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1. Aims 
This policy is to ensure the ongoing education of QE students under unusual circumstances.  This policy sets 
out protocols for remote teaching and learning that may need to be implemented in the event of school 
closure due to illness, epidemic, extreme weather, power-loss etc.  It also covers the ongoing education of 
students who cannot be in school but are able to continue with their education when the school remains fully 
open. 

This remote learning policy for staff aims to: 

• Ensure consistency in the approach to remote learning for pupils who are not in school 

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

• Provide appropriate guidelines for data protection 

Queen Elizabeth’s School will be proactive in ensuring that: 

• Students receive training sessions to enable them to access learning in the Virtual School 

• Staff are trained in the use of applications used for remote teaching including Microsoft Teams 

• Parents and students are made aware in advance of the arrangements in place for the continuity of 
education 
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2. Roles and responsibilities 

2.1 Teachers 

As far as is possible we will aim to replicate the timetable that students follow in a normal school day.  
Scheduled lessons and independent study work will be set by teachers to ensure that all students have at 
least 5 hours of learning per day. 

• Teachers must ensure that all lessons have been scheduled in the Meet Now function of Microsoft 
Teams by Friday 5.30pm, prior to their delivery the following week   

• Assignments for students should be scheduled in MS Teams for 8am each day. The title should be 
prefixed by VS and include the day, lesson and subject. The due date for the lesson should be the 
same as the set date with clear instructions regarding which tasks are for completion and/or 
submission 

• Teachers will identify patterns of poor engagement and work submission and maintain a central 
record of student engagement in ClassCharts 

Individual teachers will decide how many ‘live’ lessons will be delivered across a week.  It is recommended 
that when a live meeting is used in Teams, that it is no more than 30 minutes in duration followed by 
independent study.  Teachers will keep a record of students who attend a live Teams meeting. 

‘Live’ teaching includes a range of direct instruction strategies such as: 

• Teachers narrating a PowerPoint presentation or other visual resource either pre-recorded or live in 
the lesson 

• Teachers starting and ending a lesson with students all present in a Teams meeting 
• Teachers asking students to complete tasks during a Teams meeting with their cameras off and 

microphones muted 
• Teachers using remote curriculum resources published by other organisations or individuals 

It is recommended that lessons are structured around a brief knowledge retrieval task (low stakes quiz), 
include direct teacher instruction, student practice tasks and end with a lesson review or an exit ticket task 
based on the content covered. 

During the first week back to school following a period of prolonged remote learning, teachers will deliver a 
super teaching/feedback lesson which will address gaps in knowledge identified from student submissions. 

When providing remote learning teachers are responsible for: 

Key Stage 3 Provision 

• Lessons should be planned for 60 minutes with a challenge task that takes learning up to 90 minutes 
(under a 3-period day)  In addition, students will be centrally provided with on-line revision materials 
and a 25 mark attainment quiz in each subject 

• All lessons should allow for a submission of work in Microsoft Teams, for example either through an 
upload or completion of a quiz  

• Teachers will use a range of feedback to students including acknowledging submissions with a brief 
comment about effort or participation, whole class feedback, individual feedback either verbally during 
live teaching episodes or through Assignment, Chat, Forms quizzes or other digital learning platform 

• Formative and summative assessments should follow existing teaching and learning cycle curriculum 
plans, where possible 
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Key Stage 4 and Key Stage 5 Provision 

• Lessons should be planned for 90 minutes with an additional minimum 30 minutes structured 
independent study (under a 3-period day)  In addition, KS4 students will be centrally provided with on-
line revision materials and a 25 mark attainment quiz in each subject 

• For KS4 Option subjects, the minimum expectation will be that students submit one high quality piece 
of work in Microsoft Teams per fortnight. Feedback will be provided on the submissions by the class 
teacher 

• For KS4 Core subjects and KS5 subjects, the minimum expectation is that students submit two high 
quality pieces of work in Microsoft Teams per fortnight. Feedback will be provided on the submissions 
by the class teacher 

• Formative and summative assessments should follow existing teaching and learning cycle curriculum 
plans where possible 

Engagement, attainment and reporting to parents in the Virtual School 

Teachers will report on KS3 and KS4 student engagement each lesson in ClassCharts. Teachers should use 
their professional judgement when reporting student engagement in the Virtual School.  When deciding if a 
student is engaged in the Virtual School, teachers should consider a range of criteria to make a ‘best fit’ 
judgement based on: 

• Submission/completion of tasks set in Assignment 
• Presence/participation in live lesson episodes in scheduled Teams meetings 
• Significant deterioration in the quality of student work based on previous assessment 

In addition to feedback and assessments in scheduled lessons at KS3 and KS4, student attainment will be 
monitored by centralised on-line weekly automated quizzes in all subject areas. The resulting student 
engagement and attainment information from Virtual School Weekly Assessments (VWSA) will be reported to 
parents. 

When providing remote learning, teachers must be available between 08.35 and 15.20. This includes either 
whilst the teacher is in school or working from home, unless unable to provide learning.  Teachers should be 
at their computer for the beginning of each lesson so that they are able to use the Meet now function in 
Teams for live teaching, answer student questions and register attendees. 

If they are unable to work for any reason during this time, for example due to sickness or caring for a 
dependent, they should report this using the normal absence procedure. 

Teachers should ensure that they: 

• Have received appropriate training for remote teaching 
• That their computer-based teaching resources are available outside of school 
• That they have access to key resources not available online at home, e.g. core textbooks 
• That they have access to a suitable device provided by the school for home use 

Attending virtual lessons and meetings with staff, students, parents and carers: 

• The teacher is under no obligation to be seen by students or parents 
• Students must make sure that their camera is turned off unless directed to turn it on by their teacher 
• The school advice on appropriate work clothing should be followed 
• The location should be quiet with nothing inappropriate in the background 
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2.2 Tutors 
Tutors are to maintain contact with their tutor group under guidance from pastoral leaders as follows: 

• Tutors will host a Microsoft Teams meeting with their tutees on Tuesday mornings 

• Tutors (or other staff member) will make contact with parents and carers at least once per 3 weeks 
during term time 

• Tutors will maintain the centralised record to log their student contact  

2.3 Teaching assistants 
When assisting with remote learning, teaching assistants must be available between 08.50 and 15.15 

If they are unable to work for any reason during this time, for example due to sickness or caring for a 
dependent, they should report this using the normal absence procedure.  

Supporting students who are not in school with remote learning: 

• Teaching assistants will be allocated with students to support by the SENDCo 

• Supporting students may take a variety of forms including telephone calls, emails and supporting 
Microsoft Teams meetings 

• Teaching assistants will maintain a centralised record to log their student contacts  

 

Attending virtual lessons and meetings with staff, students, parents and carers: 

• The teaching assistant is under no obligation to be seen by students or parents 

• Students must make sure that their camera is turned off 

• The school advice on appropriate work clothing should be followed 

• The location should be quiet with nothing inappropriate in the background 

 

2.4 Learning area team leaders 
Alongside their teaching responsibilities, LATLs are responsible for: 

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

• Working with teachers to make sure all work set in the Virtual School is appropriate and consistent 

• Working with other subject, key stage and senior leaders to make sure work set remotely across all 
subjects is appropriate and consistent, and deadlines for students are manageable 

• Monitoring the remote work set by teachers in their subject on a weekly basis and through regular 
individual and team meetings  

• Alerting teachers to pre existing resources they can use to teach their subject remotely in order to 
minimise workload 
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2.5 Year team leaders and Head of sixth form 
Alongside any teaching responsibilities, Year team leaders and the Head of Sixth Form are responsible for: 
Leading a virtual year group assembly once per week, on Monday mornings 

• Ensuring that their tutor team are making regular contact with their tutees 

• Following up students who have poor engagement, by contacting parents 

• Identifying students with little or no access to a device and communicating to the Pastoral Vice 
Principal 

• Supporting vulnerable and at risk students, involving the SEND and Safeguarding leads, where 
appropriate 

 
2.6 Support and leadership team 
Alongside any teaching responsibilities, the Support and leadership team are responsible for: 

• Co-ordinating remote learning across the school  

• Monitoring the effectiveness of remote learning by liaising with LATLs, YTLs and seeking feedback 
from staff, students, parents and carers  

• Quality assurance of provision across learning areas and subjects 

• Providing opportunities for staff and student training, analysing skills gaps and identifying appropriate 
professional development for staff to address them 

• Ensuring staff have access to a suitable device in their classroom and are provided with a suitable 
device for home use 

• Ensuring students have access to a suitable device in the event of closure, and if not look to supply 
them with one, prioritising disadvantaged students 

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

 

2.7 Designated safeguarding lead 
Please refer to Queen Elizabeth’s Child Protection/Safeguarding Policy 

 

2.8 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 are experiencing 

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

• Assisting students and parents with accessing the internet or devices 
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2.9 Students and parents 
Staff can expect students learning remotely to: 

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

• Complete work to the deadline set by teachers 

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

• Alert teachers if they are 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 cannot complete work 

• Seek help from the school if they need it  

• Be respectful when making any complaints or concerns known to staf2.9 Board of Trustees 

Trustees are 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 – talk to the relevant LATL, subject lead or SENDCo 

• Issues with behaviour – talk to the relevant YTL 

• Issues with IT – email itsupport@qe.devon.sch.uk 

• Issues with MS Teams – post in the VS Helpdesk Team 

• Issues with workload or wellbeing – talk to line manager 

• Concerns about data protection – talk to the data protection lead (RP) 

• Concerns about safeguarding – talk to the DSL (AK) 

 

4. Data protection 
4.1 Accessing personal data 
When accessing personal data for remote learning purposes, all staff members will: 

• Ensure they know how to access the data, such as on One Drive, R Drive, SIMS or remote desktop 

• Know which devices they should use to access the data e.g. school provided laptop or iPad. 

mailto:itsupport@qe.devon.sch.uk
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4.2 Processing personal data 
Staff members may need to collect and/or share personal data such as email addresses as part of the remote 
learning system. As this processing is necessary for the school’s official functions, individuals won’t need to 
give permission for this to happen. 

Staff are reminded to collect and/or share as little personal data as possible online. 

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 
Please refer to Queen Elizabeth’s School safeguarding policies. 

 

6. Monitoring arrangements 
This policy will be reviewed annually to incorporate developments in systems and procedures. 

 

7. Links with other policies 
This policy is linked to our: 

• Behaviour policy 

• Assessment and marking policy 

• Safeguarding policies 

• Data protection policy and privacy notices 

• ICT and internet acceptable use policy 
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