Remote Learning Contingency Plan
Updated July 2021, following department reviews and student/parent surveys
Rationale
All schools are required to have a contingency plan in place for providing remote learning. This plan
intends setting out the principles that the school will work to and can be put into action immediately if:
 There is a local Covid-19 outbreak and the school is asked to close temporarily for most
students, like during the initial school closures in March 2020;
 Individuals or groups of students need to self-isolate, but the rest of the school is still open.
Regularity of lessons
The remote education provided will be equivalent in length to the core teaching students would receive in
school. To allow short breaks between each lesson, teachers will be expected to set work lasting 45
mins per lesson. Work for each lesson will be uploaded to Microsoft Teams by 8:30am each morning.
Students should check their Teams calendar for ‘live lessons’ they are expected to attend.
How will students know what they have to do?
If school is closed to all students or a Year Group, we use Microsoft Teams to set students their
assignments; they should check this on a daily basis. A guide for students can be found in Appendix 1.
When individual students are required to self-isolate, they should refer to the Remote Learning Tasks for
each subject in the Assignments tab of Microsoft Teams. Teachers will set these at least once per term
so that there is always work immediately available to students if they cannot come into school. Each
department will have a COVID-19 addendum to their department handbooks, outlining the shadow online curriculum to be used in the event of full closure; closure to Year Groups; individuals needing to selfisolate.
How will new subject content be taught remotely?




The remote education curriculum will be aligned to the classroom curriculum as much as
possible. It will be carefully sequenced and ensure that students obtain the building blocks they
need to move on to the next step.
We will provide clear explanations or modelling of new content that will be followed by retrieval
practice or opportunities to apply new knowledge.
Different approaches to remote education suit different types of content and students. The
remote education provided will include recorded or live direct teaching time, as well as time for
students to complete tasks independently. Lessons will include some compulsory ‘live
interaction’ with the teacher at least:
o Once per week at KS4 in all subjects;
o Once per week at KS3 in core subjects; once per fortnight in foundation.
‘Live interaction’ could be for instance:
o An entire 45mins taught lesson;
o An initial 10/15mins explanation before independent work is completed and then handed
in;
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o Lessons ‘topped and tailed’ with an introduction and plenary.
While it is important to engage students, this is only a precondition for learning, not the thing
itself. There is only so much a teacher can do to engage students remotely. Whilst we will provide
opportunities for interactivity, we also need to make sure that efforts to engage don’t distract us
from teaching the curriculum in a meaningful way. Interactive activities might include the use of:
the Chat function in Teams, Kahoot, Quizlet, Seneca, breakout rooms, Class Notebook, polling
etc.
Whilst most subjects will avoid an over-reliance on long-term projects, some practical subjects
take this form in the classroom. In such cases, the work for these projects will be broken down
into tasks for individual lessons.

What can students expect in terms of feedback from their teachers?
Students will receive timely feedback on how to progress, using digitally–facilitated or whole-class
feedback where appropriate. Written feedback will be given via Microsoft Teams at least once per
fortnight in each subject. However, students are likely also to receive other forms of feedback, for
instance via Chatroom discussions; student self-assessment; retrieval practice activities; automated
marking using on-line platforms.
What should students do if they have difficulties with the work?
Students should use the ‘Chat’ function within each subject Team to communicate with their teachers
and ask questions if they require help. Students should remember to be responsible at all times with
their online communication, ensuring it is respectful and purposeful. Further guidance can be found in
the TK Remote Learning Protocol (see Appendix 3).
Pastoral support will be provided in the form of weekly live sessions with tutors at the usual tutorial time
on Tuesday mornings.
Students without suitable home online access
At the start of the school year, new parents will be asked to identify if remote learning online would not
be possible from home. The school will consider whether it will be possible to loan laptops to students.
In exceptional cases, packs of printed copies of work will be made available. This work will need to be
completed and returned to school before more is issued.
School monitoring responsibilities
Teachers:
 If a live lesson is missed or work is not handed in on time, the teacher will send a message to the
student on Teams in the first instance.
 A repeat of this according to the criteria below should result in a Class Charts negative (live
lesson(s) not attended; remote learning not complete; remote learning poorly completed) which
will alert parents via their Class Charts account:
o KS3: x2 in a week for core; x2 in a fortnight for foundation
o KS4: x2 in a week for core; x2 in a fortnight for options
 Class Charts will also be used to issue positive points to students for good engagement with
remote lessons and good quality remote work produced.
Heads of Department:
 Ensure appropriate remote work is being set by all subject teachers.
 Where possible, co-ordinate the organisation of online work in order to reduce workload.
Heads of Year:
Once per fortnight, Heads of Year will run a Class Charts report for their Year Group and will coordinate
any necessary phone contact with home. A central log of this contact will be maintained.
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SMT:
Mr Patrick (Deputy Headteacher) is the senior leader with overarching responsibility for the quality and
delivery of remote education.
Parental responsibilities







Ensure their child is aware of the relevant school log-ins.
Encourage and support their child’s work, where possible providing some structure to their
working day and finding an appropriate place to work.
Regularly check that set work is completed by viewing assignments set and turned in on
Microsoft Teams.
Create a Class Charts account in order to receive updates on progress.
Regularly check on their child to ensure their online safety and that they are spending their time
online appropriately and productively.
Understand that teachers’ home circumstances will differ and so their availability will not be the
same.
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Appendix 1
Teams – How to Login
On any web
browser, e.g.
Google Chrome,
Internet
Explorer, Safari
etc, go to
www.office.com

Click sign in and sign in with your full
school email address.
You will then be directed to the login page
for the school – this is the start of your
email address and the password you normally use to access your laptop.

Click on the Teams icon

You should now see all the Teams if your teachers have already set them up for
you.
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Teams – Uploading an assignment
Your teacher can set assignments for you to complete. You can access these in
two different ways. You can click the assignments button in the left-hand menu
to see all the different assignments set by your teacher, or you can click into
your class and click on the assignments button circled in yellow.

Click on the assignment to access the task.
To add your work, click on the add work icon. You can add a document that you
have already been working on, or create a new one that you can do your work
on. Your teacher will have given you some instructions on how to submit your
work.
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Make sure that you
have your work
attached. Click the
‘hand in’ button. Your
teacher can now look
at your work and give
you feedback if
required.

This piece of work has been
looked at by this student’s
teacher and been given
some feedback circled in
red. You can click on the file
to open it and act on the
feedback given to you by
your teacher, before
handing it in again if that is
requested.
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Teams – Joining a Virtual Classroom – Student
If your teacher has
started a virtual
classroom, you will see a
blue notification in your
Team. Your teacher will
have told you what time
your lesson starts, and
you can join at any time
by clicking the join button
circled in red.

The red circle is the camera
function. Make sure that it is off.
Your teacher may have told you
to keep your microphone on or off
– in this meeting, the teacher has
asked all students to keep their
microphone off unless they are
asking a question. You can ask a
question of your teacher using the
Chat function. All questions are
kept in the Team after the lesson
is over
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APPENDIX 2
Aide Memoir for Remote Learning Sessions
1

2

3

4

5

6

7

8

Prompt
What do I want pupils to know/be able to do as a
result of this session(s)?

What might this look like in practice? Possible ideas
 Clear learning goals defined by teacher and made
explicit to pupils
 Medium term plan made available to parents so they
can support where appropriate.
Is there a key question that helpfully drives the
 “Big question” to frame the session.
session?
 Is there an interesting and valid debate within the
subject that might provide a hook?
 Refer back to key question at end.
How does this relate to what’s come before/after?
 Session guided by medium term plan.
 Make links explicit for pupils where appropriate.
Don’t assume it’s obvious.
Which key concept(s) am I introducing for the first
 Definitions of key terms.
time, or needing pupils to recall?
 Time taken at start to recall previous learning.
 New concepts broken down and introduced in small
steps.
Which aspects do pupils tend to struggle with or
 Worked examples.
misunderstand? If I know this in advance, how can I  Definitions of key words.
address it?
 Check for understanding.
 Make common misconceptions explicit and correct
understanding. Avoid rushing instruction. Provide
opportunity for pupils to go back/pause/rewind.
Which examples best illustrate the concept? Which  Links made to pupils’ experience where appropriate.
will pupils find more readily relatable?
 Analogy and metaphor. Eg “This is like…”
 Introducing key examples from the subject’s canon.
 Which examples will be built on later?
What practice is necessary?
 Worked examples.
 Independent practice.
 Retrieval practice.
 Elaboration – pupils have to expand an explanation,
perhaps to a parent.
How will I check for understanding and provide
 Q&A through video conferencing.
feedback?
 Through school’s online platform. Eg Microsoft
Teams, possibly with teachers available at agreed
times.
 Email.
 Work submitted online.
 Teacher checks pupils’ self-marked scores.
 Whole class feedback.
 Whatever method, make parameters explicit to
pupils and parents.
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APPENDIX 3
Protocols for remote learning using Microsoft Teams ‘live lessons’
The following guidelines are in place for the safety of students and staff. Parents are
asked to discuss them with their child.
1. School Microsoft Teams is not for students to use to communicate with their friends outside
of lessons – use other means to do this please. This is very important.
2. All students have signed an ICT Acceptable Use Agreement. The rules for use of ICT in this
situation are exactly the same as they would be in school.
3. Teachers will remind students of these guidelines at the beginning of each session.
4. Students should adhere to the instructions from the teacher, including responding to
questions when prompted.
5. Students should make every effort to be on time to start the lesson and not join before the
allotted time.
6. Students must remain ‘muted’, unless their teacher asks them to remove this.
7. Students should keep all the Team Chat about the lessons; Chats will be reviewed by the
teacher at the end of each lesson. It is especially important that language used is
appropriate for lessons.
8. Team posts should relate only to lessons and use language appropriate for a classroom.
9. Nearly all lessons will require students to have their camera turned off. Occasionally (such
as in a pastoral review), there may be exceptions. In these cases, students and teachers
should ensure they are dressed appropriately. If their device allows it, they should blur their
background or select one of the virtual backgrounds. If this is not possible, staff and
students should be in a public room (e.g. kitchen or living room), ensuring there are no
personal objects or information in the background.
10. All lessons will be recorded by the teacher so that they can be reviewed by students at a
later date. Recordings are stored on Microsoft Teams.
11. Parents should not engage in the Teams sessions, unless this is specifically requested
beforehand, for instance by a Teaching Assistant.
12. If something occurs during the session that gives a member of staff cause to feel
uncomfortable then the session will be ended immediately, and the relevant pastoral staff
will be notified.
13. Students who breach the reasonable guidelines given will risk having their access to Teams
being removed and will instead be issued with hard copy packs of work only.
14. Any other breaches of the school’s behaviour policies will be reported to pastoral staff who
will contact home and sanction accordingly.
15. Resources and videos posted by staff are for school-related use only and should not be
published or circulated elsewhere.
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