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1. Aims 

 This remote learning policy for staff aims to: 

● Ensure consistency in the approach to remote learning for students who are 

not in College due to Covid-19 

● Set out expectations for all members of the college community with regards 

to remote learning 

● Provide appropriate guidelines for adherence to GDPR requirements 

● Continue to have high expectations for student outcomes whilst supporting 

each student in the College 

1.1 Remote learning with High Tunstall College of Science 

 The current pandemic is having a transformational impact on the delivery of 

learning across the world.  As a profession, we are being challenged to find 

new ways of ensuring that all students receive the world class education that 

they deserve even when they are unable to attend school.  At High Tunstall 

we have responded by developing a strategy that will enable every student 

to remain fully connected with their teachers and their learning. 

  

 In circumstances where students are unable to attend the College because 

of imposed tier arrangements in secondaries or the closure of a segment 

following confirmation of a positive case of covid-19, students will be able to 

access high quality teaching and learning opportunities through our Remote 

Learning Programme.  

  

 Our current aim is that every student, from the first day of absence, can have 

access to the same teaching and learning opportunities as those students 

who continue to attend the College.  This includes access to high quality 

feedback, support and challenge. Our resources include those that have 

been developed by our expert teams and only those websites and resources 

that have been quality assured by the DfE. 

  

 Whilst we accept that students working remotely cannot achieve the full 

classroom experience, we are committed to ensuring that the teaching and 

learning opportunities provided, extend and deepen thinking enabling all 

students to continue making rapid and sustained progress. 

   

 Our faculties are currently trialling offers of truly ‘blended’ lessons with the 

intention of students who are self-isolating at home being able to join their 

lesson remotely at the same time it is being taught in the College. Leading 

up to this, our World Affairs faculty are trialling a function on Microsoft Teams 

where if they choose an option to present ‘live’ a QR code becomes 

available and students who are SI at home can follow remotely. When a 

microphone is supplied, a transcript of the lesson also becomes available. 
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Our Technology and Enterprise and MFL faculties have been trialling 

methods that enable staff members who are SI at home to connect 

remotely and teach lessons whilst a cover member of staff supervises their 

class in College.  We are also keen to trial and incorporate further digital 

solutions that improve instruction, explanation and feedback, for example, 

Loom that is compatible with Microsoft Teams. It is for this purpose that we 

have created and recruited four members of staff to form a 21st Digital 

Learning Team. 

 

 The accepted platform for our Remote Learning Programme is Microsoft 

Teams. Staff have been trained in accessing this platform and there are 

further training sessions planned to develop usage. When uploading work 

staff have been instructed to upload and label the work in the following way:  

Student channel/files/class materials/faculty name/class code/week 

beginning/lesson day. 

 

Each faculty has also pinned an explanatory video to explain how to access 

and use the materials that are uploaded. 

 

Parents have received a letter containing a guide explaining how to access 

their child’s remote learning on Microsoft Teams (please see appendix 1).  

 

1.2 What is the current offer? 

 The government has made clear its expectation that all schools should have 

a strong contingency plan in place for the provision of immediate remote 

education by the end of September 2020. From 22 October, all schools have 

a legal duty to provide remote education for state-funded, school-age 

children unable to attend school due to coronavirus (Covid-19). 

 At High Tunstall College of Science, we are now well positioned to deliver 

remote learning to those students who are unable to attend as a result of 

any of the following scenarios: 

a) Closure of a student segment following a confirmed case of covid-19 

b) A rota system imposed as a Tier 2 intervention  

c) Schools open to only vulnerable1 students and key workers (Tier 3 and 

4) 

d) Individual students self-isolating awaiting testing or results 

e) Those students who access our Shine and ARC provision 
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 The management of the scenarios outlined above is dependent on a 

number of factors including: 

   

  Closure of a student segment 

 In this circumstance, normal teaching arrangements would apply. Staff, who 

are usually timetabled to teach these groups will be expected to upload 

work on to Microsoft Teams. Staff responsible for teaching students who have 

been asked to S.I are expected to provide quality instruction as outlined 

below. As of 17th November 2020, staff will be expected to offer live lessons.  

                     A lesson by lesson approach is required; 

 

• An instructive PowerPoint ensuring the elements of effective teaching are 

present to include explicit and clear instructions, scaffolding of tasks with 

worked examples and voice overs where appropriate 

• Activity sheets and links to DfE approved websites and resources 

alongside centre developed material 

• A metacognitive approach to task setting where appropriate  

• Embed low stakes quizzing to support retrieval and review as frequently as 

possible and track outcomes 

• Key words and vocabulary emphasized and for essential vocabulary 

exercises for recall and understanding involve the use of Frayer Modelling  

• Where textbooks are required screenshots of relevant pages will be 

provided as part of the instructive PowerPoint    

  Rota system at Tier 2  

 In such circumstances, groups of vulnerable/key worker students will form 

their own segment as we expect they will access the College full time. Staff 

have been divided into two teams and two separate timetables have been 

scheduled. Students and staff in each team will access the College building 

for 14 days and then access our Remote Learning programme for the next 

14 days to allow the opposite team of staff and students to access the 

College. From 17th November this will include access to live lessons.  

 Schools open to only vulnerable/key worker students (Tier 3 and 4) 

 In reality, the likelihood is that schools, even in these circumstances, will be 

open to significant numbers of students. High Tunstall experienced such a 

scenario earlier in 2020 and resolved this by bringing together those students 

still attending the College into several small groups. Should this occur again 

staff will be allocated days to attend the College and supervise and deliver 

lessons to those physically in the College allowing staff not on rotation to 

ensure excellent Remote Learning resources and feedback for student work.   

From 17th November this will include live lessons.  
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 Individual students self-isolating awaiting testing or results 

 All students will be able to access remote learning from the first day of 

absence.  It is our expectation that any teacher overseeing a class where a 

student is ‘x’ coded, will have already uploaded their work for the coming 

week. Students will also be invited to attend their lesson via Teams. We would 

hope that any student, for whatever reason, experiencing difficulties in 

accessing the work on Teams would approach the College for assistance in 

supplying the work.  The organisation of work and all matters relating to the 

need to SI will be overseen by the year leader in the first instance. Faculty 

Leaders will be notified when a student needs to SI and of any other 

information that is relevant to the situation.  Heads of Year and Faculty 

Leaders will have excellent tracking processes in place to ensure that 

students are completing their work, are submitting photos via their college 

email accounts to their class teachers for regular feedback and advice and 

that they are safe. 

 

1.3 How will remote learning be delivered? 

 ‘Remote learning’ has been interpreted in many ways by different 

educational establishments. Schools across the country have adopted a 

variety of approaches.  At High Tunstall we have begun to offer Live 

streamed lessons, whilst also making full use of the Microsoft Teams platform. 

An extensive training programme is already underway to ensure staff feel 

confident in using technology to support their teaching.  

 Regardless of the medium for delivery, good teaching will look much the 

same. In planning lessons, teachers should consider what methods are most 

likely to be effective in achieving their aims and objectives. Clear 

expectation that are aligned with DfE and EEF publications have been 

shared with staff.  

  

1.4 What will be expected from students? 

 Students who are self-isolating but otherwise well enough to attend lessons 

will be expected to engage with learning and ensure that they are 

completing their work remotely. Although students will be expected to join 

live lessons if they are well enough, we recognise there may be occasions 

where they complete work following their timetabled lessons, but not during 

the same time frame each day.  

 Work should be completed and submitted in accordance with teacher’s 

instructions, but generally the expectation is via screen shots that they email 

regularly to their class teachers.  
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 1.5  What if students are struggling to keep up with learning in lessons? 

 It is our expectation that teachers plan differentiated activities to support 

and challenge in exactly the same way as they do now.  Students are 

encouraged to email their class teachers for further support and advice. In 

the case of live lessons, students should raise their virtual hand which will 

signal the teacher to unmute them. 

 

Teachers will also be able to provide written examples/ diagrams to those 

working at home. The College is currently researching appropriate ways to 

carry this out having invested in a 21st Digital Learning Team. Where it is clear 

that an individual is experiencing particular difficulties, these students can 

be identified for extra teaching/intervention as would be the case now using 

the Catch-Up periods that have been identified on staff timetables.  

Inclusion Assistants can be used to support small groups of students 

throughout the day where this is appropriate. 

  1.6 Will parents be involved in remote learning? 

 Timetables will be shared with all parents via our College APP and on paper 

form upon request so that they are aware of when their child should be 

working. Letters have already been sent home to ensure that parents and 

students know where to access Remote Learning materials. During ICT 

lessons all students are reminded of their login details and how to access 

Microsoft Teams and Century Learning which is used for setting our ILO’s in 

core subjects and is a core expectation of both learning in the College and 

Remote Learning. Parents and carers are not permitted to join live learning 

lessons under any circumstances.  

 

 1.7 How will students and parents know what to do? 

 During the first half term all students across the College will continue to 

receive training on how to use Microsoft Teams and Century Learning. In 

many classrooms, teachers are already incorporating this instruction into 

their teaching and we expect this to continue. We expect teachers to open 

their teaching materials from Teams itself so that any adaptions made during 

the lesson can be recorded for any student isolating at home. 

 

Instructions for use have been posted on our website so that parents can 

familiarise themselves with the process (see appendix 1).  Where 

appropriate, student passwords can be shared with parents, however we 

expect most students to know these after repeated sessions within their ICT 

lessons. We have communicated the process of live lessons with parents.  

 

 1.8  What happens if a student doesn’t complete their remote learning work? 

 It is essential that accurate records of work completed remotely are 

maintained for all students in order that we are able to track their progress. 
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It is the expectation that during the period students are absent from college 

the appropriate year leader and classroom teachers monitor their work 

completion and well being. This information will be held on centralised 

trackers. Where insufficient work has been completed this will be dealt with 

in the same way that it would be were the student in College. It is the 

expectation that this situation will be avoided via regular phone calls and 

monitoring from the appropriate Head of Year, the frequency of which will 

be centrally recorded.  

 

2.  Roles and responsibilities  

 General 

 Staff involved in the provision of remote learning should be available during their 

normal working hours. All staff should be aware of and adhere to the details 

provided in this policy, particularly any safeguarding and data protection 

implications. Any data protection breaches or concerns must be reported 

immediately to the Headteacher. Please refer to the College’s Remote Learning 

and Online Communication Acceptable Use Policy for further details. 

 2.1 Governing Body 

● Approval of the strategy and policy for online learning in the College 

 2.2 College Leadership including Middle Leaders 

● Monitor and review of the strategy and policy; implementing any 

necessary changes to ensure the provision of education is of the 

highest quality 

● Appoint a 21st Century Digital Learning Team and manage their 

responsibilities 

● Ensure staff have received training on Microsoft Teams 

● Ensure students have experiences of Microsoft Teams and Century 

Learning in the first weeks of the autumn term and beyond where 

necessary 

● Ask staff to go through the Acceptable Use Agreement for the College 

● Ensure parents have access to their child’s timetable  

● Ensure that lessons are available on Microsoft Teams 

● Ensure the Remote Learning Policy and appropriate letters are shared 

with parents and staff 

● Ensure the Student Logon Guide is available on the website and 

accessible to students (see appendix 2) 

● Monitor attendance and engagement with remote learning, taking 

appropriate action where necessary, involving safeguarding, 

attendance and Middle Leader teams 

● Monitoring the effectiveness of remote learning – speaking with 

teachers (and parents where deemed necessary), with a focus on the 
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quality of work being produced and the feedback provided to 

students 

● Providing feedback, where necessary, about the implementation of 

remote learning 

● Reporting any concerns about students or usage promptly to the 

Headteacher 

 

 2.3       Teachers 

● Ensure that user names, passwords and class codes are regularly 

communicated to parents and children 

● Ensure that staff can create a Microsoft Form and share it with students 

● Ensure that staff can make an activity in docs and assign to students 

● Gather feedback from staff about successes and any issues which 

need to be addressed through guidance or training 

● Provide work for Remote Learning on Teams in advance of class 

teaching. 

● Feedback to be provided, depending on the type of activity set.  

● Follow the College’s expectation as set out on the Remote Learning 

policy 

 2.4 Designated Safeguarding Lead (DSL) 

● Ensuring the actions/guidance in the remote learning and College AUP 

are followed. Please refer to the College’s Child Protection and 

Safeguarding Policy for wider responsibilities.  

 2.5 IT staff 

● Resolving issues with systems used with other tools 

● Helping staff and parents with any technical issues they’re 

experiencing 

● Reviewing the security of remote learning systems and raising any 

concerns  

● Assisting students and parents with accessing the internet or devices 

2.6 SENDCo 

● Coordinating remote learning for students with SEND across the 

College 

● Supporting teachers in providing appropriate work for students with 

SEND 

● Identify students who are not able to access remote learning and 

provide strategies for these students. Where appropriate, review their 

individual risk assessments and IEPs and EHCPs.  

● Ensure adequate work is set and completed by students in the Shine 

Centre and the ARC 
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 2.7 Students 

● Access remote learning according to their set timetable 

● Complete work to the deadline set by teachers 

● Seek help if they need it, from teachers or other staff 

● Alert teachers if they are not able to complete work 

● Respond to any feedback provided by teachers 

● Should adhere to the acceptable use agreement for remote learning 

 

 2.8 Parents 

● Make the Head of Year aware if their child is sick or are unable to 

complete work for any reason 

● Seek help from the College if they need it – staff should direct parents 

towards useful resources if they are struggling 

● Be respectful when making any complaints or concerns known to 

staff 

● Monitor the use of any devices used by their children for remote 

learning 

● Provide a quiet space for their child to learn and participate in 

remote learning 

● Should adhere to the acceptable use agreement for remote learning 

● Supervise their child where possible 

 

3.  Data protection 

 3.1  Accessing personal data 

● Staff and students must only use their College email accounts for 

remote learning exchanges. No personal email addresses are 

permitted. This is to ensure the safety and protection of staff and 

students.  

 3.2  Processing personal data 

● Staff members will need to collect and/or share personal data such as 

names 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.  

● Staff are reminded to collect and/or share as little personal data as 

possible online. 

 3.3 Keeping devices secure 

 Please refer to the College’s ICT AUP policy. All staff members will take 

appropriate steps to ensure their devices remain secure. This includes, but is 

not limited to: 
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● Keeping the device password-protected. Ensure the device is locked 

when not in use.  

● Making sure the device locks if left inactive for a period of time 

● Never allowing family or friends to use the device. If it is a personal 

device, ensure that you are logged out of your account before sharing 

the device.  

 

 4.1  Online safety – children and young people  

 Online safety is of paramount importance to the students and young people 

in our care. Whilst students may be spending more time online than usual 

(e.g. by completing work set or socialising), parents and carers must ensure 

that all of their child's social media accounts are closely monitored and that 

they have their security settings set to private.  

 Students will need to access remote learning from home if they are self-

isolating. They must only access this using their Microsoft Teams accounts as 

well as their college email account.  

 We recognise that our younger learners, or those with additional learning 

needs, may need some adult support when logging in and accessing the 

remote lessons. We ask that parents are nearby to provide this support.  

 Childline - for support 

  UK Safer Internet Centre - to report and remove harmful online content 

 CEOP - for advice on making a report about online abuse Support for 

parents and carers to keep their children safe online includes: 

 Internet matters - for support for parents and carers to keep their children 

safe online 

 London Grid for Learning - for support for parents and carers to keep their 

children safe online 

  Net-aware - for support for parents and carers from the NSPCC 

 Parent info - for support for parents and carers to keep their children safe 

online  

  Thinkuknow - for advice from the National Crime Agency to stay safe online  

  UK Safer Internet Centre - advice for parents, carers and students 

  National Safety Online – advice for parents and carers  

  saferinternet - advice on online safety  

 

  Top Tips for Parents to keep your child safe online:  

1.  Talk to your child about what they like to use online  

2.  Know who your child’s friends are, both in the real and virtual 

world  

3.  Control what your child shares online  

https://www.childline.org.uk/?utm_source=google&utm_medium=cpc&utm_campaign=UK_GO_S_B_BND_Grant_Childline_Information&utm_term=role_of_childline&gclsrc=aw.ds&&gclid=EAIaIQobChMIlfLRh-ez6AIVRrDtCh1N9QR2EAAYASAAEgLc-vD_BwE&gclsrc=aw.ds
https://reportharmfulcontent.com/
https://www.ceop.police.uk/safety-centre/
https://www.internetmatters.org/?gclid=EAIaIQobChMIktuA5LWK2wIVRYXVCh2afg2aEAAYASAAEgIJ5vD_BwE
https://www.lgfl.net/online-safety/default.aspx
https://www.net-aware.org.uk/
https://parentinfo.org/
https://www.thinkuknow.co.uk/
https://www.saferinternet.org.uk/advice-centre/parents-and-carers
https://nationalonlinesafety.com/
https://www.saferinternet.org.uk/
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4.  Have the “never meet” rule – never meet anyone in real life who 

you have met online  

5.  Monitor your child’s usage  

6.  Set your child’s passwords and regularly check in to make sure 

they haven’t been changed  

7.  Set parental controls / filter what they can access  

8.  Educate yourself – keep up with new technology and internet 

language  

9.  Talk to your child about risk  

 4.2 Online safety – members of staff  

 During the period where new working arrangements are in place, we 

recognise that our students may be using a range of technologies and using 

online materials, as well as potentially accessing a range of different sites as 

part of their home learning programme.  

 Staff will share appropriate on-line learning materials with our students, and 

we will ensure we continue to reinforce our expectations regarding safe 

online behaviour for all students during this period. College staff will use their 

own materials and only those websites quality assured by the DfE. 

 

5. Monitoring arrangements 

 This policy will be monitored and reviewed regularly. Any changes to the 

policy will be approved by the Governing Body. 

 

6. Links with other policies 

• Staff and student ICT Acceptable Use Policy  

• Remote Learning and Online Communication Acceptable Use Policy 

• Child Protection and Safeguarding Policy 

• Behaviour Policy 

• Data Protection Policy 

• Student and Parent/Carer Privacy Notice 

• Employee Privacy Notice 

• COVID-19 Student, Parent/Carer and Employee Privacy Notice 

• Complaints Privacy Notice 

• Website Privacy Notice 

• Home-College Agreement 

• E-Safety Policy 

• Information Security Policy 



Appendix 1 
 

Dear Parent/Carer 

 

I am writing to clarify how you may access work set for your child on Microsoft Teams 

whilst they are learning from home.  Due to the complexities of the evolving Covid-19 

crisis, all staff now upload work on a weekly basis to enable every student to learn 

from home should the need arise as part of our Remote Learning Programme, 

additionally staff are now offering a virtual tutor group and live lessons to support 

students’ learning from home.  Please take your instructions from the screen shots 

below: 

 

Go to; https://htcs.org.uk/useful-links/  and click on “Office 365”.  Sign in using your 

child’s college email address (username@hightunstall.hartlepool.sch.uk).  The 

password is the password your child uses to log into the computers at college.  If you 

have difficulties logging in please contact helpdesk@hightunstall.hartlepool.sch.uk to 

arrange for the password to be re-set. 

 

 
 

 

Virtual Tutor Group 

All students have been allocated a virtual tutor and will be welcomed at 8.30am every 

morning for a brief “wake up call” meeting with their virtual tutor to set up their learning 

for the day.  This will be followed with a “3pm check in” again through their virtual tutor 

team, so we can support with the submission of any work and deal with any issues 

which may of arose from the college day.  Please direct your child to the virtual tutor 

group team on Microsoft Teams and follow the announcement and instructions.  

Ensure your child attends their virtual tutor group slots for further information regarding 

live lessons. 

 

 
 

 

To access 

Microsoft Teams, 

click on “Teams” 

Your child can send 

their work to their 

teachers by using 

“outlook”. Staff 

email addresses 

can be found on 

the college website 

https://htcs.org.uk/

all-staff/ 
 

To access Virtual Tutor Group, 

click on “Virtual Tutor Group” 

Team. When in the team, on the 

left-hand side click the channel 

(it will be titled 8V1 or 10V2 etc.) 

https://htcs.org.uk/useful-links/
mailto:username@hightunstall.hartlepool.sch.uk
mailto:helpdesk@hightunstall.hartlepool.sch.uk
https://htcs.org.uk/all-staff/
https://htcs.org.uk/all-staff/
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Live Lessons 

During live lessons and virtual tutor sessions, students are expected to turn off 

webcams and mute microphones. Teachers may ask students to unmute their 

microphone at appropriate agreed times during the lesson.  

 

• Students are to use the raised hand or chat functions in Teams to show when 

they need attention or wish to engage in the lessons 

• Parents and carers will not be allowed to participate in lessons in any capacity 

• The recording of remote sessions is prohibited in any circumstance. This is not 

allowed at all!  

• Students should attend Live Lessons as much as possible 

• If students behave inappropriately they will be excluded from remote learning 

and will be expected to continue to access resources via Teams. 

 

Students should follow their timetable throughout the day and check their class group 

to see if their teacher has invited them to join a live lesson.  Students should continue 

this throughout their isolation period.  

 

 
 

Learning Resources on Microsoft Teams 

 

 
 

 

Select the relevant Year 

Student Team button, the 

screen shot shows the Year 11 

Student Team as an example 

Click on ‘Files’ at the top of 

the page and then ‘Class 

Materials’ 

To access a Live lesson, go to the class 

team of your lesson and select “join” 

when it says “meeting now”. 
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Once your child has completed the tasks set on Teams please encourage them to 

email their work to their class teacher (using Outlook as detailed above), staff email 

addresses can be found on the college website; https://htcs.org.uk/all-staff/ or by 

searching in the directory in Outlook.  If two teachers deliver the same subject and 

your child is unsure which staff member will assess their work and provide them with 

feedback, we advise that they email both class teachers. 

  

I am sure you appreciate the challenge trying to blend the education of those in 

college and those working remotely from home and ensuring safety and educational 

equity for all our students.  Your ongoing support and patience is as always 

appreciated as we continue to develop our remote learning provision and we will 

continue to keep you and your child updated of any improvements. 

 

If you have any further questions please do not hesitate to contact me. 

 

Yours faithfully 

 
L. Reavley 

 

Mrs L. Reavley 

Assistant Head Teacher Curriculum and Timetabling 

Each faculty folder will 

contain work for your child 

under their class code.  This 

will be uploaded on a weekly 

basis. 

https://htcs.org.uk/all-staff/
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