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Version: 15 July 2020 

The overriding principle of our remote learning expectations in all year 

groups is that students need to be learning and not simply doing.  
 

 

In the event of a school closure we will expect that: 

 

1. Transition in curriculum delivery from school to remote will be seamless. 

2. Teaching staff will ensure that all students will have access to: 

• New material - expanding students’ knowledge 

• Consolidation material - encouraging students to use their learnt 

knowledge and apply it in a manner which deepens their understanding 

(detail below). 

3. Assessment will be formative and ongoing (detail below). 

4. Feedback will be given regularly (detail below). 

5. Students will actively engage with the remote learning materials. 

 

 

 



Accessibility 

The school holds records on all students that shows their ability to access to online material. 

Students fall into 1 of 3 categories: 

1. Online and able to access online VLE system and Microsoft Teams 

2. Online and able to access online resources via email (poor connection speed) 

3. Not online, live in an area with no broadband and no stable mobile signal 

The majority of our remote learning is designed to be accessed by those in category 1. Students in 

category 2 are sent the work directly by teaching staff and students in category 3 we will post hard 

copies of work to on a weekly basis. 

 

Student Training 

All students in ICT lessons are taught how to use: 

- School email accounts 

- VLE (Firefly) 

- Microsoft Teams 

They are encouraged to download the relevant Apps onto their own devices where possible. This 

level of training allows the students to access the online remote learning that the school can 

provide. 

 

Staff Training 

Staff have received training on: 

- How to use Firefly 

- Using Microsoft Teams for Broadcasts and Video lessons 

- Using stylus enabled devices (where available) 

Further training is available, alongside guides such as those contained in this policy appendices. 

 

Years 7 and 8 Remote Learning Framework 

 

Subject Area Overall Learning Time Pre-recorded Lessons Further Support 

Maths and English  

 

1hr of new material and 1hr of 
consolidation work. 

2 x approx. 30mins pre-
recorded video lessons. 

Subject seminar 
for further support 

Biology, Chemistry, 
Physics  

30 mins of new material 
followed by 30mins of 
consolidation work. 

 

1 x 30 mins pre-recorded 
video lesson. 

Subject seminar 
for further support 

History, Geography 
and French 

30 mins of new material 
followed by 1hr of 
consolidation work. 

1 x 30 mins pre-recorded 
video lesson. 

Subject seminar 
for further support 

Technology, PE, ICT, 
Drama, Music, Re, 
PD and Art 

30 mins of new material set 
once a fortnight with 30mins 
of consolidation work. 

1 x 30 mins pre-recorded 
video lesson. 

Subject seminar 
for further support 

Healthy Living Activity Optional 

 

N/A N/A 



Year 9 Remote Learning Framework 

 

Years 10 and 11 Remote Learning Expectations Framework 

Focus should be on curriculum, assessment and responsive teaching. 

 

Lesson Material and Content 

• New lesson material will be introduced to students in 30 minute pre-recorded video lessons 
(using Teams broadcast or any suitable software). Appendix A: A Guide to Pre-recording 
Video Lessons in Teams. 

Consolidation work will be set on the VLE- Firefly. Appendix B: Firefly-Staff Guide to Setting 
Tasks. 

• The link for the video is to be included in the task set on the VLE along with the consolidation 
work for the rest of the week. 

• The work set should focus on learning not simply doing and should focus on building each 
week on the new material. 

 

 

Subject Area Overall Learning Time Pre-recorded Lessons Further Support 

Maths and English  

 

1hr of new material and 1hr 
of consolidation work. 

2 x approx. 30mins pre-
recorded video lessons. 

Subject seminar for 
further support 

Biology, Chemistry, 
Physics  

30 mins of new material 
followed by 30mins of 
consolidation work. 

1 x 30 mins pre-recorded 
video lesson. 

Subject seminar for 
further support 

3 chosen option 
subjects 

30 mins of new material 
followed by 1hr of 
consolidation work. 

1 x 30 mins pre-recorded 
video lesson. 

Subject seminar for 
further support 

Well- Being Activity 

Healthy Living Activity 

Optional N/A N/A 

Subject Area Overall Learning Time Pre-recorded Lessons Further Support 

Maths and English  

 

1hr of new material and 1hr 
of consolidation work. 

2 x 30mins a week of new 
material 

30 mins drop in 
seminar offered to 
all students by 
normal class 
teacher 

 

Biology, Chemistry, 
Physics  

30 mins of new material 
followed by 30mins of 
consolidation work. 

2 x 30mins a week of new 
material 

Double Science 1hr of new material and 1hr 
of consolidation 

3x 20mins a week of new 
material 

GCSE Options 30 mins of new material 
followed by 1hr of 
consolidation work. 

1x Minimum of 30 mins 
pre-recorded video lesson. 

Well- Being Activity 

Healthy Living Activity 

Optional N/A N/A 



Seminar Sessions 

• Each department will provide a weekly seminar session in which students can join a Teams 
meeting to gain any help required to support them to complete the work set. 

 

Students who cannot access the school’s VLE or have no internet/email access 

• Staff will be made aware of students who cannot access the VLE.  

• Remote learning materials should be e mailed home for students to access.  

• If a student has no internet/e mail access, work should be e mailed weekly to the school’s 
admin team to be posted home. 

 

Sharing Workload 

• Pre-recorded lessons should not be delivered to individual classes, but to whole year 
groups or parallel/similar groups.   

• Departments are asked to designate a member of staff to the different year groups/ classes 
as appropriate. 

 

Assessment and Feedback 

• It is expected that feedback and assessment of progress will form part of our remote 
learning practice. There are different ways this can be done through Firefly.  Appendix C: 
Remote Learning Feedback and Assessment.  

 

Tracking Student Engagement 

• Student concerns to be answered via email as soon as possible; the students should be 
directed to the appropriate seminar session if the concern cannot easily be answered by 
email. 

• Any student consistently not engaging with work should be highlighted by the teacher, in the 
‘WHS-Pastoral’ Teams drive on the ‘work engagement tracker’.  

• DOLs will coordinate and contact home to support students who are consistently not 
engaging with set work.  

 

Years 12 and 13 Remote Learning Framework 

• At least 2hrs of live delivery a week per subject, followed by additional work to complete as 
per timetable for Years 12 and 13. Appendix D- Live lessons through Teams 

• Additional work to be set through the task system in Firefly and students are to highlight 
when the task is complete. 

• Build in assessment and progress checks and use appropriate systems to distribute 
feedback. Appendix C- remote learning feedback and assessment. 

• Please communicate non- attendance to live Teams sessions and non-engagement with set 
tasks to the year group team. The Year group team will follow this up. 

 
  



Appendix A: A guide to pre-recording lessons in Teams. 
 

Go to your calendar on 
Teams.  
 
Click on the arrow next to 
the NEW MEETING tab in 
the top right of the screen.  
 
Click on LIVE EVENT. 
 

 

On this next screen enter 
the title of the clip you are 
about to make and the time 
(this simply can be the 
present time). 
 
Click NEXT (bottom right)  
 

 

Press schedule- bottom 
right (Leave the permissions 
on org wide)  

 

Then click Join. 
 
 
(NB- if the join screen does not pop 
up, just return to your Teams 
calendar and click on the event that 
you have just scheduled. The join 
screen will then pop up.) 

 
 



This screen should then 
appear. It has both queue 
and live event boxes. 
 
Make sure you switch on 
your mic and camera.  
 
Double click the picture 
of you, to send it to the 
queue box (the left one)  
 
 

 

Then press send live 
which sends your picture 
to the right hand box  

 
(NB- you are not live and 
recording yet.) 

 

Next open your power- 
point up with your lesson 
content on it and use the 
share button to share the 
ppt. 

 

Double click the PPt to 
send it to the queue 
screen and then click the 
split screen button under 
the queue screen. This 
will enable you to put 
your face alongside the 
ppt on the same screen.  

 



Click add video from 
below and double click 
your image from below 
to add it to the queue 
screen. 

 
Then send the queue 
screen live by pressing 
the yellow button. 

 
NOW YOU ARE READY 
TO RECORD. 
 
MAKE SURE YOU HAVE 
YOUR MIC ON! 
 
To begin the recording, 
press start. 
The box will go red whilst 
you are recording. 

 
Using power point within 
a live broadcast 

If you want to work through your power point presentation as you teach, just click back 
onto your powerpoint and work through the slides. On your screen you will see your 
power point- however the students will see your split screen (ie your face and the power 
point). 
If you want to flick back and forwards between 
your PPt and the Teams you will need to have set 
your PPt up in advance to do this. To set it up, go 
into the normal PPt function and, on the slide 
show toolbar at the top, click on set up slide 
show. Then select browsed by an individual. 
 



Press the red END button 
to finish recording. 
Then press leave.  

 
 

To make your recording available to 

students: 

• Go back into your Teams calendar.  

• Click the link for the meeting in your 

calendar. 

• Click Get attendee link. 

▪ By clicking Get attendee link you 

are now able to paste the link into 

the lesson description box when 

you set a task on Firefly for 

students. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Appendix B Firefly: Staff Guide to setting tasks. 

You can quickly set a simple task using a few required fields. 

1. In the user bar, select Set a New Task. 

 

 

2. Start typing the name of the student or group you want to set the task to, then choose the relevant 

result from the drop-down. You can also choose from your lists of classes and students. 

To quickly set a task to just a few students in a class, select a class and click + next to its name. This will 

display all of the students in that class. You can then remove a student by selecting X. 

 

 

3. Enter the name of a colleague in the Co-Owner to share the task with them. This might be another 

teacher, or a head of department especially if you have split classes.  

 



4. Scroll to the Details section and give your task a title. You can add a description later, so keep it short 

and simple. 

 

 

5. Select the calendar picker, then choose a due date. By default, the start date is set to today but you can 

also change that if you'd like. 

If you didn't have a chance to set a task on an earlier date, you can easily set the Start Date to be in the 

past. 

 

(By default, the task is visible in the markbook and parent portal. Choose whether or not to make them 

visible by ticking the box.) 

 

6. In the Assessment section, select whether students leave as the default. We are not expecting students 

to submit online files. All work should be completed as much as possible in their exercise books. 

 



7. Click no assessment on the drop down box as you are not expected to mark the work online. 

 

8. In the description box try to structure the lesson as you would usually with a start, main and summary 

or summary/ test the learning task. Be sure to give estimation of time for each task.  

 

9.      You can attach files or link to an existing page in firefly 

 

10. Review your task then select Set Task. You can always scroll back up to make any edits to your task. 

11. A confirmation message is displayed on-screen.  

 

12. The task will appear on your dashboard and on the Tasks screen. If the start date is set to today, your 

students will receive a notification right away. 

 If you want to add a description, questions, or attachments, use the optional fields. 



Appendix C: Remote Learning Feedback and Assessment 

 

Giving Feedback on tasks to Individual Students or Whole Group 

On any of the tasks you have set you can give individual or group feedback. This is regardless of 
whether anything is submitted back to you. This would be good if you know of possible 
misconceptions or even just to say to the student’s well done on completing your work, keep it 
going!!  
helpcentre.fireflylearning.com/teachers-staff/tasks/marking-giving-feedback/responding-to-students 

 

Marking Tasks 

If you decide to give students an assignment and expect them to upload their work (good for small 
GCSE classes?) then you can mark and feedback online as per the guide below. 

https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-
type/assignment/creating-assignments 

helpcentre.fireflylearning.com/teachers-staff/tasks/marking-giving-feedback/marking-tasks 

 

How to Create and Manage Tasks 

Set, annotate, and mark homework. https://helpcentre.fireflylearning.com/teachers-staff/tasks 

 

Setting Questions Worksheet Style in Tasks 

Setting a worksheet when setting your tasks. This will allow you to add questions that can be 
automatically marked. Good for a short number of questions and quick fire test of knowledge and 
understanding.  

helpcentre.fireflylearning.com/teachers-staff/tasks/creating-task-worksheets 

If you left the box to manually mark then see the guide below how you manually mark. 

https://helpcentre.fireflylearning.com/teachers-staff/tasks/marking-giving-feedback/marking-task-
worksheets 

 

Creating a Class Test 

Creating a class quiz is a good way to give a summative assessment that is timed. You can set 
different types of questions that can be automatically marked and fed back on. You need to do a bit 
of preparation beforehand but if you are doing it for the whole year group then the work can be 
shared. Once you have created the class test page then recommend it to your class or year group 
to allow you to access reports on progress and be able to offer feedback.  

https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/class-test 

 

Creating a Revision Test 

This is good to allow students to complete the test as many times as they would like. You need to 
set up the feedback and answers but once it's done the student will receive and mark and 
feedback on completion of the test. You do not get to know if they have completed it though. Again 
it is good for whole year groups and the workload can be shared across the department.  

https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/revision-
test 

 

 

 

https://helpcentre.fireflylearning.com/teachers-staff/tasks/marking-giving-feedback/responding-to-students
https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/assignment/creating-assignments
https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/assignment/creating-assignments
https://helpcentre.fireflylearning.com/teachers-staff/tasks/marking-giving-feedback/marking-tasks
https://helpcentre.fireflylearning.com/teachers-staff/tasks
https://helpcentre.fireflylearning.com/teachers-staff/tasks/creating-task-worksheets
https://helpcentre.fireflylearning.com/teachers-staff/tasks/marking-giving-feedback/marking-task-worksheets
https://helpcentre.fireflylearning.com/teachers-staff/tasks/marking-giving-feedback/marking-task-worksheets
https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/class-test
https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/revision-test
https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/revision-test


Progress Check 

This is basically a tick list you can create to highlight to students where they should be up to? You 
could set as a brief statement/ success criteria e.g. Can name the 4 chambers of the heart. You 
can get a report on who has completed and what so could be a quick easy self-check system to 
keep students up to date with where they should be after a few weeks of work. Can give you a 
record too. Again, share the workload and set it as a department. It is set as a page on your 
subject areas. 

https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/progress-
check 

 

Using your Markbook   

You may want to use your markbook to manage your tasks and feedback. It is simple to use and a 
good tool to help organise your classes. 

helpcentre.fireflylearning.com/teachers-staff/markbook/markbook-overview 

 

Quick Links to Firefly Help: 

Firefly Help Centre for Teachers 

Using MS Teams Meeting within Firefly (Teachers can now prepare their content within Firefly 
and add a Teams meeting for their class directly within the Firefly page). 

 

 

 

 

 

 

 

 

  

https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/progress-check
https://helpcentre.fireflylearning.com/teachers-staff/pages-content/choosing-a-page-type/progress-check
https://helpcentre.fireflylearning.com/teachers-staff/markbook/markbook-overview
https://helpcentre.fireflylearning.com/teachers-staff
https://helpcentre.fireflylearning.com/teachers-staff/inspiration/helping-you-respond-to-the-impact-of-covid-19/using-ms-teams-meetings-with-firefly


Appendix D: Live Lessons Through Teams 

Teams has now been deployed to every desktop. You will need to log in to it with your usual 

school password.  

1. To send an invite to your students at the time you would usually have your lesson go into your 

calendar and click ‘New Teams Meeting’ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Invite your students in your class. I have put my students in a class email group for ease but 

you can enter their names individually if you so wish. Set the time and the date of the lesson. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Students will receive an email and will click on the join microsoft teams meeting link   It would 

be worth reminding students of that in the body of your email. Students can join using an app 

or through the web. 

 

 

 

Through the App 



4. The meeting will appear in your calendar and you double click on it to get the box below and 

click join. 

 

 

5. You can share your screen and talk through powerpoints or lesson resources. Beware if you 

have transitions they sometimes make the slide appear blank. 

 

 

6. You also have the opportunity to record your lessons so they can be used again and accessed by 
those who were not able to join in live.  


