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1. Purpose/Rationale 

 

This home learning guidance for staff aims to: 

• Ensure consistency in the approach to home learning for learners who aren’t in 

school 

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

learning 

• Provide appropriate guidelines for data protection 

 

2. Roles and responsibilities 

The following charts outline the key responsibilities for aspects of our Home Learning 

provision based on different scenarios we may encounter as a school.  

Key Terms- 

HLL- (Home Learning Lead)  

Form Tutor- Named staff member assigned to each class 

Teacher- Any staff member who delivers a lesson/qualification 

Subject Lead- A staff member who has overall responsibility for a subject area 

2.1 Contingency Plans during full school opening from September 2021 

 

Learner has to 
self-isolate at 

home

Day 1- Form tutor contact HLL who 
will provide Home Learning Menu for 

learner to email home.

Day 2 Onwards-

Form tutor will email any suitable 
teaching materials from the school 

day such as Powerpoints/worksheets 
etc each day

Monitoring and feedback- Form tutor 
will encourage parents/carers to 

complete Home Learning Daily Log 
(link to be emailed home)

Ask parents if they need any 
additional resources.

Class and teacher 
have to self-

isolate at home

Day 1- Form tutor contact HLL who will 
provide Home Learning Menu for learners 

to email home.

Day 1- Class teacher will record daily English and Maths 
lesson plus 1 other curriculum lesson using either 

Microsoft Teams or Video Record on PowerPoint ready for 
the next day.

Lessons to be emailed to Quest Office to upload to class 
Home Learning page on the website. 

Day 2 Onwards- Teacher to record daily lessons and email 
ready for the next day. 

Monitoring and feedback- Form tutor will encourage 
parents/carers to complete Home Learning Daily Log (link to 

be emailed home)

Ask parents if they need any additional resources.
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Teacher has to 
self-isolate at 

home

If a teacher is self-isolating and 
working from home then they 
will teach their lesson from 

home via Teams with the class 
team in school setting up the 

call in the classroom

If a teacher is self-isolating and 
unwell then they will send 
cover work in to school by 
8.30am on the day of their 

illness to be delivered by cover 
staff

Options 
Qualifications

If a class that is taught a qualification is self-
isolating and the teacher is still in school then a 

live Teams lesson will be completed with the 
teacher of the class setting up the call in school 
at the time when the lesson would have taken 

place 

If a teacher of a qualification is self-isolating and 
working from home then they will teach their 
lesson from home via Teams with the class 

team in school setting up the call in the 
classroom.  

PSHE/Assemblies

Subject Lead to provide 1 PSHE 
lesson per week, including 

special days, for classes not in 
school and email to Quest Office 
to upload to class Home Learning 

page on website.

Subject Lead to ensure that 
weekly assembly rota is followed 

and staff send PowerPoint of 
assembly to Quest Office to 

upload to class Home Learning 
page on website.

Form tutors to arrange class 
Zoom/Teams ‘catch up’ calls 

once a week to enable learners 
to stay connected

Reading

Learners have been given an 
Accelerated Reader and 
Myon login to record their 

reading at home and access 
our online library of ebooks. 

Reading engagement to be 
monitored by Form Tutors 

weekly and support offered 
for learners not accessing. 
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2.2 Blended Learning Contingency Plans 

 

Home Learning Table 

Day 1 Day 2 Day 3 Day 4 Friday 

Recorded Structured 

Lessons 

Recorded 

Structured Lessons 

Home Learning 

Menu 

Home Learning 

Menu 

PSHE Day 

-Maths 

-English 

-Science 

-Maths  

-English 

-Creative 

Curriculum 

-English (Oak 

Academy) 

-Science (Oak 

Academy) 

-Independent  

Living (Oak) 

-PE 

-Maths (Oak 

Academy) 

-Life Skills 

-History (Oak) 

-Geography (Oak) 

-Weekly 

Assembly 

-Votes 4 Schools 

-Manga High 

-Lexia 

Blended Learning Approach 
Lower School

(In the event of class closure or partial school 
closure)

Week 1- Home Learning Menu for every 
class uploaded to website with daily 

lessons to work through. 

Week 2 Onwards-

Teachers to record sets of lessons for 
learners to access alongside Home 

Learning Menu as per the table. 

Monitoring and feedback- Form tutor will encourage 
parents/carers to complete Home Learning Daily Log (link to be 

emailed home)

Parents/carers to email or post in any work they would like 
feedback on. 

Ask parents if they need any additional resources.
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Day 1 Day 2 Day 3 Day 4 Friday 

Recorded 

Structured Lessons 

Recorded 

Structured Lessons 

Home Learning 

Menu 

Home 

Learning 

Menu 

PSHE Day 

-Maths 

-English 

-Science 

-Media/Computing 

-Maths  

-English 

-Science 

- Media/Computing 

-English (Oak 

Academy) 

-Science (Oak 

Academy) 

-Independent  

Living (Oak) 

-PE 

-Maths (Oak 

Academy) 

-Life Skills 

-History (Oak) 

-Geography 

(Oak) 

-Weekly 

Assembly 

-Votes 4 

Schools 

-Manga High 

-Lexia 

 

 

Blended Learning Approach 
Upper School

(In the event of class closure or partial school 
closure)

Week 1- Home Learning Menu for every 
class uploaded to website with daily 

lessons to work through. 

Week 2 Onwards-

Teachers to record sets of lessons for 
learners to access alongside Home 

Learning Menu as per the table. 

Monitoring and feedback- Form tutor will encourage 
parents/carers to complete Home Learning Daily Log (link to be 

emailed home)

Parents/carers to email or post in any work they would like 
feedback on. 

Ask parents if they need any additional resources.
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2.3 Subject leads 

Alongside their teaching responsibilities, as outlined above, subject leads are responsible 

for: 

• Supporting teachers with setting relevant online learning  

2.4 Senior leaders 

Alongside any teaching responsibilities, senior leaders are responsible for: 

• Co-ordinating the remote learning approach across the school – SLT 

• Monitoring the effectiveness of remote learning – reviewing work set by teachers 

weekly,  

• monitoring email correspondence between parents and teachers 

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

safeguarding considerations 

2.5 Safeguarding Team 

Family Footings are responsible for: 

• Maintaining contact, collating, passing on information and responding to any 

concerns. 

• See the COVID-19 amendments to the Safeguarding Policy 

 

 

Safeguarding 
and Wellbeing

Safeguarding Team to continue to risk 
assess learners not in school and 
prioritise home visits as required.

Family Footings to make 
contact once a week to learners 
identified in risk assessments

Form tutors to call home at least once a 
week to perform wellbeing calls to parents. 

Record conversations in Iris. 

Ask to speak to learners during calls. 

Safeguarding Team to continue to support 
families and learners through the 

newsletter/website. 

Highlight e-safety, wellbeing activities, “Talk it 
out” email and help and support lines. 
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2.7 Learners and parents 

Staff can expect learners to: 

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

• Alert teachers if they’re not able to complete work 

Staff can expect parents to: 

• Seek help from the school if they need it  

• Be respectful when making any complaints or concerns known to staff 

 

2.8 Governing board  

The governing board is 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 systems are appropriately secure, for both data 

protection and safeguarding reasons 

 

3. Who to contact 

If staff have any questions or concerns, they should contact the following individuals: 

• Issues in setting work – talk to the relevant subject lead/SENCO/SLT 

• Issues with behaviour – talk to the CSC Team and Behaviour Lead 

• Issues with IT – talk to Assistant Principal (CED) who can contact support if needed 

• Concerns about data protection – talk to the data protection officer (School Business 

Manager) 

• Concerns about safeguarding – talk to the DSL 

All staff can be contacted via the school email addresses 

 

4. Data protection 

4.1 Accessing personal data 

When accessing personal data, all staff members will: 

• All staff have access to IRIS Adapt and Safeguard to record any parent contact or 

concerns about children, this is accessed via a secure password. Ensure you log out 

after use. Do not allow access to the site to any third party. 

• Teachers are able to access parent contact details via the system using a secure 

password. Do not share any details with third parties and ensure computers are 

locked when away from them. 

• School laptops and iPads are the school’s preferred devices to be used when 

accessing any personal information on pupils. 
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4.2 Sharing personal data 

• Staff members may need to collect and/or share personal data such as emails or 

phone numbers as part of the remote learning system. Such collection of personal 

data applies to our functions as a school and doesn’t require explicit permissions. 

• While this may be necessary, staff are reminded to collect and/or share as little 

personal data as possible. 

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) 

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

• Not sharing the device among family or friends 

• Keeping operating systems up to date – always install the latest updates 

 

5. Monitoring arrangements 

5.1 Monitoring Cycle 

 

 

 

 

Form Tutors make 
weekly phone call to 

parents and complete 
Home Learning Tracker

HLL monitor tracker on a 
weekly basis and ask 

Tutors to make follow up 
calls to offer further 

support to learners who 
are not engaging. 

Tutors encourage parents 
to send in work for 

feedback. Teachers 
provide feedback via 

email for work received. 

HLL to monitor Home 
Learning Daily Log and 
email Tutors with any 

issues arising. 

HLL to forward Home 
Learning Daily Log to 

Quest Office to send out 
‘Well done’ email to 
learners who have 

completed this. 
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5.2 Reviewing procedures 

Home learning procedures will be subject to ongoing review by SLT using the example audit 

tool below:  

 

 

 

6. Virtual Call Guidance 

6.1 Teachers will: 

• Send out a meeting link to parents/carers to access the planned virtual call 

• Remain in the meeting until all children have exited the meeting 

• If at home, ensure background is either plain or blurred 

• Have full control of the ‘screen share’ and ‘mute’ function 

• Use children’s first names only 

 

6.2 Learners will: 

• Join the meeting using their own first name 

• Use the mute button if asked to 

• Ensure they are fully clothed and dressed appropriately 

• Be respectful to others in the meeting 
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6.3 Parents/Carers will: 

• Support their child by helping to set up the meeting 

• Ensure their child is able to use the mute control, especially if there is unavoidable 

background noise 

• Ensure children are dressed appropriately 

• For younger children it would be helpful for parents/carers to be present during the 

session 

• Contact the school directly if there are any issues or concerns or if you need any help 

• There is no expectation for children to have their camera on. It is fine for children to 

join the session and have the camera off for the full time.  

 

7. Links with other policies 

This policy is linked to our: 

• Behaviour Support policy 

• Safeguarding policy and Covid 19 Appendix 

• MAT Data protection policy 

• MAT Acceptable use of technologies policy 

 


