
  

 

 
 
 

  

Tuesday 19th January 2021  
  

  
Dear Parents/Carers,  
  
As the current situation continues, your child’s welfare and education remain our top priority at Ed
ward Worlledge Ormiston Academy. During this lockdown period to ensure our students can 
access staff for support of their virtual learning we have enabled Microsoft Teams to all student 
accounts. This has granted students to access ‘live events’ such as lessons, tuition and 
assemblies.   
  
There are some guidelines that need to be followed to ensure we keep both our students and 
staff safe. Please read the following guidance carefully:   
   
1. Please re-read the ICT acceptable use policy, all staff and students have signed this (it can 
be found on the website under About 
Us/Policies/Acceptable Use Agreement KS1/ Acceptable Use Agreement KS2).  
  
2. Students can access the ‘live events’ using the link that will either be sent to them via their 
school email or in Microsoft Teams.  
  
3. Students will have access to the Q&A feature of live events, this is not a chat function, this is 
to be used to ask questions to support learning only.  
  
4. Some sessions will be recorded. You will be notified of this at the start of the session. Pupils 
who take part in these live online sessions then have the choice to have their camera and 
microphone switched on. Pupils can submit questions via the chat function on this platform and 
are not required to speak during the lesson. This would limit the personal data captured during 
the recordings.  
  
Live sessions should not be recorded as students will be able to access the live event at a later 
time through the original link. Recording the event would go against 
the Acceptable Use Agreement.  
  
5. To ensure that staff and students feel safe accessing this feature, control measures have 
been put in place to ensure that this new system is not used inappropriately. 
Students should not create their own ‘Teams’ or use the chat option to one another.  
  
6. The recording of still images, filmed images or audio of staff or other pupils without 
permission, and the distribution of such images, is strictly forbidden. We reserve the right 
to take your child out of Teams sessions should they be found to be not following 
our Acceptable Use Policy. This may mean that they fall behind their classmates.  
  
 

 
 



  

 

 
 
 
 
7. Any recordings made of live sessions will be in accordance with our Remote Learning Policy. 
Pupils within the session will be able to watch the video recording after the session if they have 
missed the session or for pupils to refer to them. The ability to record sessions also 
enhances the safeguarding protection for our pupils.  
  
8. Behaviour when working as part of an online live event should be as expected in normal 
classroom learning: quietly listening to the teacher and completing work; prepared to ask and 
answer academic questions; attempt learning tasks and ask for help and support. Whatever the 
challenge; work respectfully with others when in a group.  
  
9. Distance learning requires teachers and students to adapt to new working practices but the 
normal high expectations of behaviour will remain.  
  
If you are concerned that a student or member of staff  is using this feature inappropriately, 
please contact Mrs Jo Harvey, Designated Safeguarding Lead dsl@ewoa.co.uk or Miss Michala 
Warner, Vice Principal  viceprincipal@ewoa.co.uk   
  
Yours sincerely,  
  
Ms Sashi Siva  
Interim Principal  
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