JPARAVISTA

PRIMARY SCHOOL

BLENDED LEARNING PROCEDURES

Rationale

Purpose

The purpose of this document is to outline the procedures for continued delivery of blended education at Para Vista
Primary School, in the event of prolonged school closure, and/or need for online delivery. The aim is to:

e Articulate clear processes and expectations for managing teaching, learning and wellbeing

e Ensure continuity of learning for all students

Definition

In the event of prolonged closure or the need for online delivery of teaching and learning, Para Vista Primary School
teachers and leaders will utilise online platforms (Edmodo and Verso) to facilitate progressive, authentic and rich
learning for all students. Students and teachers will connect, collaborate and learn through online class spaces. All
students will have the same opportunities to excel.

‘Home Learning’ Student Register

Students who will be learning from home from Term 2 will be required to register as * home learning’ by contacting
the Front Office or emailing parent.Support483@schools.sa.edu.au. Details required will include:

¢ Name of student

* Year level

e Class Teacher/Class number

Digital Platforms
The following digital platforms will underpin the teaching and learning process:
¢ Edmodo - for learning management and parent engagement

¢ Verso — for curriculum content and teaching and learning activities

Technology & Infrastructure
The following infrastructure is required for delivery of distance learning:
¢ All staff and students have access to a laptop device

e Students borrowing laptops need to complete and return a School Laptop Contact and Acceptable Use Agreement
e Staff and students require internet access
¢ In the event that internet access is not available a solution will be negotiated with individuals

Technology support

ICT support will be provided:

e Parents may email Parent.Support483@schools.sa.edu.au for support with online learning issues
e Support responses will be provided remotely by ICT support staff

Teaching and Learning

Delivery of Teaching & Learning

Term overviews and Fortnightly Learning Plans will be uploaded to parents on Edmodo. Lesson content will be
provided through Verso. (Offline learning content also provided where applicable)

Lessons will be provided and online for the following subject areas:

Literacy

Numeracy

Science

Specialist subjects (Health and PE, Indonesian Cultural Studies, Music, History)
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Assessment

Formative and summative assessment

¢ Refers to a wide variety of methods that teachers use to conduct in-process evaluations of student comprehension,
learning needs, and academic progress of a lesson, unit, or subject area.

* Helps teachers identify concepts that students are struggling to understand, skills they are having difficulty
acquiring, or learning standards they have not yet achieved so that adjustments can be made to lessons, instructional
techniques, and academic support.

Teacher responsibilities:
e Set activities with clear learning intentions and success criteria to authentically assess student progress

e Utilise Verso and/or Edmodo to collect individual responses and feedback about learning tasks from students and
parents across all subject areas.

¢ Provide feedback during the learning process eg weekly Review video to the class and individual feedback to
students.

Student responsibilities:
e Complete formative assessment tasks as required

¢ Act on feedback provided to improve
¢ Seek further feedback or support as required

Parent supervisor responsibilities:
e Complete week Feedback Forms and upload a photo of the form to the class teacher via Edmodo message
¢ Raise any individual concerns via Parent.Support483@schools.sa.edu.au

Attendance

Expectations
Student attendance will be marked daily according to Department for Education requirements.

Class roll codes:

¢ All students working from home are marked in advance H — Home Study

e If a student is PRESENT on Verso for a learning activity the teacher will mark the roll with code 00 — Present On Line

e If a student is ABSENT on teams for a ‘face to face’ teaching lesson the teacher will mark the roll with code U —
Unexplained

* Weekly feedback forms uploaded by parents are checked against the roll to adjust any Unexplaineds with relevant
reason codes

¢ Depending on the reason provided, the absence will be reconciled as either I- lliness, C — Certificate or F - Family

Attendance Follow Up & Concerns
Teachers are required to monitor attendance for each student:
¢ Explanation for all absences must be provided by email to the relevant class teacher on the weekly Feedback Form

¢ Depending on the reason provided, the absence will be reconciled as either I- lliness, C — Certificate or F - Family

In the event of an ongoing attendance concern: (absence for 3 days or more in the fortnight):
¢ Follow up will initially be undertaken by the class teacher via email to parents

¢ In the event of an ongoing attendance concern follow up will be undertaken by the student Wellbeing Leader via
telephone or email
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Behaviour

Student Expectations

For online lessons students are expected to:

e Attempt all activities set for them

» Respectfully engage with teacher and peers

e Actively participate in group discussions/collaboration

¢ All school behaviour expectations apply for online learning

¢ Ensure that the only participants in online learning activities are students enrolled in the class, with parent support
as appropriate for younger students

¢ Take a 5 minute break away from screens between lessons and for the entirety of scheduled break times

Students behaving inappropriately online will be removed and parents contacted as required

Staff Expectations

For online learning staff are expected to:

¢ Ensure that students have necessary resources prior to the session

¢ Design online sessions to ensure students understand the content, participate and provide evidence of their
understanding (supported by parents as appropriate)

e Exercise vigilance and ensure that only students who are part of the class are involved in lessons

¢ Follow up with any student behaving inappropriately online
* Take a 5 break away from screens between lessons and for the entirety of scheduled break times

Parent expectations

* Encourage and support their child’s learning including providing a suitable space at home

¢ Support their child to access online learning but not participate where their child is required to respond
independently (Years 3-7)

Protective Practices

To ensure online safety of staff and students:

e All digital contact must only relate to teaching and learning

¢ No sharing of personal internet locations, correspondence of a personal nature

Wellbeing

Student Wellbeing

Class teachers

All class teachers will:

¢ Plan appropriate content to engage students

* Monitor online engagement through the week and respond to individual students
* Rolls will be marked for online learning

¢ Refer to the Student Wellbeing Leader any issues of concern

Leadership
The Student Wellbeing leader in consultation with the wider Leadership team will:

e Be available for consultation and referral of students at risk via email

* Monitor Verso engagement and follow up wellbeing / behaviour concerns as required

e |dentify a list of ‘students at risk’ and follow up with parent/caregivers implementing Level 1, 2 or 3 support
strategies as appropriate

Staff Wellbeing & Community

The Principal will:

¢ Line manage all teachers and implement regular wellbeing checks

¢ Provide access to information and resources for managing Covid-19 related mental health & wellbeing during home
isolation

Learning Co ordinators will:
¢ Implement regular wellbeing checks of ancillary staff
¢ Monitor and respond to concerns raised via the Parent.Support483@schools.sa.edu.au email address
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Working from home (Staff only

Working environment

When working from home it is important to be aware of the working environment to set the arrangement up for
success. Choose a dedicated work space, and, if possible, keep it separate from your spaces that are associated with
leisure (for example, your lounge room/dining room!)

Typically, portable devices are not comfortable to use for extended periods, so you are responsible for ensuring your
set up at home is ergonomically appropriate and free from hazards.

¢ Ensure that the work station is set-up as ergonomically sound as possible. Take into consideration non-adjustable
chairs and desks, you may need to improvise (eg Phone books under foot can help to keep upper legs at a 45 degree
angle and also be used to raise the top of the monitor to eye level).

* Be aware of potential hazards in the workspace (take into consideration home renovations, contractors etc) and
ensure that all electrical devices are in good condition.

¢ Apply good hygiene practices.

¢ Hazard, Injury and incident reporting - immediate notification to manager and log an IRMS report, including an
asset claim or security incident.

¢ Ensure you take frequent breaks, move away from the work station and apply stretch activities (every 20 minutes).
e Set clear and reasonable work hours. Be mindful of social interruptions to your work day.

e Ensure you notify your line manager of any leave (sick, carers etc).

* Review the Working in isolation procedure and consider frequent check-in with line manager, known medical
conditions).

» Notify your line manager of any work changes and provide them with updated contact details.

¢ Should you require support for your psychological wellbeing refer to EAP.

Any WHS enquiries can be directed to the WHS hotline 8226 1440 or email education.whs@sa.gov.au

Risk Assessment

Staff training
In addition to reading this procedure document all staff will undertake the following Plink training courses

“An Introduction to Cloud Computing’
“Learning to teach online’
and email the course completion certificates to Leadership for WHS Training Records.

Optional or teacher recommended applications/websites

Staff must submit a risk assessment application to Department for Education ICT Assurance and have it signed off by
the Principal PRIOR to utilising it for online learning programs.

The risk Assessment form can be accessed here:

Factsheets are also available as a guide for many cloud based applications. Please see Appendix A, B and C for
Factsheet guidance for the use of Epic, Prodigy and Google Drive respectively bat the end of the Risk Assessment
section.

Risk Assessment of Learner Management Systems

Edmodo and Verso- Understanding the risks and how they can be managed

What is it?

Edmodo is an online networking platform that allows teachers to share content, distribute and grade learning plans
and manage communication with parents and fellow teachers. Edmodo can also be used as a student collaboration
tool, allowing students to collectively work on a project together.

What is it?

Verso is an online networking platform that allows teachers to share content, distribute and grade assignments,
and manage communication with students and fellow teachers. Verso provides the Verso Application, which is an
online application that assists Students and Teachers to create and share educational content and interact with
each other regarding such content.

Caveat Clause: Where student information is released outside the secured EDSAS program or Education network,
the risks of a data breach are significantly increased.
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VERSO RISK MANAGEMENT STRATEGIES

Risk Description Risk Management Strategy

Students may access inappropriate = Use of the application will be only under teacher
content supervision.

Given the nature of the application/site,
students may be able to access inappropriate
content. The nsk is likely as students will be
frequently using the application.

’ Students participate in anti-social = Chat/forum functionality is able to and will be
behavior (i.e. bullying) disabled.
= Logs and activity will be monitored by staff
Students may have access to chat rocoms, periodically.
forums or online communities. Applications
of this nature have an inherent high risk of
students participating in anti-social
behaviour.
3
Service outage interrupts business + Cloud services are being utilised which include
operations. redundancies to minimise the likelihood of a
service outage.
A critical application or process has been
identified of which an outage could interupt
business operations.
A
IT personnel are unable to support users + The vendor provides free support to users.
during an outage.
A large number of users will be using the
application. There is a risk IT personnel are
unable to provide an appropriate level of
support to users.
5
There may be an adverse impact on + Performance will be monitored as part of the
network or system resources resulting in a project, and rollback plans will be established
service outage. should there be a detrimental impact on network
performance.
The project involves a large number of users + Emails or notifications will be sent in staggered

or devices using network or system resources
at a time. This could result in poor network
connectivity or interruptions.

batches per advice from ICT Cyber Security.

Staff use of Verso

The use of Verso will be monitored by Learning Co-ordinators. Leadership are co teachers of all Verso class spaces.
Activities will not be set to “live’ without prior approval from leadership. The Student Wellbeing Co-ordinator will also
monitor student responses online to check appropriateness of comments and content.
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EDMODO RISK MANAGEMENT STRATEGIES

Risk
Rating
1

2 Moderate

4 Moderate

Risk Description

Students may access inappropriate content

Given the nature of the application/site, students
may be able to access inappropriate content.

Service outage interrupts business operations.

A critical application or process has been identified
of which an ocutage could interupt business
operations.

There may be an adverse impact on network or
system resources resulting in a service outage.

The project involves a large number of users or
devices using network or system resources at a
time. This could result in poor network connectivity
orF interruptions.

Staff use of Verso

Risk Management Strategy

Use of the application will be only under
teacher supervision.

Restricted modes are offered by the
vendor and will be enabled to restrict
search results.

Logs are available and will be periodically
reviewed for inappropriate use of the
network.

Cloud services are being utilised which
include redundancies to minimise the
likelihood of a service outage.

Emails or notifications will be sent in
staggered batches per adwvice from ICT
Cyber Security.

The use of Edmodo will be monitored by Learning Co-ordinators. Leadership are co teachers of all Edmodo class
spaces. The Student Wellbeing Co-ordinator will also monitor posts online to check appropriateness of comments and
content and to ensure no social/personal interactions.

Appendices

Appendix A Epic factsheet

Appendix B Prodigy factsheet

Appendix C Google Drive factsheet
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Appendix A Epic! Factsheet

Epic! - Understanding the risks and how they can be managed
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Appendix B Prodigy Factsheet

Prodigy Math Game - Understanding the risks and how they can be managed
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Appendix C Google Drive Factsheet

Google Drive - Understanding the risks and how they can be managed High Risk
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Onsite Learning

Purpose

The purpose of this section is to outline the procedures for supporting students who continue to attend the school
site (during a period of remote delivery) due to:

¢ Parents who are unable to provide supervision at home, due to work in frontline services

¢ Increased vulnerability due to disability, wellbeing &/or personal circumstances

‘Onsite Learning’ Student Register

Students who will attend the site from Term 2 will be required to register for ‘onsite learning’ via the Front Office for
data collection purposes. Details required will include:

* Name of student

e Year level
e Class teacher/class number

Teaching & Learning

Teachers will provide learning remotely and:

e Use Verso for delivery of the ‘face to face’ element of lessons

e Differentiate to accommodate the needs of students with particular learning needs, difficulties or wellbeing
concerns

Students who attend the site will :

¢ Undertake their learning using online learning activities on Verso
* Bring their own food, drink and snacks

¢ Leave the school grounds at the end of the school day

¢ Engage in required health & hygiene routines

Learning Co-ordinators will:
e Support onsite learners to engage in learning programs and complete required assessment tasks
e Scaffold online learning with additional support and materials as required

Canteen
The canteen may be closed at short notice. Updates will be provided via our school newsletter in Week 2, Term 2.

Health & Safety

Onsite learning will be supervised and supported with current public health advice in mind including:
e Social distancing requirements

¢ Hygiene requirements

* Minimising student movement

Behaviour

e Students must wear school uniform

¢ All school behaviour expectations apply

e Students will be supervised in allocated breaktime spaces

Attendance
For students in attendance at school:
¢ Class teachers will mark rolls as per normal

¢ Attendance data will then be centrally entered into Edsas for each onsite learner by admin SSOs
¢ In the event that a student is absent without explanation the school will alert parents by phone and email
¢ Students are signed in and out via normal process at the Front Office
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Onsite Learning continuved

Class roll codes:

e If a student is PRESENT onsite the teacher will mark the roll with PRESENT

e If a student is ABSENT from site the teacher will mark the roll with code U — Unexplained

¢ Attendance follow up will initially be undertaken by the class teacher

e If unsuccessful, attendance concerns will be referred to the Student Wellbeing Leader for follow up

Parent Responsibilities
Parents & family members should:

¢ Contact the school as soon as possible if your child is going to be absent to provide explanation
¢ Not enter school buildings other than when signing their child out at the Front Office (Early departure)

Supervision
On site each day will be the following staff:

e Leader(s) or wellbeing staff to provide wellbeing support

e Teacher(s) to provide supervision, learning support
¢ SSO(s) to provide administrative and learning support
e A designated first aid officer(s)

Wellbeing

Wellbeing advice regarding self -safety, stress and anxiety related to Covid-19 pandemic will be available via the
iNewsletter for all families. In addition, students may also access the Student Wellbeing Leader for additional support.
Students may be added to the At risk/vulnerable students register to be supported with Level 1,2 or 3 interventions

as appropriate.

A Guide for Parents, Students & Teachers

Student ‘At Risk’ Case Management

Teachers:

Monitor and manage
online student behaviour
Report any concerns
regarding onsite behaviour
or wellbeing to Learning Co
ordinators or Student
Wellbeing Leader as
appropriate

Leadership:
Collate a School At

risk/vulnerable student list
and allocate case managers
from Leadership according
to the nature and severity
of the concern

Implement Level 1, 2 or 3
strategies aligned to risk
level and meet weekly to
discuss and review
students of concern
Monitor Wellbeing
dashboard and identify
additional actions needed

Engagement and Wellbeing Concerns

Low/Level 1

¢ Inconsistent attendance

¢ Low level disengagement

¢ Low level wellbeing
concerns

¢ Low level behaviour
concerns

Level 1 response

Contact made with student
and family

Development of agreed
improvement strategies
Ongoing monitoring

If concerns continue then
add to At risk list

Medium/Level 2

¢ Concerning attendance

e Medium level
disengagement

e Medium level wellbeing
concerns

® Regular behaviour
concerns

Level 2 response
Contact made with
student and family
Development of agreed
improvement strategies
Formalise Behaviour or
Attendance Plans
Ongoing monitoring,
documented weekly

If concerns continue then
consider moving to Level
3 and involving Support
Services
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