
 

Our Lady’s Grove Secondary School  

 

Online/Virtual/Remote/Distance teaching, learning and meeting protocols 

for teachers, students and parents 

 

 

Introduction 

Courtesy, manners and mutual respect are central principles for interactions in our school 

community. This is applicable whether those interactions take place in a physical, or online 

space. In this period of pandemic, we may need to switch to remote learning at short notice. 

The aim of this policy is to provide information and guidelines around appropriate use of 

technology for the purposes of remote/online/virtual/distance teaching, learning and 

meetings in that eventuality. 

This new policy works alongside, and complements, existing policies such as our Code of 

Behaviour, AUP, Mobile Phone, Dignity at Work and Anti-Bullying policy. The expectation is 

that all members of our community must abide by normal school rules, policies and protocols 

when interacting online. 

List of recommended and school sanctioned applications: 

Email: All members of the school community should use their @olgrove.ie email for 

communications. Use of school accounts should only be for school related business and 

during school hours. 

Class communication and streaming: Office 365 Suite including: 

• Outlook (Email) 

• OneNote 

• Teams 

• Forms 

• Stream 

 

Teachers may instruct students to operate on IOS apps that are specific to their own subject 

area. 

Guidelines for appropriate use of Online platforms: 

When remote learning is in operation, students should check their school email, Teams, 

OneNote daily to see any new posts or any new assignments for each subject. Students should 



follow instructions for completing any work that has been set. This includes uploading of 

assignments and observing any deadlines advised by their teacher. 

Communications should only take place within school working hours. 

All community members should turn off notifications outside of school working hours. 

Etiquette for formal communication should always be used. 

All students should be punctual, log on and be in the waiting room early to ensure the 

timetabled online interaction can start on time. 

When live online, all community members should make sure that they are in a secure space 

with a blank background and dressed appropriately. 

Mobile phones should be switched off during timetabled online interactions. (If the only 

device that you have available to you with which to connect to classes is a mobile phone, a 

parent should email Ms Lyons or Mr Dooley explaining this) 

Cameras should always be turned on. 

Microphones should be muted and only turned on when requested by the teacher. 

All browser tabs should be closed unless they are required for participating in class. 

Links to school classes or streams should never be shared outside the school community. 

Students should re-read instructions and/or query with a classmate before sending 

clarification emails to teachers. 

Students should contact teachers directly if they feel unable to complete a scheduled task. 

Social media sites should not be used for communication 

Child Protection Guidelines remain in place for online interactions 

Students should keep a digital cloud stored copy of all work submitted. 

Expected Teaching/Learning Approach during Lockdown: 

An alternative timetable has been constructed for all academic years in the event of returning 

to remote teaching and learning. This will be shared with all members of the community in 

advance of any Covid -19 school closure. These new timetables proportionally assign the same 

time to each subject as per the regular timetable, but does so in larger blocks of time. 

Teacher/student engagement should involve both direct teaching by the teacher and the 

assignment of independent learning tasks for completion by the students. Teachers should 

ensure, as far as practicable, that direct instruction is provided for aspects of learning that 



require it, using a variety of approaches, for example video, audio, presentation software and 

written instructions. Direct instruction can be live or pre-recorded. All types of direct 

instruction should be recorded to allow for students to review again, if needed, to support 

and enhance their learning.  

Teachers should ensure that the chosen learning tasks give students an opportunity to 

demonstrate their learning in a clear and concise way. The tasks chosen should be specifically 

aligned to the needs of the student, including students with SEN, and should enable the 

teacher to monitor progress and give constructive, developmental feedback to support the 

next stages in their learning. 

The following strategies will be employed by teaching staff when engaging with 

online/remote/distance learning: 

• Scheduled live interactions 

• Facilitated purposeful group learning 

• Developing and sharing tasks with clear learning intentions and success criteria 

• Sharing of scaffolded resources to assist students with increased level of autonomy in 

the learning process. 

• Provision of formative, summative and diagnostic feedback to students 

Students are encouraged to strive to attain their goals in an academic environment which is 

supportive and encouraging. Planning for online teaching and learning will scaffold, support 

and provide clarity for students so that they can attain the intended learning intentions while 

working independently. 

Responsibility of Parents/Guardians 

In order for remote learning to be successful it is essential that the school community works 

together to encourage and support each student.  The following supports from home are very 

important: 

• Provide a quiet safe space for live online interactions 

• Check in on timetable and ensure attendance 

• Ensure that assigned work is being submitted on time 

• Ensure communication with teachers follows formal etiquette 

• Ensure that all digital devices, other than the school iPad are turned off and placed in 

another room when students are engaged with live classes. 


