
 

  



 

Introduction 

Clonard College holds the care, safety and wellbeing of its students and staff to be at the core of all we 

do.    

Clonard College is committed to providing learning continuity for students whilst we are required to 

provide remote learning due to the COVID-19 outbreak. These protocols have been created to maintain 

safety and consistency in expectations around learning and teaching practices whilst students are 

learning from home (including using online environments) and staff are working remotely.  This 

document has been updated to reflect our learning and experiences from remote learning in Term 2. 

We recognise that: 

• Every family will have a different situation and will face different demands, such as working 

from home, as well as supporting the learning of the young people in the household 

• Every household will have different demands on space and internet availability 

• Our teaching/LSO staff will also be caring for and supervising their families 

• Our young people have developed skills and experiences to navigate remote learning   

Teachers have been encouraged to be flexible and creative with their preparation using a combination 

of online and offline experiences. We will provide an adjusted timetable for Years 7-10 to ensure 

opportunities for screen breaks and independent study. It is recognised that the in-school environment 

and opportunities cannot be replicated.   

Our students have told us that the experiences of remote learning can lead to productive learning habits. 

Our College Captains presented the following diagram to staff on behalf of our Student Representative 

Council following a process of collecting student feedback in relation to remote learning. 

 



 

Procedures and Responsibilities 

Student roles and responsibilities: 

• Establish and follow a daily routine for learning based on their timetable 

• Be online for attendance checks at the start of each scheduled lesson 

• Identity a safe, comfortable quiet space for learning where work can be undertaken effectively 

• Access the online learning environment or work provided to ensure continuity of learning 

• Complete work set by their teachers within the timeframes indicated 

• Complete all lesson activities and contact teachers via email or Teams if they have any questions or 

require support, during regular school hours 

• Communicate with teachers proactively if deadlines cannot be met or additional support is required 

• If students are too unwell to participate in learning they are expected to complete the set work in a 

timely manner upon feeling well again, unless adjustments have been made in consultation with the 

teacher 

• Present for learning in appropriate casual clothing  

• Ensure positive digital citizenship, eSafety and abiding by IT user agreement participating in all online 

meetings, forums or chats respectfully 

• Connect with teachers using Clonard College email or Teams account only 

• Email the IT Helpdesk (helpdesk@clonard.vic.edu.au) if they are experiencing technology difficulties 

or are unable to access resources 

• If students are unwell or experience wellbeing concerns, they are asked to contact their Wellbeing 

teacher – where there is a confirmed case of COVID19 we ask families contact the College as soon as 

possible. 

See Appendix 1: Remote Learning Guidelines for Students  

Parent and carer roles and responsibilities: 

• Support continuity of learning by establishing routines and expectations 

• Check SMS messages, emails and the Parent Access Module (PAM) regularly to ensure all 

communications are received regarding remote learning and class tasks   

• Provide an appropriate place for learning including online learning e.g. dining room table.    

• Encourage breaks and physical activity 

• Monitor time spent online 

• Contact the Wellbeing teacher if the student is unwell and unable to participate in classes/learning - 

where there is a confirmed case of COVID19 we ask that families contact the College as soon as 

possible 

• Contact the Wellbeing teacher or Wellbeing Community Leader to discuss any wellbeing concerns 

• Contact the subject teacher if your child is having difficulty with a particular aspect of classwork or 

assessment  

Teaching staff role and responsibilities: 

• Set work that can be undertaken in a self-directed matter within set timeframes including tasks that 

do not require screen time, for example, handwritten drafts, mind maps and reading 

• Take attendance at the start of scheduled classes  

• Be regularly available via online platforms (email, Microsoft Teams) during scheduled class time as 

per timetable to teach/communicate with/receive tasks/provide feedback to their classes and 

connect to students and colleagues 



 

• Set, assess and report on class tasks and common assessment tasks as per the learning program 

• Be accessible to students/families via online technology being utilised during normal school hours 

• Communicate, with parents and Wellbeing teachers, any repeated missed submission of tasks or 

nonengagement.  

• Conduct Wellbeing check-ins by Wellbeing Teachers with individual students. This will take place via 

the weekly Wellbeing check in and follow up email. 

 

 

 

Online Learning Environment 

At Clonard College, our primary online environments will be utilised to support the delivery of 

online/remote learning and teaching during a school closure:  

• SIMON will continue to be used as normal for attendance, assessment and reporting, sharing of 

resources/learning tasks with students, and general communications (Daily Messages) 

• Microsoft Teams is used for the delivery of live-streamed lessons and student conversations during 

normal lesson time. The platform will also be used to support collaboration between staff-based 

teams within the school. Students will access resources and submit assignments through Teams at 

the direction of their teachers. 

• Microsoft OneNote – as per current practice staff and students will continue to collaboratively 

access OneNote 

• Microsoft Outlook (email) will continue to be used for internal communications between teachers, 

students and parents as required 

Other platforms, such as Education/Language Perfect, Oxford Digital, Stile, FUSE, and Edrolo, would 

continue to be used as required by teachers and students. 



 

Delivery of online classes and video conferencing 

The College has the capacity to deliver online lessons: 

• “Live-streamed” lessons can be delivered using Microsoft Teams ‘meeting’ function 

• We are very aware of Child Safety issues in relation to live video streaming and for this reason ask 

that this happen only in a shared space in the family home. Live streamed lessons will only take 

place during scheduled class time. 

• Microsoft Teams Meetings have a blur feature available that prevents the background being clearly 

visible. This feature should be used to protect teacher and student privacy. Staff and students are 

not obligated to be ‘on video’ themselves during “live-streamed” lessons within Microsoft Teams. 
Audio only may be used. Staff and students who do not wish to be seen are encouraged to disable 

the video feed at the beginning of the lesson 

• There is a feature within Microsoft Teams to turn their camera off but remain in the Meeting. This 

decision is at the discretion of the teacher, student or parent/carer. 

• Teacher contact with students in the online environment will take place during normal timetabled 

classes. 

• Videoconferencing with students and teachers will require a minimum of 2 students to be present, 

unless there is a parent/guardian or other staff member present.  

 

Email and Teams Messages  

All existing protocols and processes for sending and checking emails will remain in place. The protocols 

for email etiquette extend to Teams messages. 

Students will be expected to check their email/Teams on a regular basis throughout the day to check for 

work that might be set by a teacher or communications from the College. 

Staff will be expected to check their email/Teams messages on a regular basis throughout the day to check 

for work or questions that might be submitted by students. 

 

eSafety 

Whilst at Clonard we have controls over what our students are able to access for their online safety. The 

same controls cannot be put in place in a home network environment. Parents/carers are asked to ensure 

they monitor their young people’s online activity. Further advice can be sought from the eSafety 

Commissioner website https://www.esafety.gov.au/key-issues/covid-19 

Student Wellbeing Supports 

All students 

Students will be able to access support through the following mechanisms: 

• Attend scheduled online Wellbeing classes as per normal timetable to check in and complete 

the Wellbeing Check in link once per week.   

• Communicating with members of Student Wellbeing Team, including the Wellbeing Teacher, 

College Counsellors and Wellbeing and Community Leaders  

• Staff or parents raising any concerns brought to their attention with the School Improvement 

Leaders and/or Assistant Principal (Wellbeing) 

• Accessing advice for students regarding routines and coping strategies 

https://www.esafety.gov.au/key-issues/covid-19


 

• Accessing weblinks communicated through College platforms 

• Accessing the School Counsellor (via Teams) for check ins that can offer students assistance 

with: 

○ Emotion regulation 

○ Improving self-esteem 

○ Developing greater insight 

○ Relationship difficulties 

○ Loneliness and isolation 

○ Loss and grief 

○ Managing panic attacks 

○ Engage in stress reduction techniques 

 

Students with pre-existing social emotional needs: 

• Student and family liaise with external psychologists/ specialists/ external agencies as per 

normal arrangements (except where those arrangements include meeting at the school for 

consultation) 

• School Improvement Leaders Wellbeing and Wellbeing & Community Leaders to liaise with 

vulnerable families 

• Assistant Principal, School Improvement Leaders (Wellbeing) or School Counsellors to 

communicate concerns to parents/carers 

• Assistant Principal or School Improvement Leaders (Wellbeing) to respond to emails as required  

  



 

Appendix 1: Connect@Clonard Remote Learning Guidelines for Students 

 

 



 

 

  



 

Appendix 2: Clonard College ICT Helpdesk 

Due to remote learning, students may find it difficult to access support for computer issues especially issues 

that involve physical damage or software issues. Clonard College aims to provide the same high level of 

service during Term 2. 

The plan moving forward, 

Step 1: Students will be required to email the helpdesk explaining in as much detail the issue with their 

student device. A member of ICT will get in touch with the student to organise a drop off time. Helpdesk E-

mail: Helpdesk@clonard.vic.edu.au Helpdesk email is monitored between 8:00am – 4:00pm. Monday to 

Friday 

Step 2: If ICT are unable to resolve your issue remotely, you will be asked to drop off your device in a secure 

locker. We ask you to book in a time to drop your device off into the secure locker. The secure lockers are 

located off Church street in the Kildare theatre auditorium foyer. 

 

Step 3: ICT will assess the device and determine if the device needs to be repaired by our third-party 

technician. This will be communicated to the students through the Helpdesk email. 

Helpdesk@clonard.vic.edu.au 

Step 4: Once the repair is complete, ICT will communicate with the student to organise a time when the 

student can collect the device from the secure locker, they originally dropped it off in.  

(Most software issues can be fixed within a 24hour period). However, hardware issues including Cracked 

screens & Physical damage can take longer as these would need to be undertaken by our third-party 

technician.  

At all times Clonard College ICT staff will demonstrate a high level of safety during the process which includes 

ICT staff wearing gloves and disinfecting all devices before we assess them. We will abide by the strict social 

distancing rules. We ask all students and parent / guardians to not access the site for I.T issues except for 

designated drop off and pick up as communicated above. 

 

mailto:Helpdesk@clonard.vic.edu.au
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