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Purpose 
This protocol outlines our home learning procedures for teachers during the COVID19 

pandemic. This is a working document that may be adapted after review. 

Co-op Academy Woodlands will put the following procedures in place to support our 

children with their home learning in line with statutory Government requirements. 

 

Statutory requirements 
On 1st October 2020, The DfE published guidance for schools which states: 

Where a pupil, class, group or small number of pupils need to self-isolate, or there 

is a local lockdown requiring pupils to remain at home, DfE expects schools to be 

able to immediately offer them access to remote education. Schools should ensure 

remote education, where needed, is high-quality and aligns as closely as possible 

with in-school provision. 

Further guidance has been published to support remote education.  

 

Devices 
The table below outlines the devices that will be available to children should they need to 

learn from home. 

Year Group Devices for home learning Home learning platform 

Nursery, Reception and 
Year 1 

Google Tablets 

Google Chromebooks (and 
4G dongles where needed) 

Tapestry and Class Dojo 

Years 2 HP Laptop (and 4G dongles 
where needed) 

Google Classroom  

Year 3 HP Laptop (and 4G dongles 
where needed) 

Google Classroom  

Year 4 Chromebook (and 4G 
dongles where needed) 

Google Classroom  

Years 5 and 6 Chromebook (and 4G 
dongles where needed) 

Google Classroom 

All children will be given a bag to store and transport their devices to and from school. 

 

Families who do not have WIFI enabled internet at home may be eligible to use a 4G WIFI 

dongle. This should be recorded and added to the hardware audit spreadsheet, the same 

as other devices. One WIFI dongle can be shared with children that live together - one per 

family.  

 

Families can request extra mobile data if they are using a 4G dongle. Families who need 

extra 4G must contact school first to arrange this. More information can be found by 

clicking this link: https://get-help-with-tech.education.gov.uk/about-increasing-mobile-

data  

https://www.gov.uk/government/publications/providing-remote-education-information-to-parents-template?utm_source=4e2e6be9-bffe-4d7e-b4b0-b2b9dbf3d42f&utm_medium=email&utm_campaign=govuk-notifications&utm_content=immediate
https://www.gov.uk/government/publications/remote-education-good-practice/remote-education-good-practice
https://www.gov.uk/government/publications/remote-education-good-practice/remote-education-good-practice
https://get-help-with-tech.education.gov.uk/about-increasing-mobile-data
https://get-help-with-tech.education.gov.uk/about-increasing-mobile-data
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We can also ask families who have a smartphone to use the phone as a WIFI Hotspot. We 

will create help guides to share with parents. 

 

Contracts 
As we are sending home devices, it is expected that the parents of those children who 

need to take devices home sign the appropriate contract for their child.  

These contracts can be accessed below and are saved on the shared drives: 

● Chromebook contract 

● Laptop contract 

● iPad contract 

Data Cable has set up one central spreadsheet, called a Hardware Audit, that shows which 

devices have been allocated to each child.  

 

Protocol and Expectations 
 

The Remote Curriculum 
The first few days of home learning may look slightly different. When a child or class is 

sent to learn from home, a paper pack will be sent home which will include learning 

activities to do with work set online.  

 

We will teach the same curriculum remotely as we do in school wherever possible and 

appropriate. However, we may need to make some adaptations depending on the units of 

work in the topics set for each year group. 

 

○ Teachers will set children one 30 minute reading activity per day. 

○ Teachers will set at least one phonics activity per day. 

○ Teachers should set at least one writing-focused task per day - this may be a 

specific grammar task or a longer writing task. 

○ Teachers will set at least 60 minutes of Maths learning per day. 

● Basic Maths, called K.I.R.F.s for 20 minutes 

● Arithmetic practice for roughly 20 minutes 

● A main maths task for 20 minutes 

● Teachers will set at least one foundation subject task a day and will cover tier 1, 2 

and 3 vocabulary as well as academic vocabulary.  

 

How will my children be taught remotely? 
We will use a combination of the following approaches to teach pupils remotely: 

● Recorded teaching - our teachers will record a lesson and share it using the online 

platforms 

● Recorded teaching from other websites such as the Oak National Academy or 

White Rose Maths 

● Printed paper packs produced by our teachers 

● Independent online lessons such as Bug Club 

● Longer project work or research activities 

https://docs.google.com/document/d/1CiC9h5VN84BL7RecNPC8lbjqjyRx7MP--Ft9k_lTVtY/edit?usp=sharing
https://docs.google.com/document/d/1RacEqdooU7wiyL34OwJeltEnwOQgq-DT5napYoDk434/edit?usp=sharing
https://docs.google.com/document/d/1wNPJCDY7IucSsBCoZkCUme7TB3PCCyZQW8xV6ytcw5M/edit?usp=sharing
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● Clear instruction! 

 

Engagement and Feedback 
We expect children to access their remote learning every day - teachers will send a weekly 

timetable home to support your children’s routine. Most days, lessons will begin at 9:00 

am. We expect parents to ensure their children complete the work set daily by their 

teachers and to contact school if there are any problems accessing the work. 

Our chosen platforms allow us to track and monitor which children are accessing the 

work. Should a child not be accessing work regularly, school will call the family to explore 

and to offer support and guidance. 

We expect parents to keep a stable daily routine, giving children enough sleep so they 

can fully engage with their learning provided by school, whether at home or on site. 

Feedback and comments on tasks during lockdown will be daily. If your child is isolating, 

this will be done two to three times a week.  

How will you assess my child’s work and progress? 
 
Feedback can take many forms and may not always mean extensive written comments for 

individual children. For example, whole-class feedback or quizzes marked automatically 

via digital platforms are also valid and effective methods, amongst many others. Our 

approach to feeding back on pupil work is as follows: 

● Teachers answering children’s questions they post on the platform 

● Teachers sending comments to children on the learning platform 

● Staff organising phone calls to support children with their learning 

● Using quizzes and online questionnaires from other platforms (such as White Rose 

Maths, BBC Bitesize and the Oak National Academy) 

● Teachers creating their own quizzes using google forms 

Teachers will mark children’s work/tasks and give personalised, specific feedback at least 

twice a week. This will give your children clear structure and ways to improve their work 

and progress in their learning.  

Protocol 
 

Paper home learning packs 
Paper packs are to be used to allow children to learn from home should we not be able to 

give them a device immediately and to supplement the work teachers will be posting 

online. This work should be sent home with the child/children and returned after (once 

quarantined) to be checked by the class teacher.  

These home learning packs should include: 

● Paper for the children to do their work on (lined and squared); 

● A pencil/pencils for writing and drawing; 

● A ruler - if possible; 

● Worksheets that are organised and clearly labelled for the children. 
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Paper home learning packs can be used to supplement online learning. 

 

Devices: 

1. Each Chromebook or laptop is allocated to each child. This information can be 

found on the most up-to-date Hardware Audit provided by Data Cable. Mr. Trower 

will send the class teachers a copy of the Hardware Audit for their children and a 

master copy will be kept in the main school office. Teachers must ensure that the 

correct devices are sent home with the right children. 

2. Before any IT devices are sent home, the correct contract should be signed and 

returned by parents. Class Teachers should keep these safe and to hand in their 

classroom. Once signed, a copy should be given to parents too. This contract can 

be signed when delivering a device to an isolating family. 

3. When the contracts are signed, the child can be given the device (and any 

chargers that go with them). Mr. Williams is giving all children time to practice 

using the platforms for their home learning in school so they are prepared to learn 

at home. 

 

 EYFS 

The children in Nursery and Reception will continue to be set work and share 

information with parents using Tapestry. 

 

 Key Stage One - devices to stay in school unless children learn from home.  

Children in Years 1 will be set work using Tapestry and Class Dojo. 

Children in Year 2 will be set work using Google Classroom. 

 

 Lower Key Stage Two - devices to stay in school unless children learn from home.  

Year 3 will be set work using Google Classroom. 

Year 4 will be set work using Google Classroom. 

 

 Upper Key Stage Two -  

 devices can be taken home daily but should be in school every day. 

Year 5 and 6 will be set work using Google Classroom. 

 

Class teachers must call children who are learning from home within two school days. After 

that, a TA should call these families once a week to check in about their learning. This 

should be recorded on the Home Learning Google Sheet that has been shared with 

teachers. 

 

Learning Expectations 

 

‘Live Lessons’ 

Teachers have each been allocated an iPad. This iPad is to be used to upload 

lessons and to check the home learning platforms (such as Class Dojo or Google 

Classrooms) in a more simple, easy to access way. Teachers can use this iPad to 
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record their input from lessons in the classroom - this should then be uploaded 

onto the home learning platforms afterwards for the children learning at home.  

 

Google classroom live lessons are currently switched on for Co-op Academy 

Woodlands. However, we do not expect teachers to host live lessons. Schools must 

undertake a rigorous risk assessment before this can happen. Using web cameras 

in children’s homes can place staff, and children, in a very vulnerable position. 

 

English 

● Reading 

○ Children have access to a range of Ebooks through Bug Club. Active Learn 

allows children to read books and answer comprehension questions. It is 

expected that children will have been set books that are appropriate for 

their reading level but still challenging. 

○ Where possible, children should be able to access learning activities based 

on the book their whole class is reading. This could be done by uploading a 

small section or image from the text with some questions or an activity 

based on what they have read. This will be trickier with upper KS2 who read 

more challenging, longer novels however. In Years 5 and 6, teachers can 

scan/upload a section of the text and set work based on that - the work may 

be comprehension questions or other reading tasks. 

○ Teachers will set children one 30 minute reading activity per day. 

● Phonics 

○ Direct children to the fantastic phonics videos on our school youtube page.  

○ Phonics books on Bug Club can be set too that are linked to the phase of 

phonics the child is on.  

○ Letter join phonics activities can be set linked to a phonics phase. 

○ Teachers will set at least one phonics activity per day. 

● Writing 

○ Letter join activities and home learning packs for handwriting can be 

printed and placed in paper home learning packs. 

○ Setting writing tasks based on stimulus from whole class text or topic. 

○ Pobble 365 can be used as a one-off writing task too. Pobble gives children 

a different picture for each day with sentence starters, grammar challenges 

and a writing task.  

○ Teachers should set at least one writing-focused task per day - this may be 

a specific grammar task or a longer writing task. 

 

Maths 

● Teachers have access to the White Rose Maths premium resources. These can be 

used as your learning activity for the lesson or to supplement other tasks. The 

fluency and reasoning tasks are good to help children consolidate their 

knowledge. These resources also contain video links to the small steps guidance 

which break up learning into small, manageable chunks for the children. These 

links can be shared with the children and gives them models from all areas of 

White Rose Maths. 

https://www.activelearnprimary.co.uk/login?c=0
https://www.youtube.com/channel/UCeHvY6B5v5wNRvsdaqv7TOg/playlists
https://www.activelearnprimary.co.uk/resources#bugclub_phonics
https://www.letterjoin.co.uk/
https://www.letterjoin.co.uk/
https://www.letterjoin.co.uk/desktop_edition/info/hlpacks.html
https://www.pobble365.com/
https://resources.whiterosemaths.com/resources/
https://resources.whiterosemaths.com/resources/


Co-op Academy Woodlands 

November 2021 

Version 4 

● Resources can be printed and shared with children in the paper packs. 

● Questions can be set using our home learning platforms - children can solve these 

on the platform or in a maths book which is sent home. 

● Power Maths could also be used as a resource to go in packs - the resource book 

shows the children how to do the working and the practice book has resources to 

match.  

● TTRockstars/Numbots should be encouraged. Make sure all children have their 

logins and know how to access it online and use the platform.  

● Basic skills work should also be sent in addition - times tables, number bonds etc. 

Refer to the KIRFs scheme.  

● Teachers will set at least 60 minutes of Maths learning per day. 

○ Basic Maths, called K.I.R.F.s for 20 minutes 

○ Arithmetic practice for roughly 20 minutes 

○ A main maths task for 20 minutes 

 

Topic 

● Research tasks can be set where children use online sources (such as DK Find Out) 

which allow children, using scaffolded questions, to research a particular person, 

group of people, place or event. 

● Letter join foundation subject printouts can be placed in paper home learning 

packs.  

● Links to the topic pages on the school website can also be shared with pupils 

where they have access to their current topic posters and, after half term, our new 

curriculum hub. 

● Mr. Williams will set weekly IT tasks for children who are learning at home on the 

relevant platforms. 

● For PE, we have pre-recorded activities and John Wickes videos that can be used. 

● Teachers will set at least one foundation subject task a day. 

 

Learn at Home website 

● Teachers still have access to the Woodlands Learn at Home Hub. 

● Each week, they should update their Google Doc (shared by Ellie McQuaid) for 

their children who are learning at home. 

● This is the best place to outline what children have access to with links as well as 

list the work you expect from them at home. 

● Please ensure you provide children and parents with a timetable to help them 

structure their learning whilst being at home. 

 

EYFS Specific plans 
Tapestry 

● In Reception, the daily phonics lessons, a link to the book of the week and regular 

concept challenges are sent out to all families via Tapestry.  For absent children, at 

least two additional maths activities, two literacy activities and a topic activity will 

be set through Tapestry per week. 

● In Nursery, regular ‘continue the learning at home’ challenges are set via Tapestry.  

For absent children, five activities based around a familiar story, per week of 

https://www.dkfindout.com/uk/
https://www.letterjoin.co.uk/desktop_edition/extras/printouts.html
https://woodlands.coopacademies.co.uk/parents/curriculum/
https://sites.google.com/coopacademies.co.uk/woodlands-learn-at-home/home
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absence, will be set using Tapestry.  These will be cross-curricular activities which 

will include opportunities to develop Literacy, Maths and phonological and 

phonemic awareness alongside other areas of the EYFS curriculum. 

 

Responding to Parents 

● Parents will be encouraged to post observations of their child’s learning at home 

on Tapestry.  Teachers will respond to these observations and use them to inform 

their assessments of the children. 

 

Resource support packs 

● Absent children will be provided with a pack of equipment, to include a pencil (a 

jumbo triangular pencil for Nursery), scissors, glue and paper.  

● In Reception, this pack will also include letter and number formation guides.  

● In both years groups, the pack will also include some printed resources to support 

the work being set on Tapestry. 

 

Marking and feedback 
● Obviously, teachers won’t be able to mark as effectively as they do in school when 

children are learning. The children should bring back any work they have done in 

isolation to be checked by the teacher. When brought back, and after 72 hours of 

quarantining, this work should be reviewed by the class teacher to find any 

misconceptions in learning. This work should be placed in their work books for 

reference of work completed and marked by teachers, once the children have 

returned to school. 

● Work on Google Classrooms should be marked by the end of the same school 

week.  

 

Provision for SEND 

We recognise that some pupils, for example some pupils with special educational needs 

and disabilities (SEND), may not be able to access remote education without support from 

adults at home. Our SENDCo Mrs. Livingston, supported by our dedicated SEND team, 

will monitor, support and provide interventions and scaffolded (as appropriate) learning 

for our children with additional needs. Our SEND team will provide children with extra 

recorded support tasks (such as vocabulary development, pre/post-teaching etc.) as 

needed, supporting their individual needs and plans. 

● Children who receive speech and language therapy will access their sessions 

through Tele-Help. The therapist will contact all parents to enable access to 

content and talk through with parents how the sessions will run. 

○ All children needing access to Tele-Help must have consent. Children 

should attend sessions with their therapist with another adult. 

○ Any children whose parents do not wish for Tele-Help to take place must 

have access to their therapy reports and resources via the home learning 

platform. 
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● Any children using the B Squared assessment tool will have access to work 

planned by the class teacher through their home learning platform. The class 

teacher will use the Individual Planning sheet to set work pitched at the 

appropriate level. Parents will be able to see clearly what objectives are to be 

focused on. 

○ Multi-sensory approaches will be suggested and identified on the 

Individual Planning sheet (based around items that can be found in the 

home). 

● All paper learning packs for children with SEN will be visual, using Widgit Online 

for all tasks where applicable. 

○ Reading materials will be scaffolded using Widgit, enabling children with 

SEN to continue to access class texts and reading. 

● Teachers can set visual prompts for children with SEN via the home learning 

platform. Instructions will be clear to follow, avoiding unnecessary jargon.  

● Individual tasks will be assigned to pupils on their home learning platform. 

● Any children with SEN who have difficulties accessing their home learning platform 

can be given a paper pack from their class teacher. 

 

Appendices 

Remote education for self-isolating pupils 
 

Where individual pupils need to self-isolate but the majority of their peer group remains 

in school, how remote education is provided will likely differ from the approach for whole 

groups. This is due to the challenges of teaching pupils both at home and in school. 

If my child is not in school because they are self-isolating, how will their 
remote education differ from the approaches described above? 
 

If a child is isolating and able to work, they should access their year group’s home learning 

platform and complete the work set by the class teacher. School staff will organise work 

and learning activities that will be the same as what their peers are learning in school. 

These may be posted at the end of the day if the whole class is learning in school. So the 

child will access the same learning but one day later than their peers. 

 

Blended learning 
● “Blended learning is an approach to education that combines online educational 

materials and opportunities for interaction online with traditional place-based 

classroom methods. It requires the physical presence of both teacher and student, 

with some elements of student control over time, place, path, or place.” Learn 

Upon. 

https://www.learnupon.com/blog/what-is-blended-learning/
https://www.learnupon.com/blog/what-is-blended-learning/
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● Once devices have been purchased and configured for use in school, teachers use 

them as an extra resource for blended learning in lessons. Teachers can set work 

on these that the children do in school, alongside what we ‘normally’ do.  

● If contracts have been signed by parents, staff can ask children to bring in their 

devices for use in school.  

 

Live Lessons 

 

Setting up & preparation 
Before starting to give live lessons, teachers should ensure they understand how to 

organise and run this type of session. See 

https://support.google.com/a/answer/9784550?hl=en for further guidance. 

 

If you want to use the Google Classroom link for your lesson (our preferred way) please 

make sure you do not leave the link open and visible.  

Please follow these steps. 

 

1. Create the link by resetting it in the settings on the bar that has the stream and 

classwork tabs. 

2. Make sure the link is not visible to students by clicking on option in the settings or  

the eye symbol next to the link in the picture bar with the class name. 

3. Enter the lesson by clicking on the link 10 minutes before the lesson is due to start. 

4. If you are at home please blur your background by clicking on the circle with the 

head and shoulders symbol on the far left of the camera screen before you actually 

join the lesson. 

5. Join the lesson and click on the blue shield. 

6. Turn off the quick access (now children will not be able to enter the meeting until 

you admit them). 

7. Just before the lesson click on the eye symbol next to the link and make it visible. 

8. At the end of the lesson make sure you are last to leave.  

9. After a couple of minutes go back into the previous link and make sure it is no 

longer live and you cannot re-enter the lesson. 

10. Go back into the settings and reset the link. Make sure it is not visible to students. 

 

Before the lesson 
● Set up where you will not be disturbed, with a neutral background (or Google 

Background / blurring on, or your camera off) 

● Make sure you have everything you need ready and to hand 

● If you have a teaching assistant supporting you with the lesson, make sure they 

have been briefed on their role during the session (A teaching assistant should be 

present in the lesson, either on the screen or in the classroom). 

● Think about the approach you are going to take e.g. style of delivery for age group 

(speed of talking, professional & safe language to be used, pauses in delivery for 

individual work, use of technology to check-in for understanding e.g. hands up, 

Q&A or polls) 

https://support.google.com/a/answer/9784550?hl=en
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Starting the session 
● Join the session 

● Access to the video meeting can be controlled by setting the Quick Access 

function to “off” - this means participants must ask to be admitted to the session, so 

you can control entry and know who is arriving. This can be found by  

○ Pressing the three dots in the bottom right corner  

○ Click settings  

○ Under ‘Host Controls’ you can turn quick access off 

 

● Ask students to switch off mics before 

they arrive (or do this for them if 

necessary) and not to turn their mic on 

during the lesson unless they are asked 

to do so  

● Switch the record function on 

 

Introducing the lesson 
This is intended as a starting point / guide. It can and should be adapted to suit the age 

group of pupils/students, subject, personal style of the teacher, etc 

 

Good morning / afternoon everyone, thank you for joining. 

 

Before we start I’d just like to remind you that this session is being recorded - that includes 

what is said, and what is put into the chat and question areas. 

 

Although we’re not all together in the same room, this is still a classroom and so we’re all 

expected to behave as if we were in school. 

 

You must not record this session or take photos, screenshots or videos of any live lesson. 

Anyone found to be doing this may risk having their device confiscated and an 

investigation will take place to find out more information. This includes on the 

chromebook you are using or your own device, such as a mobile phone.  

 

Please make sure you are not in your bedroom. You may change your background if you 

feel more comfortable. 

 

Please make sure that your camera is on and microphone is muted at all times, unless I ask 

you to switch it on. 

 

I understand the current situation isn’t easy for everyone - if there’s anything worrying you, 

the school team is here to help and support you. You should contact me if you have any 

worries you need help with. 
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And just a general reminder, that you must not share or access any inappropriate material 

using your school Google account and email. 

 

During this lesson, you can use the “chat function” to communicate with me and ask 

questions. Please make sure that conversations are appropriate and related to the lesson - 

you should not be using it to share personal information. 

 

[If appropriate & the Q&A function is turned on] If you’d like to ask a question, please use 

the “Q&A function” you can find this by clicking on the triangle, square & circle icon on the 

top right of your screen. If someone else has asked a question you also want to know the 

answer to, you can vote on this. Please make sure that any questions are appropriate and 

related to the lesson. 

 

We’ll also be using the “hands up function”. From time to time I will ask you to “put your 

hand up if ….” (for example, if you’d like me to repeat something). To do this, you click on 

the little icon to put your hand up. I will also ask the class “please put your hand down” 

and you then click on it again to put your hand down. 

 

If you wish to speak please raise your hand or use the hands up function, I will unmute 

your microphone and invite you to speak - once we have finished speaking I will mute 

your microphone again. 

 

[If appropriate] During the lesson from time to time I will be asking you to vote on some 

points using the “polls function” - I’d like you to get involved with sharing your views. 

 

Right, let’s get started. 

 

Ending the session 
Confirm any actions that the pupil/students need to take to continue the learning. 

 

If you need to contact me after the lesson about your work please contact me via Google 

Classroom or email. 

 

Thank you for coming. You leave the lesson now. 

 

Check that all pupils / students have left the session before you do. To prevent students 

from rejoining a meeting after it ends, you can create a nicknamed meeting. If you are the 

last person to leave a nicknamed meeting, students can't rejoin the meeting. Before you 

leave the meeting, you can remove any remaining students. 

 

All live sessions must be recorded. These need to be saved in your classes folder in the 

shared drive: Z:\Shared drives\WOOD - Class Spaces\Learn at Home\Live Lesson 

Recordings 

 

If a child is not following the rules, give them a chance to improve the behaviour and if not 

after e.g. 3 warnings or a sanction 4 they will be removed from the live lesson by the 
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teacher and the teacher will contact their parents. This will still need to go on CPOMs as a 

behaviour incident. 

 

Lead Teachers 
The following teachers will lead in supporting areas of home learning and platforms: 

Google Classrooms Rob, Tom 

Class Dojo Tom 

Tapestry Jenny, Katy 

English (including Phonics) Poppy, Laura, Rachel 

Maths Charlotte F 

Topic Tom, Charlotte F, Charlotte S, Adam 

Contact these teachers via email if you have any questions around teaching, learning or 

the platform. 

 

What to do when… 
Read this guide and follow the steps outlined. (Appendix B) 

 

A child is sent home to isolate 
● Follow procedures outlined in the School Reopening plans first.  

● Take the child to the community room where they can collect the paper home 

learning pack from the allocated boxes to take home. 

● If we have the correct devices in school, ask the parents to sign the contact for their 

allocated device. When these have been signed, collect the devices from the IT 

office. Make sure you have collected the right one using the information on the 

hardware audit. Contracts will be pre-printed and placed in each year group’s 

allocated box. 

● If we don’t have the correct devices in school, send the children home with a paper 

pack and we will arrange for devices to be given to families once they are in 

school. 

● Be clear with families that this work should be completed and returned when the 

children can come back to school. 

 

A bubble or class is sent home to isolate 
● Follow procedures outlined in the School Reopening plans first. 

● While SLT contact parents, prepare the children for their home learning.  

● Give them the paper packs first and discuss that this should be used alongside the 

online platforms. 

● If we have the correct devices in school, ask the parents to sign the contact for their 

allocated device. When these have been signed, collect the devices from the IT 

office. Make sure you have collected the right one using the information on the 

https://drive.google.com/file/d/1fRnfHMoGyCoTF71nJB4-CUC6E9Mdv5R4/view?usp=sharing
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hardware audit. Contracts will be pre-printed and placed in each year group’s 

allocated box. 

● If we don’t have the correct devices in school, send the children home with a paper 

pack and we will arrange for devices to be given to families once they are in 

school. 

● Check children have login details for the platforms they have access to. 

● Be clear with families and the children that this work should be completed and 

returned when the children can come back to school. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Appendix A - Device Contracts - Laptop/Chromebook Contract 
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Co-op Academy Woodlands 
 

Emergency Chromebook Loan for Students  
due to Coronavirus Event 

 
These laptops are to be loaned to the named pupil listed below. 
 
Co-op Academy Woodlands has limited resources and finances to fund technology for 
every pupil within our academy. The Headteacher /governors have funded equipment 
specifically for all of the pupils within the academy. This decision was made to provide 
your child with the best opportunity to prepare them for their future and their learning. A 
Chromebook laptop together with a power supply will be loaned to you and your child 
while they remain at home. This loan is subject to review on a regular basis and can be 
withdrawn at any time. 
 
 
Equipment Loan Agreement 
 
1. Insurance 
 

I am responsible for the full cost or repair or replacement of any or all of the equipment 
that is damaged, lost, confiscated, or stolen from the time my child assumes 
responsibility until it is returned back to the Academy. 

 
If the Equipment is lost, stolen or damaged, I agree to promptly notify the School office 
who will contact the Academy IT department. 

 
Laptops and accompanying chargers need to be looked after as best as possible.  We 
have taken photos to confirm the current condition of laptops before they have loaned 
out. 

 
2. Return of Equipment 

 
When Co-op Academy Woodlands requests the return of the laptop and charger, I 
agree to return the laptop and charger in the same condition it was borrowed - original 
photos will be referred to.   

 
Any laptops/chargers that are not returned to the Academy by the date communicated 
to the listed parents below (at a later date), will be required to cover and pay the full 
costs of the equipment, which is also listed below. 
 
If equipment is not returned you will be invoiced and payment due upon receipt of this 
bill.  Any non-payment will be referred to our debt collections agency to reclaim full 
costs owed to the Academy. 

 

3. Use of Equipment 
 

You and your child are responsible for the proper use of the equipment. The laptop 

must ONLY be used for school work such as Google Classroom, ClassCharts, GMaill etc. 

Web browsing for researching school related subjects is permitted.  
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It is expected that your child engages with all the online school work that is set and 

arranged by the class teachers. 

All forms of social media and online gaming websites are strictly prohibited. Through 

our online safeguarding and monitoring procedures, we will be notified as a school of 

any improper use of equipment and this may result in the Academy requesting the 

return of your equipment.  

The laptop must be kept in a sound condition at all times, ensuring that the battery is 

regularly charged and not left without charge.  

A full review of the laptop will be taken when it is returned to the Academy.  

 
Please sign and date below if you agree to the above terms.  
 
 
If you DO NOT agree to the above terms, Co-op Academy Woodlands reserves the right to 
refuse to loan you a laptop. 

 

Make/Model Chromebook 

Serial Number  

Chromebook Value  

Pupil First Name  

Pupil Surname  

Parent First Name  

Parent Surname   

Parent Signature  

Date  

 

 

 

 

 

 

 

 

 

Appendix B. Staff guide - What to do when a bubble is collapsed or a child must learn at 

home. 
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Appendix C - Timetables for children and teachers 
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Example of Children’s Timetable - shared with the children 

 

 G.Reading/ 
Spelling 

English 
9.15 

Maths 
10.30 

Topic  
12.30/1.30 

End of the 
day 

Monday G.Reading 
Video and 
task 

English 
Video and 
task 

Maths 
Video and 
task 

Topic  
Video and 
task 

Class story 

Tuesday G.Reading 
Video and 
task 

English 
Video and 
task 

Maths 
Video and 
task 

Topic  
Video and 
task 

Class story 

Wednesday G.Reading 
Video and 
task 

English 
Video and 
task 

Maths 
Video and 
task 

Topic  
Video and 
task 

Class story 

Thursday Spelling 
Video and 
task 

English 
Video and 
task 

Maths 
Video and 
task 

Topic  
Video and 
task 

Class story 

Friday  Spelling 
Video and 
task 

English 
Video and 
task 

Maths 
Video and 
task 

Topic (video 
and task) 
Golden 
Time 

Class story 

 

Topic includes all normal lessons so this was sometimes x2 lessons each afternoon.  

Created own videos for most lessons but Oak National Academy have some great videos 

to support some lessons.  

 

 

Teacher timetable - daily example  

 

8.30 - Record and upload a morning video for the class detailing the day’s schedule  

8.45 - Guided reading/spelling scheduled and posted for the children  

- During this time I then would record other things for the day 

9.15 - English is scheduled and posted - I was available for children to support who left 

comments etc on GC  

- Would also use this time to record other things for the day 

10.30 - Maths is scheduled and posted - I was available for children to support who left 

comments etc on GC  

- Would also use this time to record other things for the day 

 

PM - Topic work is scheduled and posted online for the children, record class story 

 

The afternoon was then used to mark and return work, to begin getting things ready for 

the next day (creating resources, slides, filming videos, scheduling posts etc) and then 

contacting children (either ones who weren’t engaging or weekly phone calls to the rest of 

the children) and updating daily records so it could be kept on top of.  
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Appendix D 

DfE - 4th January 2021: 

Remote education 
When teaching pupils remotely, we expect schools to: 

 

● set assignments so that pupils have meaningful and ambitious work each day in a 

number of different subjects 

● set work that is of equivalent length to the core teaching pupils would receive in 

school, and as a minimum - Revised required hours for learning at home: 

● Key Stage 1: 3 hours a day on average across the cohort, with less for 

younger children 

● Key Stage 2: 4 hours a day 

● provide frequent, clear explanations of new content, delivered by a teacher or 

through high-quality curriculum resources or videos 

● have systems for checking, at least weekly, whether pupils are engaging with their 

work, and inform parents immediately where engagement is a concern 

● gauge how well pupils are progressing through the curriculum using questions 

and other suitable tasks, and provide feedback, at least weekly, using digitally 

facilitated or whole-class feedback where appropriate 

● enable teachers to adjust the pace or difficulty of what is being taught in response 

to questions or assessments, including, where necessary, revising material or 

simplifying explanations to ensure pupils’ understanding 


