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PURPOSE 

To purpose of this handbook is explain to our school community the processes and procedures Albany Rise 

Primary School will use to manage the second phase of Learning from Home (flexible and remote learning) and 

the changes to our delivery. 

GENERAL POLICY & UPDATED PRACTICES 

Our overall aim remains ensuring the continuity, progress, tracking and growth of each student’s 

learning whilst ensuring school connectedness for each family, with consideration for each student’s 

capacity, environment and personal resources. 

Our Term 3 Remote Learning @ Home program has an updated weekly timetabled routine which 

allows daily structured planning and meeting times for students with their teachers as part of remote 

and flexible learning routines. Students and teachers will be working to the timetable and routines as 

far as practicable. A modified learning timetable has been developed to support families to develop a 

home learning routine, and is available on the school Website and each of the Google Classrooms. 

Please refer to Google Classroom for updated WebEx teacher contact/teaching times for Term 3. 

Teachers will be providing weekly lesson outlines in a simplified format, learning tasks and resources 

via Google Classrooms. Within these lessons there will be links to online (Webex) contact sessions. 

Wellbeing Wednesday will consist if opportunities to complete test academic tasks, engage in 

specialist learning, and undertake wellbeing activities, such as a weekly gratitude journal.  

A timetable to access sessions and staff is provided for each class on each Google Classroom. 

Education Support staff will continue to support students with additional needs as appropriate within 

their role, including interacting with parents and students with specific needs (such as students in the 

Program for Students with Disability-PSD) with teacher guidance (both online and at school if present). 

What’s New: 
 Daily WebEx contact and small groups for students in all classes. Simplified WebEx links which take 

students directly to staff ‘personal online room’ avoiding passwords etc. 
 

 Wellbeing Wednesday- which will be an opportunity for students to ‘catch up’, practice tasks, 
undertake specialist lesions, complete online learning options (eg Mathletics/ Reading Eggs), and have 
a WebEx session with Specialists. Judy Drew and Jane Capon will also be running a one hour parent 
session each Wednesday on WebEx as a ‘drop in’ and discussion time- all welcome. A weekly Wellbeing 
survey will be conducted for all children every Wednesday online. Follow up supports for families will 
continue to be in place, on a case by case basis. 

 
 New format for Weekly Learning Programs on Google Classroom- single slides for each subject, 

hyperlinks to each day so easier to find the work, consistent landing page for every year level.  
 
 Weekly work programs to be shared on Google Drive every Friday, so parents who would like to 

prepare in advance, can do so.  
 
 Whole school Assembly every Friday at 2.30pm. 

 

Students in all year levels have been provided with stationary and books to complete their set tasks. 

For students in Foundation to Year 2, printed resources have been provided to all students for at home 

learning, aligned with the planned weekly program of instruction. 
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COMMUNICATION 

Following the success of Dojo and Google Classroom as communication tools with our parent and student 

community, we are using these communication systems as the key platforms for our teachers to provide the 

remote learning program for students.  

WebEx sessions will occur for every student, every day.  

Our School ‘Remote Learning @ Home’ website contains links, information, updates and all the ‘basics’ 

for developing a home learning program.  

For daily learning, students, parents and staff members will be able to communicate primarily via Dojo.  

Google Classrooms and WebEx. Each available communication platform has a different purpose, 

including: 

Dojo   ‘Real time’ communication with 
teachers 

 Community surveys and forms 

 Portfolio uploads 

 Whole school communication and celebrations-
‘as it happens’ 

Google 
Classroom 

 Weekly outline, priorities for the week- 
clearly set tasks 

 Links to teacher made videos and set 
online tasks and viewing materials 

 Suggested routines, timetables 

 Preferred portals: Mathletics, Reading Eggs, 
Epic, Studyladder, etc 

 Track, feedback and assess student learning 

 videos of teaching 

 Links to WebEx meetings, and timetable 

Webex  video conferencing with classes  cohort meetings & assembly 

Compass  Newsletter 

 Borrowing digital resources 

 Attendance tracking 

 Parent contact details- phone/email 

School 
Website 

 basics for families 

 direct link to class sites 

 Copies of COVID/DET updates 

 Whole school videos/ Judy 

 Links to booking form for onsite 
learning 

 Meeting timetables 

 Preferred portals: Mathletics, Reading Eggs, 
Epic,  

 Support resources/wellbeing 

 Newsletter 

 

 

WHEN ONLINE: 

Appropriate use of online spaces and privacy expectations apply whilst in shared online spaces with 

ARPS staff, students and other parents. These include: 

 Do not use someone else’s password to access email, profiles or other on-line forums under 
their identity. 

 

 Do not download, display, save, or transmit any material that others may find offensive. This 
includes violent, racist, sexist material and pornography. 
 

 Remember, photos, videos, recordings and text you upload to sites (even secure sites) can 
remain online forever. Once you upload / stream content, you lose control of it. 
 

 Our ARPS Acceptable Use of Technology Agreement applies. Link: https://albanyrise-
ps.vic.edu.au/wp-content/uploads/2020/03/Acceptable-Use-Agreement-Dec-2019.pdf 
 

 Our ARPS Privacy Collection Statement and Online Services Notification applies (see school 
website) 
 

https://albanyrise-ps.vic.edu.au/wp-content/uploads/2020/03/Acceptable-Use-Agreement-Dec-2019.pdf
https://albanyrise-ps.vic.edu.au/wp-content/uploads/2020/03/Acceptable-Use-Agreement-Dec-2019.pdf
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WebEx is the Department of Education and Training’s (DET) preferred tool for video and teleconferencing. 
Through WebEx, students can attend online learning sessions from home using any computer or mobile device 
with internet access, using a secure link provided by the teacher.  
 
To ensure that students, parents and staff are using WebEx in a safe, respectful and purposeful way, we ask that 
you follow the guidelines and protocols set out in this document.  
 
Video Conferencing Protocols  
Check your background  
It is important that your background is clutter free and not too distracting to the other people who will see 
this in your call. Check that what is in your background is appropriate for other people to see during your call.  
 
Be on time  
This should be standard with any meeting, video or otherwise. However, when you're dialling in to a video 
conference, it's especially important. While you might be able to get away with sneaking into a physical meeting 
late, everything is more visible in a video conference.  
 
Ensure your technology Works Correctly  
You don't want to have to delay a meeting with others because your video conferencing system isn't 
working properly. You can go to https://www.webex.com/test-meeting.html to try out a real meeting and make 
sure your microphone, speakers and camera are all working. This will make sure everything runs smoothly 
during the real thing.  
 
Wear appropriate clothing  
While it might be tempting to work in your favourite pyjamas all day, please ensure that you are wearing 
appropriate attire to any video conferences you're attending. Choose something that would be appropriate if 
the meeting were face-to-face, rather than virtual. For students, this could be the equivalent of what you might 
wear to school on a free dress day.  
 
Frame the camera correctly  
When you're on video, make sure you frame your camera in a way that feels natural and allows you to look 
at the camera. Sit at eye level to the lens, and try to position yourself so that it shows midsection up. Placing it 
too high leaves other participants staring down at you like a bad TV show. Putting a camera too low can lead to 
unflattering and awkward angles.  
 
Mute yourself when not speaking  
Even though you may not be speaking and think you're being quiet, most microphones can pick up minor 
background noises, like coughs, sneezes, or typing. These sounds can easily distract other video conferencing 
participants. On WebEx, it's as simple as a click of a microphone button to mute yourself and then click again to 
unmute.  
 
Have the right light  
Poor lighting conditions have an enormous effect on the video quality that you send. You'll want to make 
sure that there is enough light in the room you're in so that your video isn't grainy and unwatchable.  
 
Look at the camera  
A common mistake is looking at the video feed instead of the camera when speaking to a remote 
participant. While it may seem like the right thing to do, it actually makes it appear as if you're looking off and 
not paying attention. Looking into the camera lens is the equivalent of looking into the person's eyes, so 
practice this as you use video conferencing.  
 
Pay Attention  
It is important to show respect to others participating in a video conference call, just as you would show 
respect to others in a classroom and at school.  
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Know who is on the call  
It is important that everyone that is on the call must know who else in on the call. Just as it is inappropriate 
to hide around the corner and listen into the conversation, it is also inappropriate to listen into a video 
conference while others do not know you are participating on the call. There will be many occasions where a 
parents or caregiver will be assisting a student to log onto the call. We ask that you inform the teacher who is 
present in the background of the call, even though they will not be on the screen of the call. Feel free to say a 
quick hello at the start of the call while everyone is coming online.  
 
Child Safe  
It is important that staff and students adhere to Child Safe standards. Staff and students are not permitted 
to conduct 1:1 video conferences. Should there be a need for a teacher to work with a student in a 1:1 situation 
using video conferencing, a parent or caregiver will need to be present in the call.  
 

We invite you to watch this clip to help understand the dos and don’ts of video conferencing. 
https://www.youtube.com/watch?v=21cdJuV-WvQ  
 

 

Please alert staff members of any inappropriate contact by any person on line. 
The following links provided by the e Safety Commissioner are useful 

 COVID-19: keeping schools and learning safe online 
 COVID-19: an online survival kit parents and carers 

STUDENT HEALTH AND WELLBEING 

Parents can best support their child by encouraging appropriate routines, use of available digital 

device/s and providing a quiet (if possible) area to work.  

We understand that every family is different, with many families balancing family, school and work 

commitments in the same space.  

Families are strongly encouraged to develop a routine which best matches the needs 

and capacity of those in the household. Please talk to school staff if you require 

support to have children engage successfully in remote learning. 

 

Our First priority is to work with families to maintain each student’s wellbeing and connection with 

the school community, along with their health and safety. 

Katrina Karlson is our Counsellor and Wellbeing Key Contact- phone: 0428 498 881, 8.30am – 5pm 

Ideas and resources, as well as access to individualised counselling and support is being provided by 

Katrina. Our school Wellbeing Team is available to support all families. 

Our Albany Rise Facebook Page, Website and 

Dojo have regular updates to support 

students and families with anxiety, mindset 

and great ideas to support family wellbeing.  

Parents can communicate concerns with 

their child’s teacher or access Katrina directly 

via the contact details below. 

Food Hampers are available to families to 

collect if required- contact the office. 

Parents are encouraged to join our Community WebEx session on Wednesday 10am each week to 

share ideas and opportunities for the school to address support needs. 

https://www.youtube.com/watch?v=21cdJuV-WvQ
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.esafety.gov.au%2Fabout-us%2Fblog%2Fcovid-19-keeping-schools-and-learning-safe-online&data=02%7C01%7Clee.marianne.m%40edumail.vic.gov.au%7C22af85f295194cdfec5508d7cc6bd2f0%7Cd96cb3371a8744cfb69b3cec334a4c1f%7C0%7C0%7C637202635792844420&sdata=5ir30xaIKS7Px7Mdjg0ZD4vqQfkqwnfXUN1zgBK3xx4%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.esafety.gov.au%2Fabout-us%2Fblog%2Fcovid-19-online-safety-kit-parents-and-carers&data=02%7C01%7Clee.marianne.m%40edumail.vic.gov.au%7C22af85f295194cdfec5508d7cc6bd2f0%7Cd96cb3371a8744cfb69b3cec334a4c1f%7C0%7C0%7C637202635792844420&sdata=eHnSEEVMDQJk2%2FH5GU%2FuzbiF03dI0IwSs5Ufo6%2FHtpE%3D&reserved=0
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Albany Rise Primary School uses the ‘Zones to Regulation’ with students to help regulate their 
emotions and ensure they are ready to learn. Each Wednesday, students will complete a survey 
based on these Zones. Parents my like to refer to these at home also.  
Survey link: https://forms.gle/72YhdQgpMELJep8JA  

 

SETTING UP THE HOME LEARNING ENVIRONMENT – SOME TIPS 

Every home is different. Where possible, extended learning should take place in a space your family shares. For 
example, a lounge room or dining room. These spaces are preferable over a bedroom, where your child can feel 
isolated and supervision can be more challenging. 

 

It should be a place: 

• That can be quiet at times. 

• Where you or another adult is present. 

Maintain normal routines:  

• We suggest children get up at the same time and wear their school uniform to 
maintain routine. 

Remove obvious distractions: 

• Think about strategies to work around this (e.g. no television, music, etc).  

• Establish a planned schedule for your child’s learning, factor in concentrated 
learning time and time for breaks (to play, eat, etc). 

Know when it is time to stop and avoid children sitting at a desk all day: 

• Children should have breaks from learning, move around, play in the backyard and 
get some sunlight and fresh air, go for a walk with parents/carers in the park 
(following federal/state rules of the time), eat well and drink plenty of water 
throughout the day. 
 

 

https://forms.gle/72YhdQgpMELJep8JA
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SCHOOL OPERATIONS, SUPERVISION AND ONSITE CARE 

Primary and specialist schools will continue to provide on-site learning and support programs for students who 

are the children (or under the care) of essential services workers and vulnerable students or students with a 

disability, where those families have no other option but to send their children to school. The programs for 

students learning on-site and by remote delivery will be as similar as possible. A booking system applies (see 

below). 

The school office will NOT be open to families entering at any time during the school day, other than those 

times negotiated and confirmed with the school. Parents who need to access the office should call ahead to 

confirm a suitable time to come in, and to ensure that staff are available. 

The majority of school staff will not be attending the school site. Staff will be on site through a roster system, to 

supervise those students eligible to be on-site. 

Additional information regarding students on-site: 

A booking system  is in place for eligible students. Link: https://forms.gle/HVYHmeLgnNwUXxMdA . This Link is 
also available on the school website under ‘Remote Learning @ Home’. The link is sent out each week on Dojo. 

 students are expected to attend in school uniform, with snacks and lunch bought from home. 

 there will be only 1 entry / exit - via front gates and entry foyer. All other gates will be locked and 

signage displayed. 

 students will not be able to enter before 8.45am- they can access before school care if needed 

(OSHClub) before 8.45am or after 3.45pm. Parents will need to book OSHClub in advance. 

 all students who MUST come to school, will be located in the STEM room, using laptops (3-6) and iPad 

(F-2) to access the planned learning from their Remote Learning @ Home resources and follow the 

suggested timetable for remote learning for the day.  

 There will be at least 2 staff in the room (eg. 1 ES and 1 teacher)- they will help with technical issues or 

resourcing.  

 Students will only touch their own paper, pencils, food, etc.  

 cleaning and hand-hygiene products will be regularly used throughout the day. 

 all devices, furniture, doorknobs etc will be cleaned throughout each day.  

 as teaching staff at school will also be managing their remote learning classes, there will an expectation 

that most students will complete tasks independently. 

 personal hygiene practices will be consistently reinforced, including when using the toilet and other 

shared spaces and resources.  

 the usual duty of care requirements will be followed for students at school (Staff will know where 

students are at all times and have active supervision). 

Temperature Checking 
It is a condition of entry to the school that all students must be temperature checked. If a student’s 
temperature is 37.5 degrees Celsius or higher, they will not be permitted to attend and we would ask that 
you seek medical attention. 

 

CURRICULUM AND LEARNING – REMOTE LEARNING @ HOME 

The Department of Education has provided guidelines to all schools regarding Curriculum expectations for 

Remote Learning @ Home. At ARPS, we aim to provide access to a program that is flexible and achievable for 

parents at home, especially considering our families with many children to care for, often with a broad range of 

needs. Our Wellbeing Wednesday allows opportunities for students to ‘catch up’ or ‘work ahead’ on any tasks  

planned for the week. Tasks on all other days generally exceed the daily suggested guidelines, and more closely 

match daily classroom expectations. By spreading the tasks over 5 days, students can aim to meet the allocated 

learning requirements for each day. 

https://forms.gle/HVYHmeLgnNwUXxMdA
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GRADES P-2 

The focus of the program will be on literacy, numeracy, play-based learning and physical activity. 

 45-60 mins: Daily literacy activities focussed on reading, writing, speaking and listening. This can 

include, for example, spoken book recordings. 

 30-45 mins: Daily numeracy activities including basic counting and measuring activities that can be 

conducted using everyday materials. 

 30-45mins: Daily play-based learning and physical learning activities. These include free drawing and 

painting, colouring, folding, collecting, grouping and making and listening to sounds, including, where 

possible, music’ language and art, simple exercises, ball skills and dance movements. 

GRADES 3-6  

For students in these primary and secondary years, the program will focus on literacy and numeracy with a 
broadening of learning to include the key learning areas and general capabilities. 

 45-60 mins: literacy learning program  

 30-45 mins: numeracy learning program  

 30 mins: physical activities  

 90 mins: Additional Learning areas including: science and technologies, the humanities, the arts, health 

and languages, guided reflective journal writing, capabilities and personal and social development. 

 

SCHOOL TIMETABLES FOR REMOTE LEARNING @ HOME  

A modified daily school communication timetable will be operating to allow student’s access to teachers online 

every day, and for parents to communicate with staff regularly. 

WebEx sessions with small groups of students and whole class cohorts will occur during these broad times: 

 9.00-10.00 10.00-11.00 11.00-12.00 12.00-1.00 Afternoon session 

Monday Year 1 & 2 Year 3&4 Year 5&6 Foundation 1-1 contacts and 
communication 
with families as 
needed. 

Feedback for completed 
tasks (eg posted on 
Dojo/ Google 
Classroom) 

Tuesday Year 1 & 2 Year 3&4 Year 5&6 Foundation 

‘Wellbeing’  
Wednesday 

Specialist 
Sessions 
-Visual Art 
-Performing Art 
- Mandarin 
- Phys Ed 

Community 
WebEx Session 
(all welcome) 

Staff Planning Staff Planning 

Individualised counselling/ 
wellbeing sessions as requested 
by parents/ families 

Thursday Year 1 & 2 Year 3&4 Year 5&6 Foundation 

Friday Year 1 & 2 Year 3&4 Year 5&6 Foundation Assembly 2.30pm (all 
classes) 

 

Staff are also using the modified timetable to provide time for teams of staff to plan together (via WebEx) for 

each week of learning, and to research and develop online learning resources. Staff meetings will still occur with 

various teams of staff for Professional Learning. Therefore, there will be occasions when, at times, teachers will 

not be immediately available to respond to communications. 

A communication timetable for each class will be available on Google Classroom. 

With staff also continuing their involvement in meetings, professional learning and other duties and 

responsibilities, staff will be available online between the hours of 8.30 am to 4.00 pm Monday to 

Friday. We will endeavour to respond within 24 hours of receiving communication (with part-time staff 

members responding according to their work schedules). 

Emails must extend the same courtesy as normal school operations and face-to-face meetings.  
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LINKS TO ALL ONLINE RESOURCES, SUGGESTED TIMETABLES AND PRACTICAL ADVICE CAN BE FOUND 

ON THE SCHOOL WEBSITE HERE:  

https://albanyrise-ps.vic.edu.au/curriculum/#remote 

AND HERE: 

https://sites.google.com/education.vic.gov.au/albanyriseprimaryschool/home 

Students will also need access to any relevant online resources used in their classes. These might include 

(depending on year level): 

 Essential Assessment – numeracy, reading and spelling (aspects are available and all are tailored 

to each students point of need) 

 Reading Eggs (F-2) 

 Prodigy – online mathematics game focused on  each students level 1-6 

 Mathletics – all students have access and have passwords from school 

 

Key Contacts: 

Classroom Teachers are the first contact point for any initial concerns with learning and wellbeing. 

Dojo is the best to do this via private messages. 

Judy Drew   Principal        
Dojo Message or 
Ph: 9547 1146 (calls diverted as needed) 
Email: Judith.Drew@education.vic.gov.au  

Jane Capon   Assistant Principal 
Dojo Message or 
Ph: 9547 1146 (calls diverted as needed) 

Janine Wilson    Administration 
Ph: 9547 1146  
Email: albany.rise.ps@education.vic.gov.au 

Rhonda Miller   Business Manager 
Ph: 9547 1146  
Email: albany.rise.ps@education.vic.gov.au 

Katrina Karlson Counsellor & Student Wellbeing 
Ph: 0428 498 881 
Email: albany.rise.ps@education.vic.gov.au 

David Boulton (for ICT/Tech support) 
Email: itsupport@albanyrise-ps.vic.edu.au  

Adriana Costa (for Google Classrooms) 
Dojo message or 
Ph: 9547 1146 (calls diverted as needed) 
Email: albany.rise.ps@education.vic.gov.au 

Shelby Goodwin (for website) 
Dojo message or 
Ph: 9547 1146 (calls diverted as needed) 
Email: albany.rise.ps@education.vic.gov.au 

Jess Turner (for Dojo support) 
Dojo message or 
Ph: 9547 1146 (calls diverted as needed) 
Email: albany.rise.ps@education.vic.gov.au 

Elvis Bacelic (for Facilities/Grounds) 
Ph: 9547 1146 (calls diverted as needed) 
Email: albany.rise.ps@education.vic.gov.au 
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APPENDIX 1   
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APPENDIX 2 

 

 

 


