. 
 

10.9.   Teachers will keep parents and pupils informed of any changes to the remote 

learning arrangements or the work set. 
 

10.10.  The Vice-Principal will regularly review the effectiveness of communication and 

ensure measures are put in place to address gaps or weaknesses in 

communication. 
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11. Monitoring and review 
 

11.1.   This policy will be reviewed on an annual basis by the Vice- Principal. 
 

11.2.  Any changes to this policy will be communicated to all members of staff 

and other stakeholders. 

 
12.        Appendix List 
 
Appendix 1 T&L Guidance 
Appendix 2 Remote Learning Agreement  
Appendix 3 Lesson Monitoring 
Appendix 4 Engagement Tracking  
 
 
 
 
Appendix 1 
 
Teaching and Learning Guidance 
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Before you start  

  
1.) You need to activate your team – you only need to do this once. The pupils won’t be 

able to see anything you post until you have done this  

  



 

 

  

18  

  

   

 
  

  

2.) We recommend that in the initial rung you mute the pupils, if you do not do this 

pupils will be able to post freely in the teams channels and you will be required to 

  
  

    
  
  
  
  
  
  
  
    
  
  
  
  
  
  
  
  
  
  
      
  
  
  
  
  
  
  
  
  
  

Select the Class you want    

Click on Activate     

Click on Activate     

Once you press OK the pupils will have  

access to all material in that team    
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monitor this, and report anything concerning as usual. This is a quick 

process so you can unmute them when you are able to monitor e.g. during the lesson 

timetabled slot/office hours  

  

 
  

  

Once this is done all students will have a purple tick next to their names. This takes effect instantly 

and can be unticked if you wish for them to post comments. You are also able to mute individuals.   

  

  

  
  

  
  

  

Open the team menu using the 3 dots, Select manage  

Expand the Members and guest list    

Select the Mute Students Box    
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Teaching and Learning Minimum Expectations   
Lessons Must be set through Assignments, there is guidance in Appendix 1.   

When Setting Assignments please ensure that you set it out of 4 points.   

Feedback  

The minimum expected feedback is to provide a number grade for each student in your class for all 

assignments set on teams.   

0 - Nothing submitted by the deadline or a document submitted with no work completed  

1 – Very minimal amount of work completed with minimal effort  

2- Some effort but not meeting expectation   

3 - Meets expectation  

4 - Exceeds Expectation  

  

Written feedback in the box provided, as is annotating work, is optional but recommended to 

support students correcting misconceptions.   

  

Please refer to appendix 3 for how to use the teams feedback function. All submitted work must 

receive this number grade, you can add additional feedback to work if you wish.      

Lessons  
There must be a lesson for each assignment on your timetable. Multiple lesson should not be set on 

one assignment and each lesson should have some new content/learning  

Each lesson must have something for the pupils to submit – even if this is just a blank word 
document for pupils to write their answers on.   

Lessons should contain   

- Video Introduction (This should be delivered by the member of staff who teaches 
the lesson) -  Independent work   

- Resources to support checking of work  

- Plenary (Optional)   

  

If you have set work to be completed on an online learning platform such as Mathswatch, EDUCAKE 

or SENECA etc you must still provide an introduction with modelling and instructions and a link to 
work you want them to complete. You must also log the 0 – 4 on Teams in the feedback function. 

The same applies to quizzes set on FORMs.   

  

If you have not uploaded the resources directly to the assignment you must provide the link for 

pupils in the assignment, with the location of the resources on teams – not just “in class materials”   

  

For Staff who are struggling to compress their files to 50MB. A YouTube channel can be used to 
upload the videos of your lessons. If this is being used then all videos that you are uploading to 
YouTube need to be uploaded as “unlisted” videos.  This allows you to share a link to your video 
lesson but doesn’t allow the video to be used publicly and it is advisable to have comments turned 
off. JVA can provide additional information and support for staff wishing to do this.   
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Video Introduction   

Staff recorded video outlining the following   

- Learning Objectives/Outcomes   

- Intent   

- Modelled example of how to complete work   

- Any other guidance that would be required to complete the task  

While there is no strict guideline on the duration of the introduction we recommend that this 
portion takes between 10 and 15 minutes to allow pupils to complete the independent work.   

All introductions will be a recorded. This can easily be done using power-point but you may wish to 

complete this in form of your whiteboard as an alternative method.   

Power-point will allow you to record your introduction using visual of your slides and audio of your 

explanation only OR visual of the slides and you, as well as audio of your explanation. You can also 

alternate at any point between these two options while delivering the introduction.   

Please refer to appendix 2 for guidance on how to do this   

Independent work   

  

When you have completed your introduction, you should set work for the students to complete 

independently.  

  

Set pupils tasks that can be completed independently and should take around 30 minutes. Please 

note that independent work will take students longer when working remotely. You need to consider 

this when setting the tasks.    

  

Independent work should be directly related to the explanation and modelling of work completed in 

the introduction. This is to ensure that students can access the work with confidence.   

  

Resources to support checking of work  

All lessons should allow time for the students to check their work. To enable students to complete 

this they should have access to the answers for the work they have completed. Answers can be 
provided through a mark scheme, answer sheet or a recorded power-point of you running through 

the answers.   

There is an expectation that students will mark their work and make improvement where necessary.   

Pupils need to then submit these via teams.   

Plenary (Optional)  

If staff wish to complete a plenary it should be recorded in the same fashion as the introduction.    
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Setting Assignments Key Points  
  

1.) There must be one assignment per lesson on your Timetable   

2.) Each lesson must be set with the Date – Period – Title  (and teacher name if it is a 

shared class or a Caring group) e.g. Jan 7 – P2 – Percentage – Mr Weeks   

3.) Instructions must provide pupils with clear details about what is required to meet 

expectations   

4.) Every assignment should have something for pupils to submit – even if this is just a 

blank word document they can edit with their answers etc  5.) Links must be provided for 

documents stored in TEAMs  

6.) Every Assignment should be out of 4 points.   

7.) Every assignment should be scheduled for 8am on the day that pupils need to 

complete the work   

8.) You should require students to complete and submit their work prior to their next 

lesson   

9.) Every assignment should have a late cut off point of 1 month after the submission 

date  

10.) You need to set assignments for pupils who may be added to the teams in the future 

(please see Appendix 4 or CS for help with this)  

  

  

  

Live Lessons   
  

Live lessons are not currently mandatory but if you would prefer to complete these then this is fine, 
but you must follow the following guidance.   

  

1.) These lessons must be recorded and added to a folder for the team so pupils who 
can not attend will be able to view these at a later date.   

2.) As these are being recorded all pupils must have both their camera and microphone 
turned off.   

3.) If pupils wish to ask questions they must post them in the chat and you can read 
them out, with out referencing the pupils name.   

4.) Each Live lesson must have an accompanying assignment titled LIVE – date – Period 

– Staff member. This does not need to have any resources (unless there is something you 
want them to submit off the back of the lesson) but MUST be scored out of 4 points. At the 

end of the live lesson you must complete the scores out of 4 points for each pupil – giving a 
0 to pupils who don’t attend and a 3 or 4 for pupils who do.   
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If you wish to have pupil’s cameras and microphones on for a more discussion-based lesson then this  
cannot be recorded and so must be classed as a “drop in”. A full assignment that meets the usual 
criteria must also be uploaded in addition to this for each drop-in session that you do.   
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 How to set an Assignment  

     

Teams  –   Creating an Assignment     

Within the team, click on Assignments in the top bar.   

Click on create, and then select assignment.    

Once you fill in all the required information, the assign  

button will be highlighted. You can set the same  

assi gnment to more than one class, but you must be an  

owner of that class.    

If you want to set an assignment for the future, click  

the edit button at the very bottom .   

  

  

  

Due date is the date you want students  

to hand in the assignment by.    

  

Close date  means that students will not  

be able to upload any work to that  

assignment after that date   

  

This MUST be set to 4 Points   
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APPENDIX 2  How to Record your Introduction PowerPoint  
You need version 2019 of PowerPoint to access this function – the majority of staff have this already 
but if you do not please take your laptop to Paul O’Neil who will be able to update it – this will take 

roughly 20 minutes   

 

  

This will bring up the recording screen   

  

  

Click on the Slide show tab at the top of the  

page   

Select where you want to re cord from    
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APPENDIX 3  Giving Feedback    
  

Teams – Marking and Giving Feedback on an Assignment   

  
  

These buttons will  

toggle on or off the  

video    

Once you are happy with your settings you can record  

here   

These tools can be used to  

annotate on the PowerPoint    

Once you have completed recording and annotation  

of your PowerPoint this will save as part of the slide  

and will play when pupils open it up on teams    
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For example, if a student uploads their word as a Word document, you can mark 

the document, add in annotations on their document as well as typing in the 

feedback box above. Click on the return button and the student will get the 

assignment back and can read and act on the feedback given.   

  

  When Setting Assignments please ensure that you set it out of 4 points.  
   

  The minimum expected feedback is to provide pupils with a 3 if the 

work   they have submitted meets expectation and a 4 if the work submitted 

Click on Assignments tab, and  

under Assigned you will see a  

list of the tasks you have set,  

when it was  due in, how many  

students have submitted the  

work and how many you have  

reviewed and given feedback  

for. Click on the assignment .   

  

Click on handed in to view the  

assignment and to give feedback.  

In this assignment, the student  

has uploaded a picture of   their  

work. Students can upload their  

work in an digital way for  

example in Word or a picture   
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exceeds expectation. All submitted work must receive this number grade but 

you can add additional feedback to work if you wish.  

Appendix 4  How to set work for future students   
  

Please be aware when setting assignments that it is important to set them so that students added to 
class in the future receive the assignments.  

  

This is really important as when we have new starters they will receive no assignments if this is left 

on default.  

  

To do this simply click on the Edit circled below:  

  

   
  

  
Appendix 2 – Agreement  
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Online Remote Learning Responsible User Agreement 
Expectations and requirements during remote learning 

 

Expectations 

These expectations are a basic outline of the principles for remote working. Please ensure that you 

read them carefully. If you have any questions relating to this agreement, please contact the office 

at St Peter’s Academy.  

 

✓ I will only use technology for Academy purposes as instructed to by a member of staff  

✓ I will make sure that my parent/carer knows I am using technology for remote learning  

✓ I will not share my passwords with anyone  

✓ I will behave appropriately when remote learning 

✓ I will use appropriate language when remote learning 

✓ I will make sure that all my communication with others is responsible and sensible  

✓ I will not deliberately browse, download, upload or share anything that could upset anyone 

or is illegal.  

✓ If I accidentally come across anything inappropriate I will report it immediately to a member 

of staff and/or my parent/carer  

✓ I will not record or take photos or screenshots during online sessions  

✓ I will make sure that the camera is switched off in online lessons unless I am told to turn it 

on by a member of staff 

✓ I will take part in TEAMS meetings somewhere that is as quiet, safe and free from 

distractions as possible.  

✓ If I have to take part in a TEAMS meeting from a bedroom, I will use a background filter or 

will turn my camera off. 

✓ I will be dressed appropriately 

✓ I will be on time for remote sessions and will pay attention  

✓ I will be patient and respectful with staff and other students  

✓ I will finish the session when a member of staff tells me to 

✓ I understand that my use of TEAMS can be monitored by staff 

✓ I understand that these expectations are here to keep me safe.  

✓ I understand that if I do not follow these expectations Academy sanctions will be applied and 

my parent/carer will be contacted 
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The Academy expects all students to follow these guidelines. If, for any reason, this is a problem 
please contact the Academy safeguarding team. 

 
 
 
 
Appendix 3 – Lesson Monitoring  
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Faculty Colour Map  

 
Colour Reason Definition 

 Above Expectation Lesson was planned above guidance expectation 

 Meets Expectation Lesson was in-line with guidance expectations 

 Expectation Missing Lesson was missing key guidance expectations, for example, video/audio introduction, correctly 
labelled lesson, assignment score or editable student resource.  

 Lesson late/Missed Lesson on Teams after lesson started or not uploaded 

 Live Lesson  

 

 

 

Teams Device Usage  
This information is included to show what devices are being used to access teams so it can be 
considered when planning lessons and how easy they are to access on different devices  
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Top 20 Active Class Teams  

This information is included so you can ensure staff are monitoring these teams to ensure they are 

being used for the correct purpose and also to find areas of best practice for pupils’ engagement.  

Core PE 09 Hamilton 2020 

English 11 Atwood 2020 

Geography 10 Amazon 2020 

Theology 09 Fry 2020 

GCSE PE 09 Grainger 2020 

Sports Science 11 Smith 2020 

English 07 Narayan 2020 

Theology 07 Liddell 2020 

Geography 11 Sahara 2020 

Geography 08 Versuvius 2020 

Geography 11 Amazon 2020 

Maths 07 Turing 2020 

Geography 07 Nile 2020 

Science 08 Avogadro 2020 

English 11 Achebe 2020 

English 09 Chang 2020 

Geography 07 Amazon 2020 

Rock 10 Revere 2020 

History 07 Saxon 2020 

English 10 Narayan 2020 
 
 
 
 
 
 
 
Appendix 4  
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