
 

 

 

 

 

 

20 March 2020 

 

Remote Learning Arrangements  

(implemented during periods of enforced school closure) 
 

The arrangements outlined in this document have been carefully designed to ensure continuity of 

learning, enabling all pupils to make progress during an extended period of absence from school. OLA 

staff are committed to providing the best possible remote learning experience for pupils. We have 

tested the technology extensively; we know it works and staff have received training. However, we 

are conscious that there are some unknowns as to how this will work for families in practice. As with 

all schools, we have not been in a position where we have had to offer such long-term remote learning. 

We are confident that our remote offering is strong, but we will of course adapt as we go along to 

meet everyone’s circumstances. The three transition phases of our remote learning programme were 

detailed in the letter accompanying this document. 

 

Communication is going to be the key to success. As the pandemic develops, there may be aspects of 

the arrangements described below that need to change, but we will keep the lines of communication 

open to engage in dialogue with parents at this time. 

 

This document sets out remote learning instructions which are appropriate for each year group. The 

arrangements will run during term time and during the core hours of 9:00- 4:00 on each school day. 

Parents can expect staff to respond to queries within these school hours. However, we would ask for 

your patience if staff are slower to respond to queries outside of these hours, under the current 

challenging circumstances. For some teachers, making contact outside of these core hours may be the 

most effective for them, but this is at the discretion of individual teachers to make such arrangements 

which fit with OLA family commitments. Zoom lessons in the Senior School will be timed by teachers 

to take place according to the school timetable. Details of the frequency of Zoom lessons are given in 

the outlines for each year group.  

 
All the arrangements are dependent upon: 

• Families having sufficient ICT equipment for the household should the whole family be in 
isolation (we have a Plan B for this) 

• Broadband speeds 

• Webcam/audio functions 

• Staff unable to run a session due to illness 

• Any platforms becoming overloaded with users nationally 



 
The key features of our remote learning are: 

• Firefly task setting (with or without embedded wakelet collections) 

• Zoom sessions with classes 
 
In relation to the use of zoom, it should be noted that: 

• Pupils will be invited to join a zoom meeting by their class teacher at appropriate points in a 
run of weekly lesson tasks according to when these lessons occur in the school timetable. This 
will either be through an e-mail invite or via a Firefly task. 

• Pupils and staff must sign up to zoom using their school e-mail address 

• Where 1:1 zoom meetings are required, such as for individual music lessons or learning 
support, zoom meetings may be recorded for safeguarding purposes. Individual music 
teachers will communicate directly with parents on how they will organise the lessons and 

also to agree on a system that is going to keep all parties safe.  

• Where zoom meetings are recorded, a pupil is able to turn off their video link so that their 
image does not appear. This is important for those pupils with photo restrictions. Any parent 
who does not wish their son/daughter’s image to appear on any recording, should advise the 
pupils to turn off the video function at their end. Teachers will also be asked to clarify this with 
pupils at the start of any zoom session. 

• Any recordings from Zoom meetings will be stored in One Drive and then deleted at the end 
of the period of remote learning.  

• We would advise that the initiation of zoom comes from teachers rather than pupils. However, 
it is at the discretion of the teacher whether they are comfortable to facilitate student’s 
initiation of zoom meetings. During the last week of trials, this has worked well for some 
teachers, with students zooming their teachers when they have needed advice. Pupils have 
valued this support. 

• All pupils and staff must read the Responsible User Agreement for Remote Learning. 

• We recognise that many pupils have personal computers in their bedrooms and this also 
provides a quiet space for them to work. In the circumstances of remote learning, we will 
allow pupils to join a zoom meeting from their bedroom, providing they are suitably dressed 
and are part of a group/class meeting. For safeguarding purposes, meetings may be recorded. 

• We are conscious of the potential for limited devices in families 
 

• The potential for screen fatigue is a pastoral concern which will require monitoring. Zoom 
should be used as a tool to supplement learning, rather than being the primary teaching 
method. Pupils also need to have ‘zoom-free’ times when they can work independently. 
 

• As stated previously, Zoom sessions can be recorded and the audio sent through to pupils 
afterwards if pupils are not able to join at the anticipated time. This can be made available to 
pupils via Firefly or shared from One Drive. 

 

The Key aspects of our provision for all year groups is as follows: 
 
Tasks set: 

• During each school day, pupils are expected to adhere to their normal timetable of lessons, as 
far as possible. They are expected to login to Firefly each day within the hours of 9:00 and 
4:00pm and complete each task as if they were in lessons in ‘real time’. For Junior School, 
tasks will be set via e-mail. 



• Once settled into the routine of remote learning, pupils will be required to take some 
responsibility for their learning on a day-to-day basis. If the task is not clear, they should seek 
clarification by e-mail communication. There are plenty of online revision tools available 
should a pupil run out of work! 

• A list of online resources offered by companies free of charge during this crisis is being 
compiled and will be made available in due course. 

• A form of register will be taken. Pupils/parents will be expected to complete this registration 
activity to show attendance between 9:00-10:00 for AM sessions and between 2:00 -3:00 for 
PM sessions. More details of this will be communicated to you at the start of next week. 

• If a pupil cannot attend a day’s lessons, an e-mail should be sent to attendance@olab.org.uk. 
The office team will be supporting us in tracking attendance. 

• If a pupil is unable to complete the work as they unexpectedly need to become a carer for 

other people in the home during this time please let us know as soon as possible using the 

email dsl@olab.org.uk 

• Break time (10.20-10:40) and lunchtime (12:40 – 2:00) are non-contact time for staff and 

pupils, however a degree of flexibility may be required. 

• Tasks will be waiting for pupils to complete on each day for each lesson. The instructions will 
be clear as to what the pupil is required to do and marked according to the lesson (Maths, 
Monday P3, 23/3/20). In this way the pupil will easily be able to reference back to the work 
and task set.  

• Work set will suit the length of a 40-minute lesson or 1h20minutes, if it is a double. Practical 
subjects have the option to set extended project tasks which may last longer than a 40-minute 
lesson and may need to be conducted outside of the allocated lesson time. This will be set at 
their discretion. 

• Departments may decide to change the order of their Schemes of work to fit better with the 
remote learning experience 

• Students are required to submit work for each lesson back to their teacher, either by Firefly 
through the ‘send a file’ function or by sharing work with the teacher through Office 365 One 
Drive. Teachers can be e-mailed work in exceptional circumstances. Separate arrangements 
for completing work in JS will be communicated via the JS class teachers. Any submitted work 
must clearly show the pupils name, the date and the title of the work. 

• Teachers will continue to give rewards for excellent work and these will be recorded centrally. 
We have a new system of class charts just coming on board which will be used to centrally 
record student rewards, in order to keep them motivated and positive! Parents will be able to 
see this via an app. Instructions for this will be sent through separately. 

• Any homework set will follow on from the lesson activity and seek to consolidate the work, 
assess understanding or extend learning. 

• When setting tasks, teachers will take into consideration the needs of those with learning 
differences and seek to stretch and challenge more able pupils 

• Staff will be following their normal timetables, and will be following completion of tasks in the 
background. They will be online during the school day and able to respond to any queries 
about work set, either by e-mail or via zoom. They will not be in a position to zoom every 
lesson as this is not deemed best practice. Face-to-face interaction via zoom will be 
undertaken at an appropriate point in a run of lessons and such interfacing may have variable 
durations (from 5 minutes to ensure the class are set up with the task, to the full lesson going 
through an exam paper). 

mailto:attendance@olab.org.uk
mailto:dsl@olab.org.uk


• Teachers will assess pupil progress, providing feedback to tasks submitted. Feedback may take 
the form of some comments submitted back to pupils on Firefly or annotation of a shared One 
Drive document. 

Monitoring and support: 

• Heads of Department and Form/Year tutors will oversee the work set within their 
Departments and communicate with staff about pupil progress 

• Learning Support 1:1 lessons will continue via zoom according to the timetable. Any resources 
to support learning (Numeracy, Literacy, Study tools) will be shared through Firefly or via One 
Drive. Mrs Martin-Morrissey will be available for specific advice about how to organise 
resources for home learning. 

• Years 7-10 and L6 should continue to prepare for Trinity term internal exams, until we learn 
more about the length of school closure. Lists of key revision points will be released in due 
course, once remote learning is underway. 

• In the event that internal school exams do not take place as scheduled, normal timetabled 
lessons will continue. 

• There is far greater uncertainty for the Year 11 and U6 year groups and we have just today 
received some advice from the Government. These year groups will be e-mailed separately 
when further updates are available. Under the emerging guidance issued, we will be able to 
continue to conduct lessons as we had originally planned, so as to amass evidence of pupil 
attainment to submit to the exam boards for grading purposes. 

• Staff will be able to make themselves available at key times during the day and will be 
reporting their own absence due to sickness through the normal school channels. The 
circumstances we find ourselves in are unusual and we would respectfully ask for your 
patience should a member of staff be temporarily unavailable to deliver a lesson due to illness. 
Wherever possible remote cover will be organised. 

• Ongoing pastoral care will be provided by the Class teachers (JS) and Form teachers/Year 
Tutors (SS) via Zoom meeting check-ins once a week, or through more regular e-mail support. 
Tutors will be notified if a pupil is not regularly completing work, and this will be followed up 
to see if any intervention or guidance is required. Heads of Year will be in regular contact with 
Form tutors during the remote learning period. 

• In the event that PC access is severely restricted in households, Year Tutors will need to be 
informed by e-mail that this is the case so that alternative provision can be provided. Any 
parents who are concerned that their own IT access or that of their son/daughter might be a 
barrier to online learning should contact Dr Reynaert in the first instance 
at: breynaert@olab.org.uk. 

• We appreciate that it may not be possible, under such difficult circumstances, for parents to 
support their children as they normally would – so pupils should feel able to draw upon 
support from OLA when they need to. 

• Pupils not regularly accessing online learning will be reported to the Year Tutor by the subject 
teacher. 

• Pupils, Staff or Parents experiencing symptoms of the Coronavirus should follow the advice 
for self-isolation. Any confirmed cases should be reported to attendance@olab.or.uk 
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Pupil wellbeing 

• Pupils should ensure they have some form of physical exercise during a school week, even if 
it just a walk around the garden if they are self-isolating. Exercise has been proven to help 
mental wellbeing. Physical activity tasks will be set by the PE teachers to help facilitate this. 

For any pastoral or safeguarding concerns – please contact the Assistant Head (Safeguarding) 
on her e-mail (dsl@olab.org.uk) or directly on 07788 292122 

 

Online Behaviour 

• All pupils should download the Zoom App using their school e-mail address  

• When invited to be part of a zoom meeting, the teacher is in control of the meeting. A set of 
‘zoom’ guidelines will be published. Any attempt to talk over/change the display/disrupt the 
lesson in any way will be noted and sanctioned upon return to school. We expect the highest 
standards of behaviour from pupils, as we would in class.  

• Unless otherwise agreed by the teacher, under no circumstances should anyone other than 
the teacher attempt to begin a video or voice call. Inappropriate behaviour will be recorded 
and will result in sanctions once OLA reconvenes. 

• If a pupil has restrictions on their photo being used in school, they should ensure they have 
the video function disabled when they join a zoom meeting. 

• Where a zoom meeting involves 1:1 tuition (Music lessons, LS lessons), these zoom sessions 
will be recorded for safeguarding purposes. 

 

Access Instructions 

• https://zoom.us/signup - All pupils in Senior School and parents of Junior School pupils should 
sign up to the Zoom App using their school e-mail accounts. 

• Where tasks are set through Wakelet for both Junior and Senior pupils – when pupils click on 
the wakelet collection for the first time, it prompts them to sign up for the free version. Pupils 
should follow the instructions. 

• Pupils in the Senior School must have access to Firefly and their school e-mail. For the 
purposes of communication, staff e-mails can be found on the OLA website.  

• Click ‘Tasks’ in Firefly to review resources and tasks set. A Guide to using Firefly will also be 
supplied. 

• There should be minimal need for pupils to print resources 

 

Participating in live-streaming lessons via zoom with video or audio 

• Pupils will be invited to ‘Join a zoom Meeting’ (a ‘meeting’ is a live lesson). 

• They will be issued with guidance about how to access zoom and expectations of use. 
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EYFS   
 
Parents of Nursery and Reception children should please refer to the detailed letters sent out from 
the school with regard to remote learning for these year groups.  A summary of the provision is 
listed here: 
 

• Each Monday of term time, a Theme of the Week will be sent to parents, with a selection 
of activities for pupils to try. These activities cover all areas of the curriculum, except Phonics 
and Maths, which will be delivered separately. 

• The Tapestry platform will be used as normal to record evidence of pupil activities 
(videos/photographs) and for staff to provide feedback. 

• A schedule of available zoom sessions for Nursery  will be sent out to parents on the 
Monday of each week in term time. Parents will be required to sign up for their preferred 
slot. 

• A daily Phonics zoom session for reception children is planned during term time. 

 

Years 1-2 
 
Plan A (assumes access to ICT):  
 

• Class teachers will be setting tasks via parental e-mail to engage and support pupil learning 
during the period of closure.  

• These tasks may include any/all of the following: 

o Wakelet collections of resources 
o Purple Mash tasks 
o PowerPoints 
o Numbots, Spelling Sheds, Times Table Rock Stars 
o My Maths activities. 

• Pupils, via their parental zoom login, will be invited to join ‘daily check-ins’ via a zoom 
meeting with their class teacher. This will be a minimum of once a day. These zoom 
meetings will be organised into Key Stage slots and these times will be communicated to 
you. 

 
Plan B (assumes restricted access to ICT):  
 

• Class teachers will be setting tasks via parental e-mail to engage and support student 
learning during a period of closure.  

• These tasks will include work that can be done in exercise books. 

• Access to links and resources will still be set (as above) but in the event that whole 
households are in isolation, there may be limited access to PCs. 

 

• All pupils will be bringing home some hard copy resource packs, their normal classroom 
exercise books or blank new books. The expectation is that pupils’ complete tasks in their 
exercise books. 

• Pupils, via their parental zoom login, will be invited to join ‘daily check-ins’ via a zoom 
meeting with their class teacher. This will be a minimum of once a day. These zoom 
meetings will be organised into Key Stage slots and these times will be communicated to 
you. 



Year 3-4 
 
Plan A (assumes access to ICT):  
 

• Class teachers will be setting tasks via parental e-mail to engage and support student 
learning during a period of closure.  

• These tasks may include any/all of the following: 

o Wakelet collections of resources 
o Purple Mash tasks 
o PowerPoints 
o Numbots, Spelling Sheds, Times Table Rock Stars 
o My Maths activities. 

• Pupils, via their parental zoom login, will be invited to join ‘daily check-ins’ via a zoom 
meeting with their class teacher. This will be a minimum of once a day. These zoom 
meetings will be organised into Key Stage slots and these times will be communicated to 
you. 

 
Plan B (assumes restricted access to ICT):  
 

• Class teachers will be setting tasks via parental e-mail to engage and support student 
learning during a period of closure.  

• These tasks will include work that can be done in exercise books. 

• Access to links and resources will still be set (as above) but in the event that whole 
households are in isolation, there may be limited access to PCs. 

• All pupils will be bringing home some hard copy resource packs, their normal classroom 
exercise books or blank new books. The expectation is that pupils’ complete tasks in their 
exercise books. 

• Pupils, via their parental zoom login, will be invited to join ‘daily check-ins’ via a zoom 
meeting with their class teacher. This will be a minimum of once a day. These zoom 
meetings will be organised into Key Stage slots and these times will be communicated to 
you. 

 
  



Years 5-6 
 
Plan A (assumes access to ICT):  
 

• Class teachers will be setting tasks via parental e-mail to engage and support student 
learning during a period of closure.  

• These tasks may include any/all of the following: 

o Wakelet collections of resources 
o Purple Mash tasks 
o PowerPoints 
o Numbots, Spelling Sheds, Times Table Rock Stars 
o My Maths activities. 

• Pupils, via their parental zoom login, will be invited to join ‘daily check-ins’ via a zoom 
meeting with their class teacher. This will be a minimum of once a day. These zoom 
meetings will be organised into Key Stage slots and these times will be communicated to 
you. 

 
Plan B (assumes restricted access to ICT):  
 

• Class teachers will be setting tasks via parental e-mail to engage and support student 
learning during a period of closure.  

• These tasks will include work that can be done in exercise books. 

• Access to links and resources will still be set (as above) but in the event that whole 
households are in isolation, there may be limited access to PCs. 

• All pupils will be bringing home some hard copy resource packs, their normal classroom 
exercise books or blank new books. The expectation is that pupils’ complete tasks in their 
exercise books. 

• Pupils, via their parental zoom login, will be invited to join ‘daily check-ins’ via a zoom 
meeting with their class teacher. This will be a minimum of once a day. These zoom 
meetings will be organised into Key Stage slots and these times will be communicated to 
you. 

 
  



Year 7 and 8 
 
Plan A (assumes access to ICT):  
 

• Class teachers will be setting tasks on Firefly to engage and support student learning during 
a period of closure. In some Departments, the task of setting work may have been 
centralised and delegated to a staff member.  

• Pupils are expected to submit work back to the teacher at the end of each task. Work 
should be submitted either through Firefly or by sharing an Office 365 One Drive document 
with the staff member. Instructions for doing this will be supplied to pupils. 

• Written Feedback/grades will be given either via Firefly or through shared one drive 
documents 

• Pupils will be invited to join a zoom meeting either by their class teacher or by a subject 
specialist from the Department at appropriate points in a run of weekly lesson tasks 
according to when these lessons occur in the school timetable. 

 
Plan B (assumes restricted access to ICT):  
 

• Class teachers will be setting tasks on Firefly to engage and support student learning during 
a period of closure. In some Departments, the task of setting work may have been 
centralised and delegated to a staff member.  

• If submission of work through Firefly or One Drive is not possible, through ICT issues, staff 
email may be used.  

• All pupils have been asked to take home their textbooks and exercise books.  

• In the event that pupils have no access to a computer, work should be done in exercise 
books. A scan/photograph of this work could be taken and uploaded onto Firefly using the 
submit button at a point when the PC was free. 

  
Extension tasks:  
 

• Reading lists for years 7 – 9. These lists will be sent out in one single document, under the 
headings: ‘excellent stories’, ‘confident reading’ and ‘confident reading with mature themes’. 
This is so both strong and weak readers from each year group have the freedom to choose 
from all lists, rather than being limited to the list assigned to their year group.   

  



Year 9 and 10 
 
Plan A (assumes access to ICT):  
 

• Class teachers will be setting tasks on Firefly to engage and support student learning during 
a period of closure.  

• Pupils are expected to submit work back to the teacher at the end of each task. Work 
should be submitted either through Firefly or by sharing an Office 365 One Drive document 
with the staff member. Instructions for doing this will be supplied to pupils. 

• Written Feedback/grades will be given either via Firefly or through shared one drive 
documents 

• Pupils will be invited to join a zoom meeting by their class teacher at appropriate points in a 
run of weekly lesson tasks according to when these lessons occur in the school timetable. 

 
Plan B (assumes restricted access to ICT):  
 

• Class teachers will be setting tasks on Firefly to engage and support student learning during 
a period of closure.  

• If submission of work through Firefly or One Drive is not possible, through ICT issues, staff 
email may be used.  

• All pupils have been asked to take home their textbooks and exercise books.  

• In the event that pupils have no access to a computer, work should be done in exercise 
books. A scan/photograph of this work could be taken and uploaded onto Firefly using the 
submit button at a point when the PC was free. 

  
Extension tasks:  
 

• Reading lists for years 7 – 9. These lists will be sent out in one single document, under the 
headings: ‘excellent stories’, ‘confident reading’ and ‘confident reading with mature themes’. 
This is so both strong and weak readers from each year group have the freedom to choose 
from all lists, rather than being limited to the list assigned to their year group.   

 
  



 
Years 11, 12 and 13 
 
Plan A (assumes access to ICT): 
 

• Class teachers will be setting regular tasks on Firefly to engage and support student learning 
during a period of closure.  

• Pupils are expected to submit work back to the teacher at the end of each task. Work should 
be submitted either through Firefly or by sharing an Office 365 One Drive document with the 
staff member. Instructions for doing this will be supplied to pupils. 

• Written Feedback/grades will be given either via Firefly or through shared one drive 
documents 

• Pupils will be invited to join a zoom meeting by their class teacher for as many lessons as 
can be facilitated and at an appropriate point in a run of lesson tasks, following the school 
timetable. Through this regular check-in mechanism learning will be thoroughly supported.  

• Any zoom discussions will be moderated by your teachers to give instructions, to re-direct 
discussion, to answer questions or to give whole class feedback. You are encouraged via this 
method to answer each other’s questions, to support stretch and challenge and to give 
constructive feedback on each other’s ideas. 

• Zoom will be used in a number of ways: 

o Teachers may live-stream a lesson with video or audio. 
o Teachers may discuss a Word/PowerPoint uploaded onto Firefly via the  audio feature 

of zoom 
o Teachers may engage in live discussion with a class, talking the pupils through 

previously uploaded tasks. 
 

Plan B (assumes restricted access to ICT):  
 

• Class teachers will be setting tasks on Firefly to engage and support student learning during 
a period of closure. 

• If submission of work through Firefly or One Drive is not possible, through ICT issues, staff 
email may be used.  

• All pupils have been asked to take home their textbooks and exercise books.  

• In the event that pupils have no access to a computer, work should be done in exercise 
books/files. A scan/photograph of this work could be taken and uploaded onto Firefly using 
the submit button at a point when the PC was free. 

 
 Extension tasks:  
 

• Individual staff will set their own extension tasks. 

• https://www.futurelearn.com/ Futurelearn offers a broad range of enriching courses to 
enhance learning. It is free to sign up. 
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