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Introduction: 
Birchensale Middle School has carefully considered, consulted on and developed this policy 
for remote learning, based on feedback from families about their internet access and device 
availability and information from the school Microsoft Teams working party. This policy 
covers the possibility of a full school closure, partial closure or isolation of a smaller group. 
 
The overarching goal is to enable pupils to access high-quality teaching and learning even 
when they are unable to attend school. The policy outlines how teachers and other school 
staff will work to provide remote learning, whether they are delivering blended learning 
through the provision of both in-school and online lessons, only accessing online home 
learning or using paper resources. 
 
 
Aims: 
The aims of this policy are in line with current government guidance on schools reopening 
from September 2020, namely 

• to plan and outline how and when the remote learning policy will be implemented in 
Birchensale Middle School 

• to support all pupils in their access to high- quality remote teaching and learning 

• to provide a clear remote learning strategy, including how and when learning should 
be assigned remotely, how it will be communicated, how pupils will submit work and 
how they will receive feedback on submitted work 

• to anticipate, identify and address any concerns associated with remote learning 

• to make staff roles and responsibilities clear in relation to remote learning 

• to declare the software and online tools approved for use by Birchensale Middle 
School staff to support remote learning 

• to declare how and when Birchensale Middle School will support the delivery of home 
learning by staff 

 
Circumstances where this policy will become operational: 
The systems and procedures outlined in this remote learning policy will come into effect 
under the following circumstances linked to Covid 19: 

• a pupil, groups of pupils, class or bubble are required to self-isolate at home for more 
than 3 days 

• in the implementation of a local area lockdown and subsequent school closure for 
more than 3 days 

• in the implementation of a national lockdown and subsequent school closure for more 
than 3 days 

• if a member of staff is required to self-isolate but able to work from home 
 
This policy covers shielding and isolating pupils and staff, it does not cover illness, holidays or 
school refusal. 
 
A flexible approach: 
We understand that everyone’s circumstances at home will be different. Some families have 
one child to support while others have several. Some families have one device to share while 
others may have more – and some things may work differently on different devices. Some 
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parents/carers will have time to help their children learn, while others will be working from 
home and may have much less time and some children will be able to work more 
independently than others or need greater levels of support. We will work with the 
Government and our MAT on providing both internet access and hardware to as many 
families as possible without these.  
 
Delivering remote learning/blended learning linked to Covid 19: 
The school will endeavour to: 
• Set learning that is meaningful, covering a range of subjects linked to our curriculum and 
on-site learning 
• Teach a planned and well-sequenced curriculum so that knowledge and skills are built 
incrementally 
• Provide clear explanations of new content through a variety of means 
• Offer a balance of onscreen and off-screen work 
• Plan learning that is relevant and interesting, using a variety of means to engage pupils 
• Provide feedback and opportunities for other forms of assessment, such as self-assessment 
• Take into account assessment processes to determine curriculum planning 
• Cover any aspects of learning that cannot be converted to remote learning when pupils 
return to school, if it is key for ongoing learning 
 
Work will be provided through our own virtual timetable based on Microsoft Teams. 
Temporary work packs will be available for those who have no internet access, whilst priority 
will be given to resolving IT issues.   
 
For technical issues, please contact Lourdes IT 
Email: help@LourdesIT.org.uk  
Online Help Desk& Guides: https://help.lourdesit.org.uk 
Phone:01527 359 999 (7.30am – 5.00pm Monday to Friday) 

 
Roles and responsibilities: 
 
Teachers 

• All teachers have received Microsoft Teams training. Birchensale Middle School will 
provide refresher training sessions and induction for new staff on how to use Teams 
when needed 

• All teachers have access to suitable hardware 

• When providing remote learning, teachers are responsible for setting work: 
o Teachers will set work for the pupils in their virtual learning groups or classes 
o The work set should cover  the school curriculum wherever possible 
o Live/Prerecorded lessons to be delivered via MS Teams only 
o When using MS Teams for a live lesson, teachers must record the lesson and then 

end the meeting, ensuring all students have left before they leave. 
o Feedback will be given in line with our feedback policy and may be verbal or 

written 
o Form Teachers will be responsible for keeping in touch with their form pupils who 

aren’t in school and their parents/carers 

mailto:help@LourdesIT.org.uk
https://help.lourdesit.org.uk/
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o If there is a concern around the level of engagement of a pupil, parents/carers 
should be contacted via phone to assess whether school intervention can assist 
engagement, report concerns to SLT 

o For any safeguarding concerns, refer immediately to the DSL and record on My 
Concern 

• If a teacher is required to self-isolate, they will be expected to: 
o follow the normal reporting procedure for absence 
o if well enough to do so, will be asked to deliver their remote learning provision 

(See above) 
 
Teaching Assistants 

• All TAs have received training on Microsoft Teams to support delivery  

• They should undertake tasks allocated by the class teacher/school and regularly check 
TEAMs and work emails 

• If a TA is required to self-isolate, they will be expected to: 
o follow the normal reporting procedure for absence 
o if well enough to do so, will be asked to support with the remote learning provision 

or work on a project in line with whole school priorities, this will be allocated by 
SLT on a case by case basis 

 
Students 

• Should adopt a consistent approach to their home learning 

• Should complete all work set via Teams or paper resources 

• Can contact staff about the work via Microsoft Teams or email – teachers will be 
available during the timetabled lesson or they will respond to student questions when 
they are next available. 

• Questions to subject teachers should be focused on the lesson/sequence of lessons 
only 

• Must only use Microsoft Teams or school email to contact your teachers 

• Are responsible for their work, so must engage fully with home learning 

• Must follow Online Remote Learning Responsible User Agreement (Appendix 1) 
 
Parents/Carers 

• Parents should do all they can to encourage and support their child's/children's work 

• For notification of student illness or any other concerns, please contact 
enquires@birchensale.worcs.sch.uk 

 
Safeguarding: 
With the increased use of digital technologies that comes with remote learning, safeguarding 
implications need careful consideration. As a school it is our duty of care to ensure that all 
our students and staff are safeguarded whilst delivering live learning. Therefore, the protocols 
for students and staff are very important and must be strictly adhered to, see Appendix 1. 
 
Online safety is a key element of the school’s computing curriculum.  Parents/carers are 
advised to spend some time speaking with their child(ren) about online safety and reminding 
them of the importance of reporting to a trusted adult anything that makes them feel 
uncomfortable online. 
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• All live or pre-recorded lessons to be delivered via Microsoft Teams only  

• All students and staff must join / host Teams lessons using their school email address. 

• Students must not enter a Teams lesson as a ‘guest’ through an alternative email 
address, staff will not accept these students into the lesson.  

• All lessons will be recorded to allow those who could not access at the time to access 
at a later time 

• All microphones should be muted and cameras turned off during the lesson. 
Microphones can be unmuted if answering a question set by the teacher 

 
At Birchensale, parents/carers are provided with a Remote Learning Acceptable Use Policy, 
which is to be shared with their child(ren), see Appendix 1.  
 
In order to provide the desired level of interactivity, it is necessary that pupils, parents and 
the school, work with a shared commitment to online safety as outlined in this document. 
Staff will continue to be vigilant at this time and follow our usual online safety and 
safeguarding/child protection policies and procedures, contacting a safeguarding lead in the 
first instance. 
 
Safeguarding concerns linked to working online at home should be shared with school using 
the following email address: sp125@birchensale.worcs.sch.uk 
 
A wide range of online safety resources is listed in Appendix 2. 
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Appendix 1: 
 

Remote Learning Acceptable Use Policy 
  
Expectations and requirements during temporary closure of a class bubble, isolation of a 
pupil or local/national lockdown. 
  
There will be times that your child will be invited to join a meeting with other class  
members to receive input from their teacher and share their learning.  
 

Please find a list of rules for your child to follow:  
 

✓ I will only use MS Teams for school purposes as directed by my teacher  

✓ I will not reveal my passwords to anyone  

✓ I will make sure that all my communication with peers & teachers on the class  
page is responsible and sensible  

✓ I will only use the posts function to send a message to my teacher which is work  
related  

✓ I will mute the microphone when requested and keep the camera off   

✓ I will not use the posts function to send private messages to my peers  

✓ I will not upload material which is not school or age appropriate  

✓ I will not record or take photos/screenshots of my classmates or teachers during  
video sessions  

✓ I will not enter a Teams lesson as a ‘guest’ through an alternative email address 

✓ I understand that when using MS Teams my use is monitored and logged  

✓ I understand that these rules are designed to keep me safe and if they are not  
followed, I will lose all access to MS Teams and my parents/carers contacted  

✓ I understand that MS Teams is an extension of the classroom and that I should  
behave as I would in a classroom environment  
  
 Parent/Carer Action:  
 

I have discussed the above rules with my child and they have agreed to follow the above 
rules when using MS Teams.  
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Appendix 2 
Websites offering useful safeguarding support: 
 
• Childline - for support 
https://www.childline.org.uk/ 
 
• UK Safer Internet Centre -to report and remove harmful online content 
https://www.saferinternet.org.uk/ 
 
• CEOP - for advice on making a report about online abuse. 
https://www.ceop.police.uk/safety-centre/ 
 
In addition, the following sites are an excellent source of advice and information: 
• Internet matters - support for parents and carers to keep their children safe online 
https://www.internetmatters.org/ 
 
• London Grid for Learning - support for parents and carers to keep their children safe online 
https://www.lgfl.net/default.aspx 
 
• Net-aware - support for parents and carers from the NSPCC 
https://www.net-aware.org.uk/ 
 
• Thinkuknow - for advice from the National Crime Agency to stay safe online 
https://www.thinkuknow.co.uk/ 
 
 

https://www.childline.org.uk/
https://www.saferinternet.org.uk/
https://www.ceop.police.uk/safety-centre/
https://www.internetmatters.org/
https://www.lgfl.net/default.aspx
https://www.net-aware.org.uk/
https://www.thinkuknow.co.uk/

