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Scots College seeks to ensure that its students are future 
ready. Increasingly students are required to learn in an 
online format and are likely to have to ‘Learn. For Life’ at all 
stages of  their lives.

We are also aware that under exceptional circumstances 
that may require partial or full campus closure, we may have 
to learn online. In such circumstances, our commitment is 
to provide an alternative means of  education in the form of  
Distance Learning. 

Distance Learning outlines a student’s experience when 
school remains in session, but due to campus closure 
students are unable to physically attend school. Distance 
Learning allows our teachers to deliver instruction 
for students to meet expected outcomes in an online 
environment.

The Scots College Distance Learning experience aligns 
with our normal learning principles. Our students will 
be empowered to make choices about how they reach 
clearly defined learning goals; be engaged in collaboration 
to solve authentic problems; feel safe to take intellectual 
risks while persevering through challenges; be supported 
with modeling, differentiation, specific feedback, and 
opportunities for reflection and revision; and, will continue 
to be passionate, intrinsically motivated, and inspired to 
action.

The success of  our Distance Learning endeavor is a 
partnership and is dependent on careful planning by 
our dedicated Staff, appropriate student motivation 
and engagement, and strong parent support for this 
alternative mode of  instruction. The result of  such learning 
experiences will continue to develop student academic 
progress.

While this is a time of  uncertainty and challenge, it is 
also a time that provides us with unlimited opportunities 
to connect with ideas and with classmates who may be 
scattered all over the world.

The purpose of  this document is to outline how Scots 
will continue to offer a Blended Learning model, which 
includes both an Asynchronous Learning Environment and 
a Synchronous, real-time engagements. 

An Asynchronous Learning Environment is a learning 
environment that does not require participants, teachers, 
and students to be online at the same time. Since staff  and 
students may be spread across the globe and a multitude 
of  time zones, this is an essential part of  the Scots Distance 
Learning plan. 

Synchronous, real-time engagements are opportunities 
for students to participate in engagements with their 
teachers and classmates at an established time to allow 
for interactions in real time. A meta-analysis and review of  
Online Learning Studies from the US State Department of  
Education indicates that blends of  online and face-to-face 
instruction, on average, had stronger learning outcomes 
than did face-to-face instruction alone.

We thank you once again for your consistent and 
unwavering support as we work together to deliver 
continuity of  learning during this challenging time. Do not 
hesitate to reach out to our staff  if  in need. 

DISTANCE LEARNING PLAN
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The following Distance Learning Plan is designed to 
address the following scenario:

• Asynchronous learning to ensure the opportunity for all 
students to learn in all time zones;

• Synchronous engagements to support learning and 
socio-emotional well-being of  students through real-
time engagements;

• Limited and/or variable online access to technology 
and internet for some students;

• Extended flexible timeline for Distance Learning 
delivery (at least, if  not more than two weeks); and

• A commitment to monitoring and improvement of  this 
plan and the student experience during the time of  its 
implementation.

Scots is committed to monitoring the Distance 
Learning Plan and student experience. The tools used 
for monitoring may include, but are not limited to:

• Data on student engagement from digital learning 
platforms - Seesaw and Office 365 (One Note, Teams) - 
provide data on student engagement.

• Feedback from students, parents, and teachers to help 
us understand how the plan is impacting student, family 
and teacher experiences, and to provide data on what 
improvements we may make going forward.

• Review of  Seesaw, OneNote and Teams postings as 
a form of  data collection to support teachers and 
students in aligning learning to the Distance Learning 
Plan. 
 
 
 
 
 

This Distance Learning Plan will define the following:

• An implementation procedure to conduct school 
remotely until resumption of  normal operations;

• Details on the expectations required of  both teachers 
and families for the successful continuation of  student 
learning and family communication; and,

• Individual school plans that address developmentally 
appropriate and meaningful student learning 
experiences.

The following Online Platforms support both 
Distance Learning and staff/student/family 
collaboration to ensure a quality student learning 
experience when planning and delivering remotely:

• Scots email is the communication tool used to contact 
and communicate with families from Years 1-13.

• Seesaw is the Distance Learning Platform used in the 
Prep School. Years 5 & 6 may also use One Note

• Office 365 tools (One Note and Teams) are the online 
Distance Learning Platforms used in the Middle and 
Senior Schools.

• OneNote and Teams are the online collaboration 
platforms for Staff  for remote instructional planning.

• From these online platforms students may be directed 
to other online learning environments such as EdPerfect 
and Kognity in the Middle and Senior Schools.

In addition to the above resources, we encourage Staff, 
students, and parents to contact  
helpdesk@scotscollege.school.nz for any technical related 
questions and to expect a response within 24 hours. This 
email account is managed by our Tech Support Team.

Students in the IT Angels Team have also created some 
useful online tutorials relating to these online learning 
platforms. These can be found on the College website at 
www.scotscollege.school.nz/how-to-tutorials.
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ROLES & RESPONSIBILITIES

Leadership Team: • Develop school plans for distance learning.

• Communicate with staff  and parents.

• Support staff  and parents during distance learning.

• Ensure effective implementation of  Distance Learning Plan and accountability to student 
learning.

Subject/Homeroom 
Teachers:

• Collaborate with colleagues to design distance learning experiences for students in 
accordance with school plans.

• Develop high-quality student learning experiences.

• Communicate with and provide timely feedback to students.

• Communicate with parents, as necessary.

ESOL Support 
Teachers:

• Support teachers in the development of  high-quality student learning experiences in 
accordance with school plans.

• Curate and/or develop resources to support ESOL students.

• Communicate with and provide timely feedback to students.

• Communicate with parents, as needed.

Learning Support 
Teachers:

• Partner with classroom teachers to accommodate the online learning curriculum they are 
providing to the learning support students.

• Recommend to parents and teachers other online learning platforms learning support 
students might be able to access at this time

IB/NZQA 
Coordinators:

• Remain in contact with the IBO and NZQA.

• Communicate information from both the IBO and NZQA to teachers, parents and 
students, as it becomes available.

Counsellors: • Provide access to developmentally appropriate videos regarding self-regulation, anxiety 
and/or wellness strategies that students can practice during this time of  Distance 
Learning eg School TV.

• Provide developmentally appropriate “blog-type” statement/s that include resources 
regarding anxiety, isolation, health and wellbeing particular to Year Level(s).

• Respond to counselling needs of  students, as needed.

Librarians: • Curate resources for teachers to support the development of  high- quality online learning 
experiences for students.

• Provide access to screencasts, videos, podcasts or other how-to resources for teachers.

• Support teachers in the development of  distance learning experiences, as needed.

Teaching Assistants: • Provide support and assistance to assigned students and/or subject area teachers as 
requested.

Online Tech Support 
Team:

• Provide timely response to student, family, and staff  requests regarding technology issues.

STAFF
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ROLES & RESPONSIBILITIES
STUDENTS
• Dedicate appropriate time to learning, comparable to a 

school day and/or as guided by your teacher/s.

• Check appropriate online platforms for information on 
courses, assignments and resources daily.

• Attend, as much as possible, the regular synchronous 
engagements offered by each of  their teacher/s.

• Identify a comfortable and quiet space to study/learn.

• Engage in all learning posted with academic honesty.

• Submit all assignments in accordance with provided 
timeline and/or due dates.

• Ensure own social and emotional balance by keeping 
healthy habits

PARENTS
• Support their child/ren in their learning by:

• Providing an environment conductive to learning 
(access to technology, safe and quiet space).

• Engaging in conversations on posted materials and 
assignments.

• Monitoring time spent engaging in online and offline 
learning, including variables like that of  preferred 
learning times (morning, afternoon, evening).

• Encouraging attendance, as much as possible, to the 
regular synchronous engagements offered by each of  
your child’s teacher/s.

• Support emotional balance by providing ample room 
and time for reflection, physical activity, conversation, 
and play.

Questions related to: Contact:

A course, an assignment, a resource Relevant teacher – use email or Teams message

A technology issue/request helpdesk@scotscollege.school.nz

Any other issue related to distance learning or student 
wellbeing

House Dean or Syndicate Dean

CONTACT
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GENERAL GUIDELINES  
FOR DISTANCE LEARNING

Feedback • Timely feedback is essential to student learning; this is especially so in online learning 
environments when/where students are unable to ask questions as they normally would 
in a classroom setting.

• Clear communication regarding where and how students should ask questions and seek 
clarification specific to learning targets, task requirements, and/or deadlines (eg email, 
Teams, document).

• Active monitoring of  your email for questions and communications from students/
families.

• Avoiding, unless carefully scheduled and limited, real-time chats as “help” sessions for 
students.

Offline work • Avoid requiring printing. All tasks must be completed on a device or uploaded as a 
picture.

• Consider including offline activities in your lessons such as reading, engaging in 
discussions with a family member or friend remotely, writing in a journal, taking pictures, 
utilising virtual fieldtrips, and/or making a video.

Worktime • Strictly follow the school guidelines for time and schedule.

• Consider varying the activities you normally plan in a differentiated manner.

• Offer alternative opportunities for reading, research, online discussions/peer-feedback, 
and producing written work.

• Seek the support of  colleagues and others who have specific interest and/or expertise in 
delivering online Distance Learning experiences.

Deadlines • Provide students ample time to complete assignments. More time than you would usually 
provide in class may be necessary for students.

• Keep tasks simple and directions clear to make sure students understand what they are 
required to do.

Bandwidth • Consider the size of  the files to be downloaded by students; students’ WIFI access may 
have limited bandwidth.

• If  you embed videos, keep the size of  the files small and avoid HD quality.

Files • Try to post only PDF or Office 365 documents as they are universal and are often easier 
to convert.

• Avoid email submissions. Consider requiring all submissions to take place through Teams, 
One Note or Seesaw, or as a shared document.

STAFF
When designing your online lessons and learning experiences, please consider the following:
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DISTANCE LEARNING PLAN
PREP SCHOOL

learning. Our families will have options and sources for 
flexibility that will give them choice and ownership as the 
Distance Learning experience progresses.

Teachers will communicate with parents through email 
and will use Seesaw/One Note, along with other online 
platforms, to engage students in rich learning tasks. All 
Prep School Teachers will also invite students to optional 
interactive synchronous lessons.

• Read the email updates from your child’s teachers.

• Increase your familiarity with Seesaw as this is our
primary instructional tool for home learning during
a campus closure. The Seesaw Class app and the
Seesaw Family app are two platform applications our
students and their families will rely on and will learn to
appreciate. Your child’s classroom teacher will provide
detailed instructions regarding how students/parents
can download the Seesaw Class app (or how to access
Seesaw through a web browser if  using a PC) by using
individual home learning codes and then downloading
the Seesaw Class app.

• View the Monday morning message on Seesaw with
your child where their teacher will welcome you to a
new week of  learning and introduce the topics for the
week.

• Read home learning tasks and activities posted on
Seesaw with your child.

• Designate a place in your home or where you
are temporarily located so your child can work
independently on their assigned tasks and complete
independent reading each day.

• Email your child’s classroom teacher if  you or your
child has questions and/or if  your child needs extra
help and support. Our staff  will be present on-line to
help and support within 24 hours.

Schooling is always a partnership in an online Distance 
Learning environment, especially so at the Prep School 
Level where this partnership becomes the champion 
of learning. Over the course of this Distance Learning 
time period, our staff will partner with parents to engage 
students in experiences that stretch their understanding and 
expand how they approach new learning.

Teachers will continue to carry forward their instrumental 
role in guiding, supporting, and challenging students to take 
on new responsibilities and to become excited about new 

ROLE OF PARENTS
As Prep School students are still developing their 
independence, a teacher-parent partnership is necessary 
for students to engage in distance learning tasks and to 
access on- line resources. The designed learning tasks and 
activities will provide direction and support to families with 
the understanding that task completion depends on each 
individual families’ circumstances. 

We recognize that parents may have more than one child to 
guide, therefore we have framed the support for the learning 
experience within one day to ideally not exceed computer 
time of 1.5 hours for Years 1-4 and 2 hours for Years 5-6; 
time that will both inform and help prepare the student to 
engage in the learning tasks that the teacher has designed 
on that given day.

We ask parents for the following support:

CONTENT AND TIMING – WEEK 1

• The first week of  Distance Learning will focus on
skill review and practice, along with developing new
online learning routines.

• All learning tasks for Week 1 will be posted via
Seesaw on Day 1 by 8:45am and additional tasks
added throughout the week.

• Once learning tasks are posted in Seesaw, teachers
will email new learning tasks/activities as available
and will include or reference the corresponding
Distance Learning Plan for their Year Level as
outlined below.

CONTENT AND TIMING – FOLLOWING WEEKS

• The following weeks of  Distance Learning will focus
on developing new skills, knowledge, understandings,
and concepts, as well as on review and practice.

• All learning tasks for each week will be posted on
Seesaw on Mondays at 8:45am

• Once learning tasks are posted in Seesaw, teachers
will email new learning tasks/activities as available
and will include/reference the corresponding
Distance Learning Plan for their year level as outlined
below.

LEARNING PLAN
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ASSESSMENT & PROGRESS  
MONITORING YEARS 1-4
Teachers will monitor student progress through the 
activities that students engage in on Seesaw and other 
digital platforms. Classroom teachers will provide daily 
timely, specific and constructive feedback for each student. 
Teachers will adjust lessons as needed to meet the learning 
needs of  their students. Specialist teachers will provide 
regular feedback and updates on their programmes and 

modify as required. Formative assessments administered 
will be included in the daily time guidelines for each subject 
area. Upon return to campus, a more formal one-on-one 
assessment will be administered to redesign units and 
measure progress.

The Distance Learning plan in Years 1 to 4 will include 
home learning engagements and/or activities that parents 
can assist their child in completing.

Learning Experience: At the beginning of  each week, 
classroom teachers will post a video on Seesaw to welcome 
and to explain the learning approach and focus for the week.

Years 1 to 4 students will participate in literacy (reading/
writing), math and units of  inquiry. Specialists such as Art, 
PE, Te Reo and Library will share lessons to align with the 
current timetable. A variety of  tasks will be included, and 
some learning tasks may include other online platforms (eg 
Sunshine classics, Mathletics etc). If  another online platform 
is required, teachers will share specific instructions for 
parents to access the platform. Students may also be invited 
to participate in weekly optional interactive synchronous 
lessons through platforms once distance learning is 
established.

Learning Timeframe: The described learning is designed 
to take approximately one and a half  hours/day. It is 
important to observe your child as they engage in the task 
and to use this observation to help guide your support. We 
encourage you to explore familiar experiences and activities 
like that of  reading for pleasure, journal writing, and play to 
extend and enhance your child’s learning.

Learning Specifics: The purpose of  this document is to 
provide an overview of  the student learning experience. 
More specific details will be shared by classroom teachers 
in the weekly email.

Approximate 
Time per Day

Subject Area

20-25 minutes Literacy: Reading and/or Writing and 
Spelling (with connections to Science/
Social Studies content as appropriate)

20-25 minutes Maths (Heads up/Maths mate)

20-25 minutes Specialist subjects (in line with student 
timetable)

Additional 
learning 
opportunities

Looking at books and reading aloud 
to your child is something we always 
recommend and below is a list of  ideas 
that will serve as resources to engage 
your child and encourage progress. We 
encourage you to spend as much family 
time as possible engaged in activities 
that bring meaning and joy together. 
For example, play a game the requires 
strategy and critical thinking. Something 
as simple as a Naughts and Crosses 
game being turned into a graph of  
wins/losses/draws is one such simple 
idea. 
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ASSESSMENT & PROGRESS  
MONITORING YEARS 5- 6
Teachers will monitor student progress through the 
activities that students engage in on Seesaw and other 
digital platforms. Classroom teachers will provide daily 
timely, specific and constructive feedback for each student. 
Teachers will adjust lessons as needed to meet the learning 
needs of  their students. Specialist teachers will provide 
regular feedback and updates on their programmes and 

modify as required. Formative assessments administered 
will be included in the daily time guidelines for each subject 
area. Upon return to campus, a more formal one-on-one 
assessment will be administered to redesign units and 
measure progress.

The Distance Learning Plan for Years 5 to 6 will include 
home learning engagements and/or activities that parents 
can assist their child in understanding for independent 
completion.

Learning Experience: At the beginning of  each week, 
classroom teachers will post a video on Seesaw to welcome 
their students and briefly explain the learning approach and 
focus for the week. Years 5 to 6 students will participate 
in literacy (reading/writing), maths and units of  inquiry. 
Specialists such as Art, PE, Te Reo and Library will share 
lessons to align with current timetable. A variety of  tasks 
will be included, and some may include other online 
platforms (e.g. Mathletics, ARBs etc). If  another platform 
is used as part of  an activity, teachers will share specific 
instructions for parents to access the platform. 

Students may also be invited to participate in weekly 
optional interactive synchronous lessons through platforms 
once distance learning is established.

Learning Timeframe: Students are encouraged to 
engage in Distance Learning in designed and described 
ways for approximately two hours/day. The quality of  this 
experience is most closely associated with how deeply the 
child is connecting to the experience. Over the course of  
this timeframe, students will engage with varying degrees 
of  independence. The more challenging the task, the more 
support that may be required. Encourage your child to seek 
support while allowing your child to accept responsibility 
and take on challenges with increasing independence.

Learning Specifics: The purpose of  this document is to 
provide an overview of  the student learning experience. 
More specific details will be shared by classroom teachers 
in the weekly email.

Approximate 
Time per Day

Subject Area

25-30 minutes Reading (with connections to Science/
Social Studies content as appropriate)

25-30 minutes Writing/Spelling (with connections 
to Science/Social Studies content as 
appropriate)

25-30 minutes Maths

25-30 minutes Specialist subjects (in line with student 
timetable)

Additional 
learning 
opportunities

Reading regularly is something we 
always recommend and below is a list 
of  ideas that will serve as resources 
to engage your child and encourage 
progress. We encourage you to spend as 
much family time as possible engaged 
in activities that bring meaning and joy 
together. For example, play a game that 
at requires strategy and critical thinking. 
Something as simple as a Naughts 
and Crosses game being turned into a 
graph of  wins/losses/draws is one such 
simple idea. 
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DISTANCE LEARNING PLAN
MIDDLE SCHOOL
During the event of  a school closure, students will 
participate in meaningful learning experiences in each of  
their classes, even though they will not be physically present 
on campus.

Distance Learning will, where possible follow the normal 
timetable and course outlines.

As Middle School students are still developing their 
independence, a teacher-parent partnership is essential for 
students to engage in some Distance Learning tasks and, in 
some cases, to access online resources. The learning tasks 
and activities provide direction and support to families. We 
recognise that parents may have more than one child to 
guide, therefore we have framed the learning experience to 
require minimal parent involvement.

We ask parents for the following support:

• Monitor One Note and email updates and be sure 
to check in with your child daily about the distance 
learning tasks, activities and assessments they are 
working on.

• Designate a place where your child can work 
independently on their assigned tasks.

• Ask your child to provide a brief  summary of  the 
learning they are engaging in for each class to ensure 
their understanding of  the content and of  the process 
are correct.

• Monitor your child’s deadline calendar and support 
them in submitting classwork according to the 
established deadlines.

• Remind your child to email their teachers if  you or your 
child have questions or need extra help and support. 

• Ensure that your child is taking regular breaks, spending 
time outside, having time away from devices, eating, 
staying hydrated and getting plenty of  sleep.

ROLE OF PARENTS

CONTENT & TIMING
• Students will be provided with a clear weekly learning 

plan via their class One Note for each class by 8:45am 
on Monday mornings to ensure they know what 
learning they need to accomplish each week. This 
weekly learning plan will be broken down into a range 
of  sequential tasks and activities and may also include 
time designated for completing assessments. 

• Students will need to complete the tasks in the order 
the teacher requires and by the day/time stated. This 
will allow staff  to provide meaningful feedback and 
ensure students are prepared for any formative or 
summative assessment in alignment with the rest of  the 
class.

• Total time for engagement in learning for each class, 
including reading, homework, and work towards 
long term assignments, should be in line with normal 
timetabled hours plus regular homework.

• Weekly learning plans, lessons, and materials will be 
posted by 8:45am each Monday. Teachers may add or 
refine tasks and activities during the week.

• Teachers will design learning in multiple tasks that 
complement each other in the development of  
understanding. 

• Teachers may provide a video and/or screencast to 
introduce the lesson and/or to provide instructions.

• Teachers will provide an estimated duration for all 
learning activities.

• Students may be expected to participate in discussion 
posts.

• Deadlines will be flexible to accommodate student 
location and travel.

• Teachers will clarify in advance how students should 
contact them if  they need assistance.

Students will engage in synchronous, or real-time, 
engagement with their teachers and classmates using 
Microsoft Teams if  required.

Teachers will engage in real-time with students in the 
following ways:

• Individual: Students may request help by making 
appointments with their teachers at an agreed time.

• Structured Synchronous Learning: Teachers or 
House Deans may invite students to participate in a 
real time class meeting, lesson or in a small group work 
session.

ASYNCHRONOUS INTERACTIONS:

SYNCHRONOUS INTERACTIONS:
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ASSESSMENT & PROGRESS  
MONITORING MIDDLE SCHOOL
Teachers will use a variety of  assessment tasks to inform 
instruction, improve learning, and report on student 
achievement.

Teachers will design assessment instruments and create 
environments that assist students in making good choices 
related to issues of  integrity. This could include:

• Using an assessment monitoring system like lockdown 
browser or turnitin.com

• Require students to submit drafts at certain checkpoints 
(set date/time)

• Supply photographic evidence of  work being completed

• Establishing clear expectations and guidelines for use of  
sources and collaboration and including them as part of  
the assessment task;

• Creating assessments that allow for student choice and 
development for how they will demonstrate learning.

Non-graded formative and practice tasks:

• Students must complete assigned non-graded 
assessments that provide a check for understanding. 
These may include (but are not limited to) discussions, 
forms, polls, reflections in One Note Class Notebooks.

• Teachers monitor student progress with ongoing and 
regular feedback.

• Teachers will determine when summative assessments 
are administered based on the data collected from 
formative assessments.

• Late submissions of  student work may not always 
receive feedback. Students are best served to focus on 
current assignments to move forward in the learning 
process. 

• Teachers will actively engage with the student, parents, 
learning support and House Dean to support students 
who are not producing evidence of  learning during a 
unit of  study.

Graded summative tasks:

• Students must complete graded assessments as 
required. These may include (but are not limited to) 
electronic portfolios, electronic quizzes/tests, writing 
assignments.

• Clear instructions on where/how to turn in assignments 
will be provided to students.

• Special arrangements may be made for specific types of  
assessments (eg oral exams). Students will be informed 
if  they must participate in such an assessment.



SCOTS DISTANCE LEARNING PLAN  11

DISTANCE LEARNING PLAN
SENIOR SCHOOL
During the event of  a school closure, students will 
participate in meaningful learning experiences in each of  
their classes, even though they will not be physically present 
on campus.

Distance Learning will, where possible, follow the normal 
timetable and course outlines.

IB & NCEA Specific Information: Our curriculum team 
including the IB Coordinator and Principal’s Nominee 
(NCEA) will be in regular contact with officials from 
NZQA and the IB. Information updates relating to student 
assessment, qualifications and exams will be shared with the 
College Community.

We ask parents for the following support:

• Monitor email updates and be sure to check in with 
your child daily about the distance learning tasks, 
activities and assessments they are working on.

• Designate a place where your child can work 
independently on their assigned tasks.

• Ask your child to provide a brief  summary of  the 
learning they are engaging in for each class to ensure 
their understanding of  the content and of  the process 
are correct.

• Ask your child about their deadline calendar and 
support them, as needed, in submitting assignments 
and evidence according to the established deadlines 
and checkpoints.

• Remind your child to email their teachers if  you or you 
child have questions or need extra help and support. 

ROLE OF PARENTS

CONTENT & TIMING

• Weekly learning plans, lessons, and materials will be 
posted by 8.45am each Monday. Teachers may add or 
refine tasks and activities during the week.

• Teachers will design learning in multiple tasks that 
complement each other in the development of  
understanding. 

• Teachers may provide a video and/or screencast to 
introduce the lesson and/or to provide instructions.

• Teachers will provide an estimated duration for all 
learning activities.

• Students may be expected to participate in discussion 
posts.

• Deadlines will be flexible to accommodate student 
location and travel.

• Teachers will clarify in advance how students should 
contact them if  they need assistance.

Students will engage in synchronous, or real-time, 
engagement with their teachers and classmates using 
Microsoft Teams if  required.

Teachers will engage in real-time with students in the 
following ways:

• Individual: Students may request help by making 
appointments with their teachers at an agreed time.

• Structured Synchronous Learning: Teachers or 
House Deans may invite students to participate in a 
real time class meeting/lesson or in a small group work 
session.

ASYNCHRONOUS INTERACTIONS:

SYNCHRONOUS INTERACTIONS:
• Students will be provided with a clear weekly learning 

plan via their class One Note for each class by 8.45am 
on Monday mornings to ensure they know what 
learning they need to accomplish each week. This 
weekly learning plan will be broken down into a range 
of  sequential tasks and activities and may also include 
time designated for completing assessments. 

• Students will need to complete the tasks in the order 
the teacher requires and by the day/time stated. This 
will allow staff  to provide meaningful feedback and 
ensure students are prepared for any formative or 
summative assessment in alignment with the rest of  the 
class.

• Total time for engagement in learning for each class, 
including reading, homework, and work towards 
long term assignments, should be in line with normal 
timetabled hours plus regular homework.
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ASSESSMENT & PROGRESS  
MONITORING SENIOR SCHOOL
Teachers will use a variety of  assessment tasks to inform 
instruction, improve learning, and report on student 
achievement.

Teachers will design assessment instruments and create 
environments that assist students in making good choices 
related to issues of  integrity. This could include:

• Using an assessment monitoring system like lockdown 
browser or turnitin.com

• Require students to submit drafts at certain checkpoints 
(set date/time)

• Supply photographic evidence of  work being completed

• Establishing clear expectations and guidelines for use of  
sources and collaboration and including them as part of  
the assessment task;

• Post-assessment authentication through student 
reflection or teacher/student dialogue; or

• Creating assessments that allow for student choice and 
development for how they will demonstrate learning

 
 
 

Non-graded formative and practice tasks:

• Students must complete assigned non-graded 
assessments that provide a check for understanding. 
These may include (but are not limited to) discussions, 
forms, polls, reflections in One Note Class Notebooks.

• Teachers monitor student progress with ongoing and 
regular feedback.

• Teachers will determine when summative assessments 
are administered based on the data collected from 
formative assessments.

• Late submissions of  student work may not always 
receive feedback. Students are best served to focus on 
current assignments to move forward in the learning 
process. 

• Teachers will actively engage with the student, parents, 
learning support and House Dean to support students 
who are not producing evidence of  learning during a 
unit of  study.

Graded summative tasks:

• Students must complete graded assessments as 
required. These may include (but are not limited to) 
electronic portfolios, electronic quizzes/tests, writing 
assignments.

• Clear instructions on where/how to turn in assignments 
will be provided to students.

• Special arrangements may be made for specific types of  
assessments (eg oral exams, performance assessments, 
IBDP internal assessments). Students will be informed 
if  they must participate in such an assessment.
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STAY UP TO DATE

DON’T HAVE A LESSON 
SCHEDULED?

Try to stick to a normal school day.

• Read everyday

• Write something everyday

• Challenge yourself

• Be up to date with your lessons

YOUR HEALTH
• Make sure you are eating and 

drinking regularly.

• If  you are feeling unwell, mum 
or dad can email Mrs Mulcahy at 
mulcahyo@scotscollege.school.nz

• Keep your body moving

HOW SHOULD I SET UP 
MY SPACE?

Connection: Make sure your device is 
charged before you go to bed at night

Comfort: Set up your space as if  you 
are at school ie at a desk and not in 
your bed.

Tools: Have everything you 
need nearby - pencil case, 
notebooks, reading books 
and headphones.

Dress: Dress comfortably 
for a day of  balanced 
learning.

FAQ
IT issues: email  
helpdesk@scotscollege.school.nz

Curriculum queries: Contact your classroom 
teacher via email, Syndicate Deans: Junior – 
bellt@scotscollege.school.nz or  
Senior – ranchoda@scotscollege.school.nz  
or Assistant Principal  
rolandr@scotscollege.school.nz 

Wellbeing concerns: Contact Prep Principal  
patrickm@scotscollege.school.nz

Online Learning Year 1-4: 1 and ½  
hours online

Online Learning Year 5-6: 2 hours online
Offline Choose at least 2 

activities on your 
additional learning grid

Breaks 10.45 - 11.15
Keep Moving You could do some star 

jumps or run around the 
block

YOUR DAY LOOKS LIKE

Icons and illustrations sourced from freepik.com and vecteezy.com

LEARNING AT HOME
PREP SCHOOL
Learning from home is a new way of  learning for all of  us. Stay 
focused and connected to unlock your full potential.

Check your weekly tasks and plan 
ahead.
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STAY UP TO DATE

DON’T HAVE A LESSON 
SCHEDULED?

Try to stick to a normal school day. 
Read, write study notes. Review your 
work or plan for an upcoming task.

YOUR HEALTH
• Make sure you are eating and 

drinking regularly.

• Ask your parent or 
guardian to email ?? if  you 
are unwell and unable to 
login.

HOW SHOULD I SET UP 
MY SPACE?

Connection: Make sure your device 
is charged and connected to wifi check 
your emails regularly.

Comfort: Set up your space as if  you 
are at school ie at a desk and not in 
your bed.

Tools: Have everything you need 
nearby - pencil case, notbooks, text 
books and headphones.

Dress: Dress as if  you are going to 
school. Uniform is not neccessary but 
you should be smartly dressed.

FAQ
IT issues: email  
helpdesk@scotscollege.school.nz

Subject queries: Contact your 
classroom teacher via emai or Teams 
message. 

Wellbeing concerns: Contact 
College Counsellor, Ms Calder or  
College Chaplain Mr Jackson.

Year 7&8 Totur Time 8.30am
Lesson 1 8.45 - 9.45am
Lesson 2 9.45 - 10.45am
Interval 10.45 - 11.15
Lesson 3 11.15am - 12.15pm
Lesson 4 12.15 - 1.15pm
Tutor 2 - 2.30pm
Lesson 5 2.30 - 3.30pm

YOUR DAY LOOKS LIKE

LEARNING AT HOME
YEARS 7-13
Learning from home is a challenge, but an excellent opportunity 
to get into good independent study habits.

Check your weekly tasks and plan 
ahead.

Icons and illustrations sourced from freepik.com and vecteezy.com
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STRESS BUSTERS
10 STRATEGIES FOR CONQUERING 
STRESS WHEN STUDYING OR 
WORKING FROM HOME

Icons and illustrations sourced from freepik.com and vecteezy.com

Take frequent breaks
Even if  you have a mountain of  work, step away 
from the computer at least once every two hours 
and take a short walk, make a phone call, or 
enjoy a small snack.

Exercise
In addition to short walks, try to spend at least 
an hour or two per week engaging in some type 
of  physical activity to release endorphins.

Make realistic plans
Rather than staying up all night 
responding to discussions, create 
a plan of  what you can realistically 
do while still retaining information 
and don’t sacrifice sleep.

Meditate
Taking 10 minute breaks at 
the start or end of  each day 
to refocus your brain and find 
calmness can drastically help 
reduce anxiety surrounding 
assignments, exams or projects.

Turn off  
technology
At the end of  the day, 
put away computers 
and cellphones and 
take time to relax by 
stretching or reading 
a book.

Focus on the positives
At times it may seem like you 
have way too much to do, but 
don’t focus on that. Instead 
think about all the good things 
an education brings.

Breathe
If  you feel your stress 
level rising, take three 
deep breaths with 
your eyes closed and 
refocus on what you 
need to accomplish.

Connect with 
friends
Utilise digital networking 
platforms to connext 
with friends. We know 
that laughter is the 
best medicine for any 
ailments, so make sure 
your not without social 
breaks.

Break up tasks
Rather than thinking about every single thing you need 
to do, break tasks down into 15-30 minute segments and 
focus on accomplishing individual smaller goals.

Control your time
If  you feel there isn’t enough structure provided create 
your own version of  class times and study sessions to 
feel more organised.
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WORKING & STUDYING FROM HOME
TIPS & RESOURCES TO HELP YOU 
LEARN AND WORK REMOTELY

Activity & Exercise
•  Stand up, move around and stretch
•  Try a daily exercise routine
•  Explore resources, apps and experts

Screen time
• Use ‘Screentime’, ‘Rescuetime’  
 or ‘Focus’ to monitor screen  
 usage and make adjustments
• Limit distractions ie reduce  
 notifications and mutli-tasking

Daily planner
• Set daily goals
• Schedule breaks around classes   
 and online meetings
• Make time for health and wellbeing

Creativity & Socialising
• Make time to be creative by  
 making, cooking, gardening, or  
 enjoying another activity
• Stay connected with friends  
 and family

Breaks and Nutrition
• Ensure regular breaks   
 while working on screens
• Stay hydrated
• Try to eat healthy foods

Managing healthy technology
•  Ensure device-free time ie meal times
•  Work in a visible space
•  Don’t charge devices in the bedroom

Weekly planner
• Set weekly goals
• Use a calendar or planner to keep  
 track of  assessments and activities

Sleep
•  Keep to a regular schedule and ensure you are getting enough sleep
•  Explore resources, apps and experts such as John Joseph

HEALTH AND WELLBEING

GOAL SETTING AND ORGANISATION

BALANCE AND PRODUCTIVITY

Icons and illustrations sourced from freepik.com and vecteezy.com
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