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1. Purpose 
This policy establishes the framework for distance learning at CHS in full compliance with 
the Abu Dhabi Department of Education and Knowledge (ADEK) mandatory requirements. 
CHS ensures a seamless transition to remote instruction during emergency closures, health 
crises, or adverse weather, maintaining an educational standard equivalent in quality and 
expectation to in-person learning. 
 

2. Scope 
This policy applies to all students (FS2 to Year 13), academic staff, and administrative 
personnel across all planned and emergency distance learning scenarios. 
 

3. Governance and Leadership 
• Distance Learning Lead (DLL): CHS shall appoint a member of school leadership as 

the DLL within 24 hours of activating distance learning. The DLL serves as the single 
point of contact for ADEK and oversees all compliance reporting. 
DLL for 2025-26 is named as Kim Teakle-May, Principal/CEO 

• Student Welfare Lead (SWL): An SWL shall be appointed to maintain the school’s At-
Risk Log, oversee welfare monitoring, and submit weekly summaries to ADEK. 
SWL for 2025-26 is named as Rukshana Ali, Vice Principal 
 

4. Learning Delivery & Timetabling 
CHS will follow the mandatory minimum daily structured teaching and synchronous learning 
requirements: 

Cycle Min. Total 
Structured Teaching 

Min. Synchronous 
Instruction 

Max. Continuous 
Screen Time 

KG 1.5 hours/day 1.0 hour/day 20 minutes  

Cycle 1 2.5 hours/day 1.5 hours/day 25 minutes  

Cycle 2 4.0 hours/day 2.0 hours/day 40 minutes  

Cycle 3 5.0 hours/day 2.5 hours/day 50 minutes  

 
• Timetable Publication: Daily timetables must be distributed to parents by 8:00 PM 

the evening before they take effect in line with ADEK Distance Learning Policy 
published March 2026. 

• Synchronous Standards: Teachers must be visible on camera throughout live 
sessions. Interaction (polls, questions, or tasks) must occur at least every 20 minutes; 
unbroken presentations exceeding 20 minutes are non-compliant. 
 

5. Attendance, Engagement, and Safeguarding Protocols 

To ensure educational continuity and student safety, CHS employs a rigorous, multi-tiered 
attendance and engagement tracking system. Attendance is defined not merely by digital 
presence but by active participation. 

5.1 Attendance Monitoring and Synchronisation 

• Live Platform Synchronisation: Attendance is recorded in real-time for every 
synchronous session using the Microsoft Teams Attendance Report. This data is 



  
 
 
 

updated to the school’s central information system to provide an immediate 
overview of student participation. 

• Official Reporting: In accordance with ADEK regulations, daily attendance 
summaries must be uploaded to ESIS by 3:00 PM the following day. 

5.2 Guard : Engagement & Welfare Tiers 

All attendance and engagement of concern is fed into the Guard System, which categorises 
student status into three tiers. Any "Amber" or "Red" status requires immediate 
intervention as per the school’s safeguarding guidelines. 

Status Definition Required Action 

  Green 
Full attendance and active 
engagement in all sessions. 

Routine monitoring. 

  Amber 

Missed one session, frequent 
lateness, or "Present but 
Unresponsive" status. 

Level 1 Check-in: Assigned to the 
Class Teacher/Form Tutor for 
immediate follow-up. 

  Red 

Missed a full day of instruction or 
two consecutive synchronous 
sessions. 

Urgent Escalation: Automatically 
flagged to the Designated 
Safeguarding Lead (DSL) and the 
Student Welfare Lead (Rukshana 
Ali) for follow-up within 24 hours. 

5.3 Engagement Tracking (Active Participation) 

CHS defines attendance as Active Engagement. A student will be marked as "Present but 
Unresponsive" if they meet the following criteria: 

• Failure to respond to a Cold Call or Check for Understanding (CFU). 
• Camera remains off without prior authorisation during interactive segments. 
• This status automatically triggers an Amber flag in the Guard system for a welfare 

review, as it may indicate technical barriers or wellbeing concerns. 

5.4 Welfare Check-ins and Non-Attendance Protocol 

• Structured Check-ins: Every student must receive a structured 1:1 welfare check-in 
at least once per week. Students on the "At-Risk Log" must be checked at least 
twice per week. 

• First-Response Protocol: The school maintains the first line of follow-up. Staff must 
attempt to contact the student through official school channels (Teams/Email) 
before escalating to a parental phone call. 

• Safeguarding Integration: All Red and Amber indications are recorded in the Guard 
system to ensure a clear audit trail for the DSL, facilitating rapid intervention for 
vulnerable students. 

6. Student Welfare & 1:1 Check-ins 
In accordance with ADEK safeguarding protocols, CHS prioritises the wellbeing and privacy 
of all students: 



  
 
 
 

• Mandatory Check-ins: Every student shall receive a structured welfare check-in at 
least once per week (twice for those on the At-Risk Log). 

• Parental Consent: Written parental consent must be obtained prior to commencing 
any 1:1 welfare check-ins or individual support sessions. 

• Recording Protocol: 1:1 sessions are generally not recorded to maintain a safe space 
for the student. However, a recording may take place if explicitly requested by the 
parent, student, or teacher. 

o If a recording is requested, all parties must be informed and provide consent 
before the recording begins. 

o Recordings must be stored securely on school-approved platforms and 
handled in line with data protection regulations. 

7. Pedagogical Models by Cycle 
• FS2 and Year 1 (Play-Based Inquiry): Focused on short, interactive sessions (20–25 

mins). Assessment is purely observational based on photos or videos of home 
inquiries. 

• Cycle 1 (Year 2 to 6) (Hybrid Model): Sessions follow a "Connect, Teach/Practice, 
and Apply/Close" structure. Includes guided mini-projects (2–3 days) but excludes 
extended independent research. 

• Cycles 2 (Year 7 to 9) & 3 (Year 10 to 13) (Project-Based Learning): Learning is 
centered on valid PBL projects (5–15 days) with defined challenges and tangible 
outputs. Mandatory 1:1 check-ins (10–15 mins) occur weekly to provide feedback. 

 

8. Staff and Parent Engagement 
• Teacher Wellbeing: Teachers shall not deliver synchronous instruction for more than 

3 consecutive hours without a break. A minimum 30-minute lunch and a separate 
30-minute unscheduled break are mandatory. 

• Communication Windows: Routine academic or administrative contact with parents 
is restricted to the hours between 3:30 PM and 8:00 PM. 

• Weekly Summary: CHS will provide one structured weekly communication per class 
detailing what was covered and what to expect the following week. 
 

9. Monitoring, Reporting, and ADEK Oversight 
CHS shall maintain a rigorous reporting schedule to ensure transparency and continuity of 
learning. The Distance Learning Lead (DLL) and Student Welfare Lead (SWL) where 
applicable are responsible for the timely submission of the following via the ADEK portal: 

9.1 Daily Mandatory Reporting 

• Attendance Summary: Student attendance for all synchronous sessions must be 
uploaded to ESIS by 3:00 PM the following day. 

• Absence Follow-up: Any student absent for two consecutive days without a valid 
excuse must be flagged to the Student Welfare Lead for an immediate priority check-
in. 

9.2 Weekly Mandatory Reporting (Due every Sunday by 5:00 PM) 
• Student Welfare Summary: A report detailing: 

o Total number of students on the At-Risk Log. 



  
 
 
 

o Confirmation that 100% of students received a weekly check-in. 
o Total number of external referrals made to child protection or health 

authorities. 
• The At-Risk Log: CHS shall maintain a live internal log of students deemed vulnerable 

(e.g., those with limited tech access, SEND requirements, or previous safeguarding 
concerns). These students must receive two 1:1 check-ins per week, subject to the 
parental consent and recording protocols outlined in Section 6. 

9.3 Curriculum & Academic Oversight 

• Curriculum Continuity Log: Starting from Week 2 of distance learning, the school 
shall maintain a log (submitted to ADEK upon request) detailing: 

o Fully Covered: Objectives met through synchronous/asynchronous delivery. 
o Partially Covered: Objectives requiring further reinforcement. 
o Deferred: Objectives that cannot be taught remotely (e.g., specific lab 

experiments or team sports) and must be moved to the Curriculum Catch-Up 
Plan. 

• Curriculum Catch-Up Plan: Within two weeks of returning to in-person instruction, 
CHS will  plan and submit to ADEK outlining how and when deferred objectives will 
be recovered. 

9.4 Emergency & Compliance Documentation 

• Digital Readiness Plan: In the event of a sudden transition to distance learning, an 
updated Digital Readiness Plan will be activated within 5 working days. 

• Concerns and Suspicions Form: Any serious welfare or safeguarding concerns 
identified during distance learning must be reported to ADEK and relevant 
authorities immediately (within 24 hours) using the official mandated forms. 

• Internal Quality Assurance: The DLL and Senior Leadership Team will conduct "drop-
ins" on at least 5% of synchronous lessons weekly to ensure teachers are adhering to 
the 20-minute interaction rule and camera-on requirements. 

 

10. Teach Like a GEM (TLAG) Pedagogical Standards 
Distance learning at CHS is not a replication of the classroom; it is an adaptation of the TLAG 
framework to ensure cognitive engagement. Teachers must exercise adaptive expertise to 
ensure these techniques remain developmentally appropriate for the age and stage of the 
learners. 
 
TLAG Implementation Matrix: Synchronous vs. Asynchronous 

TLAG Technique 
Synchronous 
Implementation (Live) 

Asynchronous 
Implementation 
(Recorded/Independent) 

Retrieval Practice 

Use of the "Do Now" or 
"Starter" via polls, chat-box 
bursts, or mini-whiteboards 
(Show Me). 

Interactive quizzes (e.g., 
Microsoft Forms) or 
retrieval slides at the start 
of the recorded video. 

Explicit Modelling (I Do) 
Live "Screen Share" of 
digital ink, document 

Pre-recorded "Screencasts" 
with teacher narration, 



  
 
 
 

cameras for live writing, and 
narrated slides with "Think 
Alouds." 

broken into short 5–10 
minute "chunks" to prevent 
cognitive overload. 

Guided Practice (We Do) 

Collaborative documents 
(e.g., shared Whiteboards) 
where teachers and 
students co-construct 
responses in real-time. 

Scaffolded worksheets or 
"Stop and Jot" prompts 
within a video where 
students pause to attempt a 
partial task. 

Checking for Understanding 

Cold Call: Use of "Random 
Name Pickers." 
 
Show Me: Everyone holds 
work up to the camera. 
 
Chat Blast: Students type, 
then hit 'enter' on 
command. 

Built-in "Check-points" using 
Microsoft Forms or self-
marking questions that 
provide immediate 
feedback to the student. 

Independent Practice (You 
Do) 

"Cameras On" while 
students work 
independently to allow for 
"Teacher Radar" and private 
1:1 intervention via 
breakout rooms. 

Assignment tasks submitted 
via Teams/OneNote. 
Feedback provided via 
recorded voice notes or 
annotated digital marking. 

Academic Feedback 

Live verbal feedback to the 
whole class or individuals. 
Immediate correction of 
misconceptions identified 
during "Show Me." 

Individualised feedback 
loops where students must 
respond to a "Fix-It" or 
"Development" comment 
before the next task. 

 
Compliance  
This policy is effective from March of the Academic Year 2025/26. 
 


