
 
 

Ref: JEV/AST/MSP/CPT/MBE 

20 May 2020 

 

Dear Parents and Carers 

Re: Virtual Learning Programme - Expectations and Guidance  

It is with great pleasure that I am able to formally introduce myself as the new Assistant Vice Principal and 
whole academy lead for Mathematics, as well as the lead for the new virtual learning programme we have 
been working hard to develop and are looking to integrate into our ongoing remote learning programme.  

Having introduced ‘Google for Education’ at my previous school and seen how it can be effectively used 
to support and enhance learning, we are extremely excited as to how we can develop our virtual learning 
at the academy from this point onwards. 

As per Mr Wakefield’s recent detailed correspondences, we very much recognise the value of developing 
a safe, accessible and engaging form of learning that will benefit our students in these challenging times. 
With this in mind, Microsoft Teams has great potential in helping us create and embed a secure learning 
environment which in turn would then be able to cater for our students’ diverse needs and learning 
abilities. 

However, it is absolutely crucial that all stakeholders recognise how this platform can be used in the most 
effective, beneficial and ultimately, safe manner. Therefore, I felt it important that all teachers, students 
and parents/carers be made aware of the points and guidelines I have highlighted below: 

‐ As you will be aware, the academy has ratified policies for a whole host of matters that in turn, 
allow us to work safely, collaboratively and respectfully with as well as for one another. These will 
be expected to be fully adhered to as we develop our use of remote and ‘live’ learning 
programme.   

‐ The Home School Agreement that all stakeholders sign when they join the academy will continue 
to be the key focus in terms of how remote learning and lessons will function.   

‐ Our underpinning mantra of ‘Discipline with Dignity’ remains central to all of our policies and 
procedures, as highlighted below: 
 

 



In order for us to continue to uphold these aforementioned standards and expectations whilst specifically 
using Microsoft Teams, we also politely ask for your support in ensuring that our students fully adhere to 
the following guidelines: 

1. Parents and carers can help you set up your devices, but should not join any live lessons.  

2. When the live online session is finished, the teacher will make it clear that you are to exit the meeting 
before they themselves leave. Please do not try to continue to chat to any classmates or friends after the 
lesson has finished. 

3. Live lessons will always take place through the secure platform, Microsoft Teams. When using this 
platform, logging in through your academy only email provides the security offered by our internal servers 
and associated systems. 

4. Microsoft Teams has the ability to customise the screen settings by either blurring the background or 
loading a static picture. Please blur or set your background to an appropriate static picture at the 
beginning of each lesson.  

5. Please use the ‘Join meeting’ icon to enter the lesson at the start of the timetabled slot.  Where you are 
unable to do so, a recording of the lesson will be made available for you to still complete your learning at 
a later point either via Show My Homework or the academy’s email system. 

6. Turn off your camera before the lesson begins.  If you are asked to turn your camera on, please ensure 
that no-one else is within the camera shot and as previously mentioned, your background has been 
blurred or set.  

7. You will be added to all of your classes ‘Teams’.  Your addition to these teams will be based on your 
new timetable and subject provision. Please do not attempt to join or set-up additional classes. 

8. Where you feel that you have not been added to an appropriate team, contact your usual classroom 
teacher for this subject via the academy’s email system. 

9. Attendance and class participation will be taken via the Message Chat window where you will be able 
to ask questions during every lesson.  

10. Please ensure that your microphones are muted unless instructed otherwise.  When you are 
addressing the teacher, please remember that respect for all is crucial, with appropriate language, 
questions, answers and responses being fully expected as per usual and as if you were in a classroom at 
school. 

11. Use the ‘chat’ or ‘hands up’ facility to ask a question, however, please try not to interrupt a 
presentation or teacher explanation.   

12. Please ensure questions are focused on the task and learning in hand. 

13. Please respect the conditions that lessons are being delivered in. If technical difficulties happen, your 
patience and understanding will be greatly appreciated, however, if you have any ongoing issues or 
questions about this matter, please email:  teamssupport@plume.essex.sch.uk  

14. Whilst we do not expect this to be the case, it is important to note that any student who fails to meet 
these standards and expectations will be issued with a clear reminder. However, any further poor 
behaviour will potentially lead to their access to future virtual classes being withdrawn. 



We are currently setting up a significant number of individual class ‘Teams’ and students will receive 
emails via their academy account when they are added to any of these. However, they do not need to 
access these as of yet as they will not be used until after half term. 

As was also highlighted in Mr Wakefield’s recent letters, we intend to launch this platform to Years 10 and 
12 from 1 June and Years 7, 8 and 9 from 8 June. A remote learning hub section will also be added to the 
website by 1 June latest and this will be able to be accessed via: https://www.plume.essex.sch.uk/remote-
learning-hub  

In this section, you will find: 

 Student timetables 
 Videos to support parents, carers and students on how to use Microsoft Teams 
 Frequently Asked Questions on this topic 

A dedicated email address will also be set up to support our students, parents and carers use and access 
to our Microsoft Teams provision and this will be via: teamssupport@plume.essex.sch.uk 

To conclude, we are all very excited at the many positive opportunities and experiences the setting up of 
this whole academy provision will provide not only to our students but to you, our parents and carers. 
However, this is of course only the very beginning of what we envisage being a long and progressive 
journey that sees it embed over time. Therefore, we thank you in advance of your patience and 
understanding in allowing us to establish, embed and continue developing this virtual learning 
programme. 

Yours sincerely 

 

Mrs C Pretty 

Assistant Vice Principal for Mathematics and Virtual Learning Programme Lead 
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