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@ Szcondary School Online Learning Guidelines

Our school mission is to challenge and empower students to be compassionate and inspired people who act for the

good of all and for the sustainable development of the world.

As we face the challenges of possible school closure and other regulations that are inevitable in our post-COVID-19
reality, we hold true to the following two overarching guiding principles that give us clear direction as we plan ahead:
e to provide a highly controlled, low-risk health and hygiene environment for the students and employees

e to ensure that disruption to the students’ education is minimized
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It is important to note that the following guidelines are not a one-size-fits-all model, but rather, are
intended to provide clarity of expectations and consistency across grade levels and subject areas. In some

cases, there may be additional expectations communicated for individual subjects or year groups.

Specific questions related to school closure may be directed to the Secondary School Principal or to the

Head of School.
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! GUIDELINES AND EXPECTATIONS

«@® e Attend all sessions on time and be present (camera on) for the duration of the lesson.
".‘! e Contribute to the session activities and recognise that their contribution has an impact on
themselves and the learning of other students.
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e Check their school e-mail every day.
e Contact teachers by e-mail before the next class if there are any problems or questions.
e Upload the work within the timeframe given.
e Complete all work ensuring academic honesty (SS Student & Parent Handbook, Appendix 9).
e Ensure they have the appropriate technology (devices and applications) in order to complete and
submit assigned work.
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¢ Inform the Secondary School Office (ssoffice@bcis.cn) when their child is unable to attend learning
ga‘ sessions.
e Support all learning tasks as appropriate.
e Communicate directly with teachers when a problem occurs during the tasks allocated.
¢ Provide the tools needed to complete online learning (devices, applications, infrastructure).
e Communicate with the Advisor if there is a concern with the health, wellbeing, or academic
progress of the student.

e Check e-mail regularly to ensure all communication is read and responded to as needed.
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Teachers will
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Counsellors will
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Operate on Beijing time; new postings will be e-mailed to students/updated on by or before the
start of class on the day of learning.
Balance of the type of work that students are being asked to complete, for example:
o PowerPoints
o Video submissions
o Blogs
o0 Message boards
o Readings
o Writing assignments
o Collaborative and/or other activities
Take attendance (students who are not present will be followed up with as per our
attendance policy [SS Student & Parent Handbook, p. 11]
Use email as the primary mode of communication between students, parents and teachers.
Respond to questions from students and parents within a 48-hour timeframe.
Provide parents with regular updates on what has happened and what will be happening in their
subject in the coming weeks.
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Be proactive in providing social and emotional, well-being, and mindfulness programming.
Support students in developing self-management.
Provide social and emotional support to students (and parents) as needed.

Follow up with students of concern due to missing or incomplete work.
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Video Conferencing
guidelines
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Check in — to see how students are doing, if they need help, to just stay connected and say hello.
Be creative, be fun, and be supportive.

Follow up on any student having issues accessing or completing online learning (see list in teacher
resources).

Communicate with parents and students as required and informed by the leadership team.
Contact the Advisory Coordinator for ideas on how to connect with your advisees.

Use current events as a way to encourage empathy and compassion for one-another.
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All teachers are encouraged to conference call individual students and small groups to check in, catch

up, and facilitate instructions and discussions. This can happen during scheduled classes, during

office hours, or by appointment.

Calls are made in a public space in the home such as the lounge or dining room.
Meeting password and waiting room feature should be enabled. It is advised to use the same
password for each group of students.
Clear instructions need to be sent to students on video call etiquette and classroom expectations.
o All students must set their alias to the name they use at school
o Keep their camera on for the duration of the call
o Refrain from distracting activities (eating, conversing with others, frequent movement,...)
For one-on-one conferences, invite another adult to the call OR inform parents and Coordinator
of the call, OR record the conversations using the record function. If you record the call, make sure
all participants are aware.
Specific questions related to school closure and the Coronavirus should not be answered by
teachers. This will always be communicated directly to parents by the Head of School or designee.
Try Teams conferencing feature before your first session with students so that you can
trouble shoot any IT issues in advance.
Teachers set the call schedule based on Beijing time.
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Become familiar with your

Tips for Video
Conferencing | “mmwime

teaching team!

Decide on questioning
protocols and establish an
agenda so everyone is
aware of expectations.

Have a backup plan
incase tech doesn't
work. This could be a

Send materials like slides classroom
or docs to students backchannel like
ahead of time so they Google Classroom or
can refer to them. Padlet for discussion.
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