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Rationale
At Mercia School, assessment is not simply something that is completed at the end of a teaching
sequence as an isolated event, but is an ongoing process, which informs teaching. Our explicit, welldefined curriculum allows for meaningful assessment and teachers at Mercia School have a detailed and
concrete understanding of the curriculum content, which ensures that pupils can access, develop and
master it. At Mercia School, great assessment enables both children and teachers to continuously focus
on knowledge gaps and understand specific areas where misconceptions have occurred or where more
practice is required. We track knowledge not data and to do this staff:
•
•
•
•

Provide knowledge and facts as the basis of learning
Encourage the application and rigorous understanding of this knowledge
Connect this knowledge to prior or new learning
Develop exam practice through meaningful summative assessment alongside the formative
assessment completed in lessons.

Types of Assessment
Formative Assessment

What is Remote Education?
We follow an assessment cycle which uses both in-school formative and summative assessment to offer
all students the opportunity to show what they know, understand and can do across the curriculum. We
focus on developing the depth of understanding of the whole curriculum through high quality teaching
and a range of in-class formative assessment practices by providing our students with regular highquality feedback in lessons. We also use quality summative assessment to test long term retention of
knowledge and provide further evidence of students’ strengths and areas for development allowing
them to become independent, reflective learners.

Government Expectations of Remote Education
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Schools are expected to consider how to continue to improve the quality of their existing curriculum and
have a strong contingency plan in place for remote education.
In developing these contingency plans schools are expected to:

•

use a curriculum sequence that allows access to high-quality online and offline resources and
teaching videos and that is linked to the school’s curriculum expectations

•

give access to high quality remote education resources

•

select the online tools that will be consistently used across the school in order to allow interaction,
assessment and feedback and make sure staff are trained in their use

•

provide printed resources, such as textbooks and workbooks, for pupils who do not have suitable
online access

•

recognise that some pupils with SEND may not be able to access remote education without adult
support and so schools should work with families to deliver a broad and ambitious curriculum

When teaching pupils remotely, schools are expected to:
•

set assignments so that pupils have meaningful and ambitious work each day in a number of
different subjects

•

teach a planned and well-sequenced curriculum so that knowledge and skills are built
incrementally, with a good level of clarity about what is intended to be taught and practised in each
subject

•

provide frequent, clear explanations of new content, delivered by a teacher in the school or through
high-quality curriculum resources or videos

•

gauge how well pupils are progressing through the curriculum, using questions and other suitable
tasks and set a clear expectation on how regularly teachers will check work

•

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

•

plan a programme that is of equivalent length to the core teaching pupils would receive in school,
ideally including daily contact with teachers
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Remote Education at Mercia School
If the need for remote education at Mercia School arises, the delivery of a traditional and academically
rigorous curriculum will continue through the use of pre-recorded lessons on Microsoft Teams. These
lessons can be accessed at any time by pupils, which means that in the context of shared devices, there
is some flexibility. Mercia School’s key principles of instruction, as outlined in the teaching and learning
policy (Excellent Teaching Framework), will be at the heart of all remote provision.
At Mercia School we want to ensure that pupils continue to learn and make exceptional progress and
the remote education plans outlined in this policy reflect the quality first delivery pupils enjoy in school
every day. Pupils will have access to their subject booklets including knowledge organisers and selfstudy resources to compliment and support lessons. Pupils will receive clear explanations of new
content which builds on previous learning, use scaffolded practice and apply new knowledge with the
support of the pre-recorded lesson. Feedback on progress will be given once each booklet has been
completed and returned to school.
When working at home, pupils will be expected to adhere to the high standards to which they are
accustomed in school. Pupil engagement with remote education will be monitored through the Mastery
Tutors who will be contacting parents. It is obviously important that there is structure to the day but it is
also important that there is time for playing and relaxing and so part of the communication with
Mastery Tutors will focus on the well-being of pupils.
Pupils and staff are trained in the use of Microsoft Office 365 which is the school approved platform on
which remote delivery will take place. It is important that for schools, teachers, parents and pupils to
maintain professional practice and follow the school guidelines for communicating during any period of
school closure. This means that:
Communication must only take place within the normal school day
Communication should be through the school channels provided (Microsoft Teams or Outlook)
Communication should be through school e-mail addresses (for staff and pupils) not personal ones
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Remote Education for Individual Pupils
Pupil Expectations
All Pupils:
• Ensure that booklets are collected for all subjects before leaving the school site.
• Access the e-mail from Mercia School which has an outline of work that should be completed
each week (This is sent every Friday at 3:45pm).
• Read for 30 minutes from 8:30am to 9:00am.
• Follow their normal timetable using booklets and designated page numbers to complete work
set.
• Bring all booklets back to Mercia School when the period of self-isolation is complete.

Teacher Expectations
Curriculum Leaders:
• Update the ‘Work to complete at home’ document (Appendix 1) for each year group and send to
the office team each Friday by 1:15pm.
• Ensure that teaching staff within the department check work and provide feedback on their
return to school.

Parent Expectations
•

Arrange for booklets to be collected from Mercia School if the child has not been sent home with
them.

•

Ensure that their child has an appropriate place to work.

•

Check the ‘Work to be completed’ letter has been received and explain work to be completed for
the day.

•

Ensure that there is structure to their child’s working day: start and finish times and appropriate
breaks.

•

Support their child to complete lessons for the day.
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Remote Education for Extended Period of Closure
Pupil Expectations
Videos for all lessons will uploaded to Microsoft Teams for pupils to access (See Appendix 4)
All Pupils:
•

Read from 8:30am to 9:00am.

•

Log-in to Microsoft Teams by 9:00am.

•

Follow their normal timetable and access the video for the specific lesson of the week. For
example, if a Year 7 pupil’s first day of remote education is a Wednesday and on Wednesday P2
it would be their 2nd Maths lesson of the week, they should watch the pre-recorded video ‘Year 7
Maths Lesson 2’.

•

Annotate subject booklets whilst working through the video tutorial. This can be paused if
additional time is required to complete work and can be watched again to check understanding.

•

Complete the knowledge quiz at the end of each lesson to practice and apply new knowledge
and consolidate prior knowledge.

Teacher Expectations
Designated Remote Education Teachers:
•

Plan and prepare short video tutorials equivalent to the number of lessons allocated for each
year group and be available during normal working hours to answer any questions pupils may
have via e-mail.

•

Ensure that explanations are clear, new material is delivered through scaffolded practice and
that there is an opportunity for pupils to apply new knowledge.

•

Upload lesson videos to Microsoft Teams (Appendix 3) in a timely manner so that pupils can
access at the correct time on their timetable.

Parent Expectations
•

Ensure that their child has an appropriate place to work

•

Ensure that there is structure to their child’s working day: start and finish times and appropriate
breaks

•

Support their child to complete lessons for the day. This means where access to a shared device
is limited, they ensure that their child still completes their booklet without the video.
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Additional Online Resources
Subject

Website

Details

https://ttrockstars.com

Times Tables Rock Stars is a carefully sequenced
programme of daily times tables practice.

Maths

https://hegartymaths.com
Maths

Pupils have log in details written in their diary.
Hegarty Maths covers a variety of topics and has over
900 tasks to complete. A task includes an educational
video with an explanation and examples on the topic.
Afterwards, there is a quiz to complete, containing
topic specific questions.
Pupils have log in details written in their diary.

https://yacapaca.com
Geography

Yacapaca has a number of quizzes for pupils to complete.
Year 8 and 9 pupils have individual logins. Please email
ddunn@merciaschool.com for a reminder.
Year 7 Pupils sign up using the Access Key: WNMRTF

Welfare Checks
Any pupil who is absent for an extended period of time will be contacted regularly by his/her Mastery
Tutor or other allocated member of staff. During these calls staff will complete a wellbeing check and
also make sure that the child can access all of the work that has been set. Staff will inform DSL if they
have any worries or concerns about a child to ensure their safety and wellbeing.

Links with other policies and guidance
Ø Data Protection and Privacy Notices
Ø Teaching and Learning Policy
Ø Demanding Excellent Behaviour
Ø ICT and Acceptable use of Internet (Mercia Learning Trust)
Ø Online Safety
Ø Safeguarding
Ø Remote Education Good Practice (DfE)
Ø Safeguarding and remote education during coronavirus (COVID-19)
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Appendix 1: Using the visualiser to record lesson content
1. Position the visualiser to where it needs to be
2. Click on the arrow above the camera icon
3. Choose the second icon ‘record’
4. Record. Video should be between 8 to 10 minutes in length
5. Pause can be used if the camera angle needs to be changed or the video stopped
6. Save and upload for pupils

Tips
ü Consider the most important instructions and parts of the lesson where pupils will require more
teacher input.
ü Pupils can pause so activities inbetween can last for as long as required.
ü Write instructions to allow fluency when delivering.
ü When using a microphone other than the one built into the visualiser, use settings > Record >
Audio Device in the top left corner.
ü Minimise background when recording.
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Appendix 2: Communication – Work to complete at home (Individual Pupils)
Mercia School
Carter Knowle Road
Sheffield
S7 2DY
Telephone 0114 5539080
enquiries@merciaschool.com
www.merciaschool.com
Headteacher: Mr Dean Webster
Chair of Governors: Mrs Rhona Dodds
Dear Parent/Carer
We are aware that this may be an anxious time for you all as you support your child through isolation. Please rest
assured we want you all to be well at this time. Keep in touch with us and let us know if you need any support.
Listed below is a brief overview of subjects and some suggestion of what pupils might work through at home, if
they are well enough. We understand that this may be an anxious time, but keeping busy is the best way and
focusing on school work will be a good way to ensure pupils do not fall behind and it will also keep pupils in a
healthy frame of mind about school.
The attached overview is just to offer guidance of what pupils could do at home to stay ahead.
Teachers will support pupils on their return, and pupils can email when they are at home. Certainly we will call!
Any encouragement to keep up would make a huge difference and staff will be happy to look at any completed
work on your child’s return.
Subject
English
Maths
Science
French
History
Geography
Additional

Work to be completed

Notes if needed

If any work is completed electronically, it can be emailed to enquiries@merciaschool.com, or if you require
further assistance, please use this email to communicate.
Take care and we are looking forward to welcoming your child back to school, as soon as it is safe to do so.
Yours faithfully

Ms R Hollingsworth
Assistant Headteacher
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Appendix 3: A Teacher Guide to uploading lessons to Microsoft Teams in
Microsoft Office 365

Overview
All staff have access to Microsoft Teams when logged in to Microsoft Office 365. Staff can: download the
desktop application, access Teams through a web browser or download the mobile app. Each class team
has been set up with pupils assigned.

Signing In
If using a web browser visit www.office.com. Staff sign in with their Microsoft Office 365 username and
password (this is the same as the username and password used to sign in to the computers at Mercia
School). Once signed in and if using a mobile device, tap the Teams icon

to access Microsoft

Teams.

Access a Team
A team is a collection of people all in one place. Pupils will see a team for the whole year group and one
for each subject. When teachers click on ‘Teams’

they will see all classes assigned on SIMs.
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Activating a Team and accessing Class Materials
Class teams should only be activated in the event of an extended period of closure for one or more year
groups. Clicking the ‘activate’ button

will allow pupils to join the team and access the

resources required to continue their lessons at home. The ‘Class Materials’ folder
must be used for all resources. Pupils can read any files in this folder but only teachers can edit or delete
them. The ‘chat’ function

has been disabled so unless a teacher initiates a chat, pupils cannot

begin one themselves.

Uploading Files
Once created, all files must be uploaded to the appropriate subject and year folder in the ‘Mercia All
Staff Team’ on Microsoft Teams.
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It is important to ensure that the naming conventions used for all files allow pupils to locate the
appropriate lessons in the correct chronological order. This can be done by using lesson or page
numbers. Once files are saved within a department team they can be copied to class teams using the
following steps:
1. Click on the actions icon

2. Click on the arrow icon

and select copy.

until all class teams are displayed.

3. Select the class team where the video is to be copied and ensure that the class materials folder is
located.

4. Click copy to create another version of the video in the desired team.

5. The video should now have been copied and will be visible for all members of the class team.
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Appendix 4: A Pupil Guide to accessing lessons on Microsoft Teams in
Microsoft Office 365
Overview
Microsoft Teams allows the set-up of specific teams for every class in Year 7 to 9. All pupils have access
to Microsoft Teams when they log in to Microsoft 365. They can: download the desktop application,
access Teams through a web browser or download the mobile app.

Signing In
If using a web browser visit www.office.com. Pupils sign in with their Microsoft Office 365 username and
password (this is the same as the username and password they use to sign in to the computers at
Mercia School). Once signed in and if using a mobile device, tap the Teams icon

to access

Microsoft Teams.

Access a Timetable
Pupils can click on the Calendar icon

to access their full timetable (see below). This will make

following the school day much easier.
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Access a Team
A team is a collection of people all in one place. Pupils will see a team for the whole year group and one
for each subject. Click Teams

and select the team required.

Work with Files
Pupils click ‘Files’ and select the ‘Class Materials’ folder to see all lessons shared across the team.

Pre-recorded video files will be uploaded in ‘Class Materials’ in the order that they should be accessed.
All lessons will correspond with the pages in the booklet or lesson number for that subject.

Issues with usernames and passwords
If pupils have difficulty logging in, parents will be asked to contact school by emailing
remote@merciaschool.com. This e-mail will be checked by SLT who will ensure that pupils get the
necessary support in order to access any resources.
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Frequently Asked Questions
What is the procedure if a child has forgotten their username?
All usernames are saved in the Admin folder in the Mercia All Staff Team on Microsoft Teams.

What is the procedure if a child has forgotten their password?
During a period of remote education, all password should be reset by J Spooner. Please contact
ITServiceDesk@merciaschool.com. Pupil passwords will be reset using ‘Ms’ followed by the date that
the password is to be reset in DD/MM/YY format. For example if the password was being rest on 4
January 2021 the new password would be Ms040121. This will sync with Office365 within the hour.
Is there a way of tracking pupil activity on Microsoft Teams?
Yes, ‘Insights’ in Microsoft Teams uses at-a-glance data views to help you catch up on all pupil Teams
activity. The ‘Insights’ tab can be added to a class team as an app in your app bar by following the
instructions below.
1.
2.
3.
4.

In Teams, navigate to the class team you want to add Insights to. Select ‘+’ to add a new tab.
Select Insights from the displayed options, or search for Insights from the search bar.
Select Add.
Since pupils don't have access to Insights, uncheck the option to Post to the channel about the tab,
then select Save.
5. The first view will be the class overview page, where activity can monitored and drill down on your
different data categories.
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