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Since schools were closed in March 2020, remote learning has become an even more 
integral part of The Oakwood Academy’s provision.  This policy sets out our approach to 
remote learning. 
 
Intent 
It is our aim, with remote learning, to ensure that: 

• student absence from school is not a barrier to their success. 
• during periods of sustained absence, curriculum delivery continues, and students 

have access to quality learning materials which closely replicate what those in-
school, are receiving. 

• at all other times, students have continued access to online learning materials to 
supplement and support the work carried out in school. 

• students develop the skills of independently using ICT from home to develop these 
essential life-long learning skills. 

 
Implementation 
When will remote/blended learning take place? 
Remote learning will take place when there is a sustained period of school closure. 
In light of recent events, remote learning will take place, in some form (as exemplified 
below) when: 

• The Oakwood Academy has been asked to close by Public Health England or the DfE. 
• a student, or a member of the students’ household, has tested positive for COVID 19. 
• a student has been identified by Track and Trace as needing to self-isolate. 
• where a bubble has been identified as needing to self-isolate. 

 
Blended learning will supplement the work carried out in class.  This will usually be set as 
home learning tasks and will involve students accessing work online or using online tools to 
support and reinforce their knowledge and understanding of in-school learning.  
 
Delivery of Distance Learning 
All remote/blended learning will be set through SatchelOne, an online platform that 
students are very familiar with.  Links to third-party resources will be set using SatchelOne 
too. 
 
Content Delivery 
As set out in the Intent, the aim of providing remote learning materials is to ensure that 
students continue to follow a broad and balanced curriculum and do not fall behind their 
peers.  The style of remote learning will depend upon the circumstance of the absence. 
 
Where an individual student is affected by a long-term illness (including Covid) or part of a 
year group is absent from school due to the Covid pandemic: 

• Work will be set daily, in-line with student’s individual timetable. 
• Students will be set the same work, or as close to the same work, as that set for 

students who are in school.  This work should be placed in the relevant Sharepoint 
folder to allow students to access Microsoft programmes easily online.  



• Where possible, recorded instructions should be provided for students.  As a 
minimum, staff will ensure that clear instructions are available on the PPT for the 
lesson, any worksheets provided and/or on SatchelOne. 

 
Where a whole class or year group bubble asked to self-isolate: 

• Work set daily, in-line with class/year group timetable. 
• Lessons follow the normal, planned curriculum, mirroring those that would have 

been taught in school, uploaded and accessible via Sharepoint. 
• A remote learning good practice guide has been produced and should be followed to 

support student engagement and understanding. 
• Lessons must be accompanied by recorded explanation either through Looms or 

recorded PPT. 
• Live lessons will be used strategically, and at the discretion of HOF. 

 
Where there is a whole school closure: 

• Work set daily, in-line with class/year group timetable. 
• Live lessons via Teams will be the preferred option for delivering lessons, unless 

specific circumstances prevent this. 
• The live, taught element of lessons will be no more than 30 minutes in length. 
• Teachers will remain ‘in’ the lesson to support students who need help with follow-

up tasks/lesson activities 
• Where live lessons are not possible, work set should be supplemented with recorded 

Looms or PPTs. 
• All work will be available via Sharepoint. 

 
Whenever remote/blended work is set for students to complete at home, it is the 
expectation that they complete and submit their responses. 

• Work can be submitted on SatchelOne or via email to members of staff directly. 
• Work that is submitted but via email/post should be marked off as submitted on 

SatchelOne (this is automatically done for work submitted via SatchelOne). 
• Feedback will be provided weekly.  This could be in the form of: 

o a feedback lesson where students are asked to red pen their own work. 
o comments via SatchelOne either individual or whole-class. 
o written/typed feedback on the work itself, sent back to the student via 

SatchelOne. 
o feedback video/audio file which summarises the group feedback. 
o automatic feedback from online platforms such as Educake. 
o a markscheme, model answer or success criteria checklist provided for 

students to improve their work against. 
o verbal feedback on work produce during live lessons. 
o immediate responses to answers given in the chat. 

• For extended periods of school absence, a substantial piece of work should be set 
twice per half-term (once for subjects which are taught once a week) which is 
submitted and then marked in line with the school’s marking policy. 

• Regular low-stakes quizzes should be built into lessons to provide immediate 
feedback to both staff and students on understanding of topics. 



 
Where a student struggles with remote/blended learning, students should use the normal 
and accepted means of communicating with staff for support.  This is done either through 
the comments option in SatchelOne or via email to staff using their school email address. 
 
We recognise that not all students have access to laptops or the Internet.  The Academy 
keeps a central record of this information.  Where possible, during a period of school 
closure, the Academy will provide access to school laptops and Internet dongles.  Where 
this is not possible, an alternative paper-based equivalent will be provided.  Paper-based 
alternatives are also provided for blended learning when this cannot be completed due to 
limited ICT access at home. 
 
Where students are completing NEA at the point of absence, The Oakwood Academy will 
ensure that staff and students follow all exam board regulations with regards this element 
of the course.  A BTEC Remote Learning Statement can be found in Appendix 1. 
 
Remote Learning Expectations 
It is the expectation that students try to stick to normal school hours when working from 
home.  Ideally, they should complete the work set on the day, and submit it the same day. 
 
Students should only communicate with staff in the ways outlined above.  Although they 
may choose to communicate with staff at any point during the day, staff will be asked to 
respond at a time that best suits their working day.  There is no expectation that staff 
should respond outside of the normal school working day, unless they choose to do so. 
 
Where live lessons are being delivered, students, staff and parents are expected to follow 
the guidance as set out by the Redhill Academy Trust (Appendices 2-4). 
 
Points of Contact 
Where a student has an issue with access remote/blended learning materials they should 
contact homework@oakwoodacademy.org.uk who will triage and solve the problems 
raised. 
 
Where students/parents do not have appropriate devices/Internet access they should 
contact g.hillyard@oakwoodacademy.org.uk.  
 
Should there be any safeguarding concerns whilst working online (including but not 
exclusive to cyberbullying, inappropriate conversations, sharing inappropriate images) then 
contact should be made with Mel O’Dowd at m.o’dowd@oakwoodacademy.org.uk.  
 
Impact 
In order to ensure that students’ progress is maintained during a period of substantial 
absence, the following checks are in place: 

• Daily checks are carried out by Heads of Faculty into the appropriateness of the work 
set for their faculty areas. 

• Daily student submission data is shared with key staff for action. 



• Regular conversations with parents occur regularly to identified students who have 
not submitted an appropriate amount of work. 

• Regular feedback from teachers helps to support students to make progress and 
clarify misunderstandings. 

• Staff ensure that work submitted during the period of absence is used to plan for 
effective transition once a pupil returns to school. 

 
Where online learning tasks are set for home learning, staff will ensure that these are 
checked and used to provide further tasks or plan for future in-school learning episodes.  
Where students have performed poorly on these tasks, especially activities which are self-
marked online tasks, the expectation is that future lessons address the gaps in order to 
close them. 
  



Appendix 1 

 
The Oakwood Academy 

BTEC Blended Learning Policy 
Aim:  

• To ensure that blended learning delivery meets the guidelines set by the 
awarding organisation. 

• To ensure that assessment methodology is valid, reliable and does not 
disadvantage any group or individual learners. 

In order to do this, the centre will: 
• Ensure that teaching/delivery/assessment staff are timetabled to support blended 

learning when learners are working remotely. 
• Ensure there is a process to manage feedback on assignments, questions are 

constructively answered, and feedback is provided in a timely manner. 
• Ensure the setting of assignments is undertaken in the face-to-face sessions and that 

deadlines are clear 
• Ensure that when learners submit work measures are taken to ensure the work is 

authentic and has been completed by the learner. 
• Maintain and store securely all assessment and internal verification records in 

accordance with Pearson Centre Agreement. 

This policy will be reviewed every 12 months by the Quality Nominee 
Mr D. Watkins – 1st December 2020 
  



Appendix 2 
 
Students Guidance for safe and effective use  
During the period of school closure, we, like other schools, have realised the effectiveness 
of video conference platforms such as Zoom or MS Teams.  Mainly, this is due to the 
potential collaboration and educational interaction between students and teachers.   
Schools in the Redhill Academy Trust will ONLY use Microsoft Teams to video conference as 
the school has a full Microsoft support package to ensure safeguarding and security are fully 
covered. Your support for these guidelines is greatly appreciated:   
• You will be provided with invitations to on-line lessons via the school email system – 

through its connection to Microsoft Teams ONLY! You must not post meeting details or 
invitations on social media.   

• You will NOT be able to join lessons/video conferencing using webcams/video. Staff 
will be visible and you will be able to interact by watching or by contributing by voice 
only. 

• Staff will see your “profile” picture you have set for your school email account – please 
ensure it is appropriate. 

• You must take lessons in a room with an open door and a parent / guardian or another 
trusted adult should be in the same premises as you while the lesson takes place 

• You should not take your lesson in your bedroom. 
• Present yourself as you would if you were in a face-to-face lesson:   Speak appropriately 

for a school lesson, dress sensibly (School Uniform NOT compulsory!) and follow the 
behaviour expectations that we have in lessons. 

• The lesson will be recorded and the recorded lesson is the sole intellectual property of 
the school and must not be reproduced without the schools permission.  This recording 
will be available on Stream. 

• Your teacher will record the length, time, date and attendance of any sessions held. 
 

Your teacher will contact the school’s Designated Safeguarding Lead (DSL) if they have any 
concerns about a student.  Examples of potential concerns may include 
 

v A staff member seeing, or hearing, a concern during an online lesson.  
v A disclosure made by a student in the course of a lesson. 

 

  



Appendix 3 
Redhill Trust Staff Guidance for Delivering Teams Lessons 

 
During the period of school closure, we, like other schools, have realised the effectiveness 
of video conference platforms such as Zoom or MS Teams.  Mainly, this is due to the 
potential collaboration and educational interaction between students and teachers.   
Students and staff have been issued with guidance to follow to ensure that video 
conference lessons are conducted safely. The Redhill Academy Trust will ONLY use 
Microsoft Teams to video conference as the school has a full Microsoft support package to 
ensure safeguarding and security are fully covered. Your support for these guidelines is 
greatly appreciated:   
• Students will be provided with invitations to on-line lessons via the school email system 

– through its connection to Microsoft Teams ONLY! Students must not post meeting 
details or invitations on social media.   

• For video lessons, ONLY use Microsoft Teams through the school account. 
• It is not appropriate for staff members to hold one-to-one videoconferences with a 

student due to safeguarding risk. If only one student attends the lesson, the lesson must 
end. (Specific exceptions with prior approval by the Head Teacher only– for example 
SEND, Post 16 tutoring) 

• Lower school students will NOT be able to join lessons/video conferencing using 
webcams/video. Staff will be visible and students will be able to interact by watching or 
by contributing by voice only. 

• Post-16 students who are split between sites have video enabled to enhance their 
learning across the different campuses. 

• Staff will see students’ “profile” pictures that thy have set for their school email 
accounts – they have been asked to ensure they are appropriate. 

• Never share any personal information e.g. personal telephone number, email accounts, 
Facebook and other social media links.  Staff should never use personal social media 
accounts as a ‘short cut’ to communicate with parents and students. 

• Provide invites to on-line lessons via the school Microsoft Teams system.  Under no 
circumstances post meeting details or invitations on social media. 

• Staff are required to present themselves as they would if they were in a face-to-face 
lesson. 

• Remind students/parents of the specific guidance for video lessons. For example, the 
student must take lessons in a room with an open door and parents/guardians must 
provide that one of them or for a trusted adult shall be in the same premises as the pupil 
while the lesson takes place.   Students should present themselves in a manner as they 
would if they were in a face-to-face lesson. 

• Staff have the right to ask students to leave the lesson and may if necessary, remove the 
student from the lesson and instruct them not to return. 

• The teacher will record the length, time, date and attendance of any sessions held, and 
will record the lesson to be published for students unable to join the live lesson to watch 



at a later date or time. This will be available on Stream. The recorded lesson will be the 
sole intellectual property of the school and must not be reproduced without the school’s 
permission. 

• Students have been asked NOT to make their own separate recording of the lesson. 
• AT NO STAGE will any video lesson be used as part of Appraisal/Performance 

Management or subject to any scrutiny other than safeguarding. 

All staff should be aware of safeguarding and child protection policies and procedures. You 
should contact the Designated Safeguarding Lead (DSL) or, in the event of the DSL being 
unavailable, deputy DSL, should you have any concerns about a student.  Examples of 
potential concerns may include 

v A staff member seeing, or hearing, a concern during an online lesson.  
v A disclosure made by a student in the course of a lesson. 

Staff should ensure compliance with all points in this document and with the full Video 
conferencing policy approved by Governors. 
 
As well as this staff will: 

• Ensure they have rehearsed what will be shared and planned the lesson as they 
would in school to ensure all students can be engaged. 

• Ensure that the learning follows the same structure as in the classroom e.g. clear 
learning objectives and discussion points. 

• Consider fully the contents of any screen sharing they ask students to join with. 
• Where possible, have another member of staff present, virtually in video lessons. 
• Never ask anyone to share any personal information during the video lessons. 
• Present themselves in a fully professional manner – audibly, visually and in terms of 

content. 
• Provide the appropriate support for vulnerable and SEND students. 
• Provide access to learning for any students without access to the internet. 

 

  



Appendix 4 
Parents and Carers Guidance for safe and effective use  

During the period of school closure, we, like other schools, have realised the effectiveness 
of video conference platforms such as Zoom or MS Teams. Mainly, this is due to the 
potential collaboration and educational interaction between students and teachers.  

Students and staff have been issued with guidance to follow to ensure that video 
conference lessons are conducted safely. Schools within the Redhill Academy Trust will 
ONLY use Microsoft Teams to video conference as the school has a full Microsoft support 
package to ensure safeguarding and security are fully covered. Your support for these 
guidelines is greatly appreciated:  

• Students will be provided with invitations to on-line lessons via the school email 
system – through its connection to Microsoft Teams ONLY! Students must not post 
meeting details or invitations on social media. School staff have been instructed to 
ensure that any video conference account is linked to their school email account 
through Microsoft Teams. 	

• Students will NOT be able to join lessons/video conferencing using webcams/video. 
Staff will be visible and students will be able to interact by watching or by 
contributing by voice only. 	

• Staff will see students’ “profile” pictures that thy have set for their school email 
accounts – students should ensure they are appropriate. 	

• Students should refrain from editing any images/video sent and/or sending any 
content to anyone else. 	

• As far as possible please make a safe, appropriate and semi-supervised space 
available for the lesson to take place in. Students have been told that they should 
take lessons in a room with an open door and that a parent / carer or another 
trusted adult should be in the same premises while the lesson takes place (where 
possible). 	

• Under most circumstances it is not appropriate for staff members to hold one-to-
one video conferences with a student due to safeguarding risk. However, there may 
be cases where one to one work may be very beneficial to a student, for example in 
supporting learners with special educational needs to access their work. In such 
circumstances parental consent should be secured, and ideally a parent / carer 
should join some of the session, in addition to following all other guidelines in this 
document. 	

• Students should not take video conferenced lessons from their bedroom if possible. 	
• Students are required to present themselves as they would if they were in a face-to-

face lesson: They should dress sensibly (This is in the event their camera is turned on 
by accident. School Uniform NOT compulsory!) and follow the behaviour 
expectations that we have in lessons. 	

• Staff have the right to ask students to leave the lesson, and may remove them from 
the lesson. 	

• The teacher will record the length, time, date and attendance of any sessions held, 
and will record the lesson to be published for students unable to join the live lesson 
to watch at a later date or time. This will be available via Stream. The recorded 



lesson is the sole property of the school and must not be reproduced without the 
school’s permission. Students MUST NOT make their own separate recording of the 
lesson. 	

• In most circumstances, a second member of staff will be present at the video 
conference lesson. This is to help manage learning, for example for checking emails 
or questions from students, and contributing to discussion, as well as in providing a 
safeguard. 	

• Your child’s teacher will contact the school’s Designated Safeguarding Lead (DSL) if 
they have any concerns about a student. Examples of potential concerns may 
include: 	

• A staff member seeing, or hearing, a concern during an online lesson. 	
• A disclosure made by a student in the course of a lesson. 	

Staff will ensure compliance with all points in this document and with the full Video 
conferencing policy approved by Governors.  

As well as this they will:  

• Ensure they have rehearsed what will be shared and planned the lesson as they 
would in school to ensure all students can be engaged. 	

• Ensure that the learning follows the same structure as in the classroom e.g. clear 
learning objectives and discussion points. 	

• Consider fully the contents of any screen sharing they ask students to join with. 	
• Where possible, have another member of staff present, virtually in video lessons. 	
• Never ask anyone to share any personal information during the video lessons. 	
• Present themselves in a fully professional manner – audibly, visually and in terms of 

content. 	
• Provide the appropriate support for vulnerable and SEND students. 	
• Provide access to learning for any students without access to the internet. 	

 

 

 


