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Rationale 
This policy is to ensure the continuity of education for Cyfarthfa High School pupils under unusual 
circumstances. Extensive distance learning would apply particularly in a situation in which the school is 
closed for an extended period of time, but a high proportion of students and teachers are healthy, and able to 
work as normal from home. The distance learning principles would also apply to periods of blended learning 
when the remote learning provided for pupils at home would be combined with some face to face learning in 
school. This policy does not normally apply in the event of short-term school closures (e.g. as a result of 
inclement weather) or a short-term student absence. In the event of closure due to a pandemic, it also 
covers the ongoing education of pupils who cannot be in school but are able to continue with their education 
when the school remains open. 
 

1. Aims 
 This distance learning policy for staff aims to: 
 

 Ensure consistency in the approach to distance learning for pupils who aren’t in school. 

 Set out expectations for all members of the school community with regards to distance learning during 

complete or part closure (including a blended learning model) 

 Provide appropriate guidelines for data protection 

 

2. Conditions for Distance Learning 
Microsoft Teams will be the main hub for all distance learning interactions.   
 
Work and prep that can be handed in online will be set through Teams and marked online (as well as being 
set on Class Charts). Naturally, distance learning will require students and teachers to take a different 
approach to working through content, but tasks should ensure the pace of content coverage is as close as 
possible to in-school teaching, and ensure students do not fall behind. The nature of tasks set should allow 
students to learn independently, without the specific support of an adult at home. 
 
In the event of any school closure or necessity for pupils to work from home, Cyfarthfa High School will be 
proactive in ensuring that: 
 

 Staff have access to Microsoft Teams for Classes and that they are familiar with the main functions of 

Teams 

 Staff have the ability to host a Teams Meeting (video and/or audio)  

 Staff are supported in the development of distance learning and blended learning strategies (in particular 

use of Teams) through staff meetings and professional development time. 

 Staff have access to a suitable device during the closure period. 

 Pupils within classes have access to the relevant Microsoft Team  

 Pupils will receive Teams refresher sessions in ICT lessons at KS3 and during tutor periods for KS4 

 Parents and pupils are made aware in advance of the arrangements in place for the continuity of 

education.  This will include receipt of the following information: a revised timetable for their child, an  

e-mail contact for their child’s year group, regularly updated overviews of the work set for their child, 

regular updates and messages via the Class Charts parents and pupils messaging service, contact from 

form tutor/pastoral staff/a senior member of staff/ALNCo. 
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3. Roles and responsibilities 
 
3.1 Senior leaders 
Alongside any teaching responsibilities, senior leaders are responsible for: 

 Co-ordinating the remote learning approach across the school – TG/LMT 
 Monitoring the effectiveness of remote learning – via Teams meetings with HODs, teachers, review work 
set, feedback from pupils and parents. 

 Monitoring the security of remote learning systems, including data protection and safeguarding 
considerations-  lead responsibility NB/MMc  
All online teaching should follow the same principles as face-to-face teaching and the principles set out 
in our staff code of conduct. This includes ensuring that the technologies and programmes that are used 
are acceptable and appropriate, as well as communicating in a safe way, for example not through private 
social media accounts. All online learning tools and systems that staff use should be in line with privacy 
standards, data protection and GDPR requirements. For anything that staff send to students, they must 
ensure they are still abiding by safeguarding requirements. It’s crucial to find a balance between helping 
our students and also upholding the necessary safeguarding responsibilities. 
If staff do record themselves and send this onto students, then there are a range of important 
considerations   that staff need to consider. Staff should never hold one to one sessions with a student 
and ensure that they conduct their session in an appropriate setting – like a dining room or office and 
away from any photographs and personal items, if possible. Staff should make sure they retain a copy of 
the video and the materials used in case any issues arise later. 
 

3,2 Designated safeguarding lead 
The DSL is responsible for overseeing the school safeguarding policy as applied to distant learning. Any 
safeguarding concerns are reported to the DSL via the class charts safe guarding tab, this will be dealt with 
in line with the school safe guarding policy and procedures. All safeguarding requirements still apply, and 
school staff should still be operating in accordance with the school safe guarding policy. The DSL will act on 
all concerns and contact relevant agencies within the authority to ensure the right channel of support is 
designated to the family / pupil. Whether this be a referral to the early help hub, the MASH team, police etc. 
 

3.3 Pastoral Team 
The pastoral team (HOY and AHOY)  are responsible for working with their team of form tutors to 
communicate with families on a regular basis via telephone calls, class charts messages and occasionally  
e-mail. It is the pastoral leads responsibility to highlight areas of concern regarding engagement, access and 
work ethic. Tracking each pupil through the information provided on Class charts and a RAG rating system 
based on their engagement and access of online work. Clear communication between the pastoral leads, 
form tutors, subject teachers, and families is essential in collating this information. 
 
 

3.4 ALNCo 
The ALNCO will: 

 maintain contact with SEN and LAC pupils on their lists requiring regular support, by email or phone with 
parents/pupils and feed back to senior leaders or teachers if required. 

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

 monitor and review the remote work set by teachers and work with HODs/teachers remotely to make 

sure all work is appropriate and consistent. 

 maintain regular communication about engagement of pupils and completion of work and follow up any 

pupil concerns with the HOY/T & L Lead 

 
 

 

3.5 Teachers 
When providing remote learning, teachers must be available between 8.30-3.00pm  
If they’re 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.  
Classwork and prep that can be handed in online will be set through Teams and marked online (as well as 
being set on Class Charts) 
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When providing remote learning, teachers are responsible for: 

 Setting work: 

o Providing work for the pupils in the classes designated according to their timetable (this may 

be done in collaborations with the HOD or other member so the department and there should 

be regular co-ordination of work between teachers of the same department to ensure 

consistency across the year group and subject)  

Work will be set by 9am on the Monday at the start of each week/fortnight and a deadline set for the 
Friday at the end of that week/fortnight 

o Work to complete should be uploaded to the Class notebook in the Microsoft Teams learning 

platform as far as practically possible. 

o Instructions on what to do and deadlines should be uploaded weekly/fortnightly on Class 

Charts (teachers may also wish use the posts function in Teams) The posts section of Teams 

can also be used to post instructions and give general feedback. 

o At the end of the fortnight teachers should submit the work status of each pupils (work 

submitted/not submitted) to allow tracking and monitoring of distance learning by HOYs and 

T&L lead 

o Work should be co-ordinated with other teachers to ensure consistency across the 

year/subject and to make sure pupils with limited access to devices can still complete the work 

 Providing feedback on work:,  

o Teachers will endeavour to provide regular feedback to students on pieces of work that they 

are required to submit. Under normal circumstances, not all pieces of work are formally 

assessed by teachers and this would continue to be the case should the school employ 

remote learning. 

o Teachers are expected to follow the guidelines for regularity of feedback and the format of 

feedback as outlined in the addendum to the schools’ main feedback and marking policy 

o Feedback should be given to pupils as far as practically possible via the work completed in the 

class notebook. (Also see appendix to feedback and Marking Policy). 

 Keeping in touch with pupils who aren’t in school and their parents: 

o Form tutors are expected to make contact fortnightly with the parents of pupil in their form 

class, using the information on the shared staff Team.  If they are unable to make calls for any 

reason they should immediately inform their HOY in the first instance and NB if the HOY is not 

available. 

o Within the hours of a normal school day e-mails or messages from pupils via Teams regarding 

pupils’ work or a pupil having difficulty should be answered unless the member of staff is 

unavailable (e.g illness, in school teaching, working in the Hub) 

o Pass on any safeguarding concerns to the designated safeguarding officer immediately using 

the class charts safeguarding tab. 

o Pass on any academic concerns (such as repeated failure to complete work) to the T&L 

lead/HOY. 

 Attending virtual meetings with senior leaders, middle leaders and staff. 

 



 

 

 

Cyfarthfa High School   

Page | 5 

3.6 Teaching assistants 
When assisting with remote learning, teaching assistants must be available between 8.30am-3.00pm 
If they’re 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.  
When assisting with remote learning, teaching assistants are responsible for: 
 

 Supporting pupils who aren’t in school with learning remotely: 
o These will be pupils identified by the ALNCO/Pastoral lead 

o Academic support will be provided via phone call, messages and if necessary, where one to 

one support is needed via Teams. 

 Attending virtual meetings with senor leaders, teachers. 
 

If teaching assistants will also be working in school, responsibilities will be working in the Hub, creating 
resources, displays and completing training(online).  
 
 

3.7 Subject leaders 
Alongside their teaching responsibilities, subject leads are responsible for: 
 

 Considering whether any aspects of the subject curriculum need to change to accommodate distance 

learning or blended learning. 

 Working with teachers teaching their subject remotely to make sure all work set is appropriate and 

consistent. 

 Working with other subject leaders and senior leaders to make sure work set remotely across all subjects 

is appropriate and consistent, and deadlines are being set an appropriate distance away from each other 

 Monitoring the remote work set by teachers in their subject through regular meetings with teachers of 

their subject and by reviewing work set.  They should also maintain regular communication about 

engagement of pupils and completion of work and follow up any academic pupil concerns with the 

HOY/T&L lead and wellbeing concerns with the pastoral lead. 

 Alerting teachers to resources they can use to teach their subject remotely 
 In the event a teacher is unwell during a period of remote learning, it becomes the responsibility of the 
line manager(HOD) to ensure work is set to her/his classes.  

 

3.8 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’re experiencing 

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

protection officer 

 Assisting pupils and parents with accessing the internet or devices 

 
3.9 Pupils and parents 
Staff can expect pupils learning remotely to: 
 

 Complete work to the deadline set by teachers 
 Seek help if they need it, from teachers or teaching assistants 
 Alert teachers if they’re not able to complete work 
 Alert teachers when they have submitted finished work by using the @ message facility on Teams 

 
Staff can expect parents with children learning remotely to: 

 Seek help from the school if they need it – if you know of any resources staff should point parents 
towards if they’re struggling, include those here 

 Be respectful when making any complaints or concerns known to staff 
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3.10 Governing body 
The governing body 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 remote learning systems are appropriately secure, for both data 
protection and safeguarding reasons. 

 

4. Who to contact 
If staff have any questions or concerns about remote learning, they should contact the following individuals: 

 Issues in setting work – TG/LMT 

 Issues with behaviour – HOY in first instance and NM if HOY is not available 

 Technical issues with IT – submit a ticket to supportict@cyfarthfahigh.merthyr.sch.uk highlighting the 

technical issues.  This will then be picked up by MM/MH/JW and dealt with on a priority basis. 

Pedagogical issues with IT/0365 – talk to/email MM. 

 Issues with their own workload or wellbeing – LMT/line manager 

 Concerns about data protection – Data protection officer 

 Concerns about safeguarding – NB  

 

5. Data protection 
4.1 Accessing personal data 
When accessing personal data for remote learning purposes: 

o Personal data should remain on our school server rather than our Office 365 cloud based 
server.  If personal data is required to leave school then this must be stored on an encrypted 
laptop or an encrypted portable storage device. 

o You should access school data on the devices that have been provided to you rather than 
your own personal devices.  You should not copy any sensitive data onto portable storage 
devices that are not encrypted. 

 

4.2 Processing personal data 
Staff members may need to collect and/or share personal data such as [e.g. email addresses, telephone 
numbers] 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. 
However, 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) 

 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 

 

5. Safeguarding 
See school safeguarding policy – all staff have access to the policy during remote learning, via the all staff 
Teams. 
 

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

 Behaviour policy 
 Child protection policy and coronavirus addendum to our child protection policy 
 Data protection policy and privacy notices 
 Home-school agreement 
 ICT and internet acceptable use policy 
 Online safety policy 


