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Contingency planning in the event of a partial or full school closure 
 

 

Frequency of Review:  Every half term (with in year modifications as required) 

Date of Next Review: February 2021 

Executive Summary 
 
The below contingency plan will be actionable in response to a partial or complete school closure. For English secondary 
schools the extent of any closure will be determined by Government directives, including national lockdowns, or as a 
consequence of advice directed by public health England.  
 
For those students unable to attend school blended learning activities and/or live lessons will be set by each learning team 
and allocated via Microsoft Teams. Staff will use Teams as the means of delivery and assessment.  
 
In the event of an extended closure of more than two weeks all year groups will have a formal expectation to complete 
remote education. Class teachers will use remote delivery to assess work and provide feedback. In all cases Safeguarding 
strategies will always need to be followed. Should students in years 11,12 or 13 become affected a proportion of lesson 
activity will be delivered ‘live’ via Teams. In all other year groups, a live lesson component will be worked toward.  
 
There is plenty of online material to support learning that does not require teachers to reinvent the wheel. However, this 
must be evaluated before use and lessons must not simply involve watching videos or completing quizzes.  
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Student remote learning expectations  

  
1. All students working remotely will have access to the necessary learning materials via MS Teams. A direct link to this 

resource is available on the school's website homepage, direct link below. Parents and students will also have access to 
user guides and narrated resources. All students will follow their lesson timetable for each day. Lessons will take place 
during the same time and day that they would normally do so within school. Class teachers will be available during the 
lesson to communicate with students and answer questions. All work will be set and assessed using Microsoft Teams. 
Using Teams to access remote learning 

 
2. Class teachers will use Microsoft Teams to set work that follows the current structure of each students timetabled 

week. Learning teams will each create blended learning resources and/or provide live lesson components where 
applicable. This will include a voice over presentation for students to follow, worked examples and a weekly assignment 
to be completed. Students are required to visit the MS Teams daily to receive their learning plans.  

 
3. Students in all years will be expected to work remotely for a period equivalent to 100% of their current lesson 

timetable. For example, a year 10 student will need to complete approximately 3 x 100-minute sessions per day. In all 
cases of live lessons, a register will be taken by the class teacher. Lessons will be scheduled to be completed the same 
day that the lesson takes place.  

 
4. In all cases students will be expected to complete work using MS Teams, their exercise books and/or any other 

methods of assessment directed by their teachers. Upon their return to school students who fail to provide adequate 
evidence of this may result in additional after school study periods. Staff teaching all years will assess work in line with 
departmental policy. This will be equivalent to the feedback they would receive in school. As need arises, extension 
work will be provided by each subject in the form of websites and topical articles. These will provide opportunities to 
further develop thinking and understanding. 

 
5. All students should be aware of the school's policies on social networking, acceptable behaviors and how to report 

misuse, intimidation or abuse through our online safety curriculum work. There is key information and activities 
available on the school's website for this purpose. Students must adhere to all safeguarding guidance when working on 
line. This is to protect both themselves and staff delivering lessons.  

 
6. In practical subjects' students may be asked to upload a video. An example of this could be a Drama performance. This 

is only permitted with parental permission. However, the video must be uploaded through teams. The information will 
only be stored by the teacher grading this work using the school's office 365 account. Once graded the video will be 
deleted.   

 
Student safeguarding expectations  
 

1. You should make sure you are dressed appropriately.  If you are in a communal area please ensure everyone is 

appropriately dressed and that they are aware you are on a Teams lesson. 

2. Recording of the lesson in any way, including filming, taking pictures, screenshotting or sharing on any other device is 

forbidden.   

3. This lesson is for you the student, do not allow anyone else to view or record the lesson. Please use headphones were 

possible. 

4. Join the meeting with your microphone and camera off. 

5. On joining the meeting say ‘hello’ via the chat facility to register yourself.  You can use this facility to ask and answer 

questions. 

6. Be respectful to your online peers and teacher, do not chat over one other, use the ‘raise hand’ facility and wait to be 

asked to unmute by the teacher. 

7. Be respectful to your online peers and teacher, do not share inappropriate material or use inappropriate of offensive 

language in the chat facility. 

8. We have been very impressed with your behaviour so far, we expect your behaviour to be exemplary. Any poor 

behaviour will lead to the student being removed from Teams, a parental conversation and a consequence in line with 

the behaviour policy. 

9. To ensure everyone is safe, if only one student is in the Teams lesson, the lesson will be rescheduled. 

 

https://coundoncourt-my.sharepoint.com/:p:/g/personal/oliver_ford_coundoncourt_org/EU6vroy9XHBMsLLLFQgdY4cBZPKyTZbdA46xVmextdBiVA?e=LcedSS


   
 

  3 
 

Years 11, 12 and 13 - Live lessons    

All students in years 12 and 13 are expected to attend live video streamed lessons using Teams. These lessons  
 take place at the same day and time that they would do so within school. This has worked very positively during the last 
 half term.  Where possible year 11 students will have access to a live lesson component in addition to blended  
 learning activities. 

 
1. Remote marking and assessment will apply to all students in line with departmental marking policy. Not all classwork 

will be marked but an assessment task every two weeks will be set to measure engagement and gauge understanding. 
This will also involve a reasonable level of contact between students and staff but would have to be manageable.  

 
2. In cases of extended closure additional non-contact time will need to be planned in order to facilitate further 

curriculum development and wider departmental resource development. Line managers will steer and direct this work 
in order to establish an appropriate and equitable distribution of work within each team.  

 
3. All staff have a critical part to play in tracking and manging engagement with remote learning. There are broadly three 

levels to the management of this within school.  
 

Level 1 – Weekly log of who has accessed teams. Phase teams to monitor this and follow up with parental phone calls.  

Level 2 – Teaching staff to follow up, where is reasonably possible, on absence and engagement concerns. The rewards 

 policy and Coundon coins should be used to monitor and manage engagement. All completed work will need to be  
 rewarded with a Coundon Coin. I the majority of cases this will be in the form of an uploaded assignments 

 although any  evidence of completed work will suffice.  

Level 3 – 3-week ATL review. Every student will receive an ATL grade based on their engagement within each lesson. 

 The average of these ATL grades will result in commendation awards. There are two levels for this – learning team and 

 headteacher awards.  

 
 
Staff safeguarding and data protection expectations  
 

1. Staff must follow the school’s existing Safeguarding policies when delivering remote learning. Any concerns must be 
reported using the normal procedures. 

 
2. Communication between pupils and adults, by whatever method, should take place within clear and explicit 

professional boundaries. Adults should not share any personal information with pupils, and they should not request, or 
respond to, any personal information from the child/young person, other than that which might be appropriate as part 
of their professional role.  

 
3. Adults must not give their personal contact details such as home/mobile phone number, home or personal e-mail 

address. If, for example, a pupil attempts to locate an Adult’s personal contact details and attempts to contact or 
correspond with him/her, the Adult should not respond and must report the matter to his/her manager. 

 
4. Adults must ensure that all possible privacy settings are activated to prevent pupils from making contact on personal 

profiles and to prevent pupils from accessing photo albums or other personal information. 
 

5. Teams video conferencing may be used to communicate or to deliver ‘live lessons’. Points 1 to 4 must be followed 
when this approach is being taken. Further guidance regarding the use of Teams video communication is shared below. 

 
6. In practical subjects' students may, with parental permission, upload a performance through teams to their class 

teacher. This information will be stored within the teachers school One Drive account. 
 

7. Data Protection remains as important in this environment as anywhere else, and staff members will apply the school’s 

Data Protection Policies to remote learning, just as they would to classroom working - staff who become aware of any 

data breaches will continue to follow established data protection procedures. This includes maintaining the same high 
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standards of data protection, when sharing events and lessons remotely, as we would sharing any other sensitive, 

personal or confidential data. 

  

8. Recording individuals is not permitted without SLT approval. Any chats, documents and work shared may generate 

personal data including pupil images, names, contributions, login and contact details and will be protected, processed 

and retained in the same way as all personal data, in line with the schools Data Protection Policies and Privacy notices 

and in accordance with our other policies including Acceptable Use policies, as well as our Retention Schedule. 

  

9. The Data Protection Act, UKGDPR and our policies require us to assess the lawful basis for Data Sharing and the Data 

Protection suitability of providers of services/platforms, and this information will be published in our Privacy Notices. 

  

10. The school, alongside their DPO will carry out screening and/or DPIAs of processors supplying remote and online 

learning and/or communications platforms and for any other processing deemed to require such. Please notify the 

school if you wish to use a new platform for remote learning.  

  

11. Staff will follow the Acceptable Use of ICT policy when communicating with parents and pupils. 

  

12. Staff will follow the existing procedures for recording, reporting and responding to data breaches, suspected data 

breaches and cyber security incidents. 

 
What is a live lesson? 
 

1. A live lesson should not replace all of our existing blended learning work. Even in the most optimistic scenario of mass 
adoption there will be diminishing returns to delivering all of our allocated timetabled lesson activity through MS 
Teams live streams.  

 
2. However, evidence does suggest that live ‘lessons’ do have the potential to work more effectively where a specific 

timed section of the lesson is introduced in combination with the blended learning activities we have developed so far. 
In most cases this will be at the start of a lesson so that staff can welcome students, establish expectations and 
celebrate prior learning. Clearly, where achievable, this is a strong lever to maintain relationships with our groups 
during the lockdown phase. In some cases, a 5-minute introduction may be all that is needed. 

 
Live lessons and video communication through Teams  

Please note that in order to stream lessons to students we must all follow the below safeguarding guidance 
 

1. The camera must be facing the teacher or whiteboard at all times. You may decide to switch off your camera and teach 
with voice only while sharing your screen or resources 

2. Student cameras must be disabled 
3. Students can respond verbally or through the chat function of teams 
4. Live lessons must not be recorded 
5. Sit against a neutral background 
6. Formal attire  
7. Double check that any other tabs you have open in their browser would be appropriate for a child to see, if they're 

sharing the screen and that your email box is closed 
8. Use professional language 

 
The school has also undertaken a detailed risk assessment in collaboration with local authority best practice. This covers the 

use of MS Teams, live lessons and the recording of student assessment activity.  


