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Introduction
This document is designed to support your child’s education during sustained periods of
absence from school. This may be due to self-isolation or school closure. It is not a direct
replacement for being in school and accessing lessons; however, it can be used to ensure that
learning is still taking place.
In this guide you will find information on what to expect and how to access work during the
time of absence. Teachers will be available online during normal school hours but I ask your
patience in awaiting a response.
Any general queries regarding home learning should be referred to your child’s head of year
and/or form tutor.

Expectations
Students will access their remote lessons through the Teams platform. Whilst the school is
closed we will be moving to a remote learning timetable with lessons of 50 minutes and two
movement break times, these being between Period’s 1 and 2 and Period’s 3 and 4. Independent
Learning Time at the end of the day is an opportunity for students to finish off any work they may
have from the day, email any work to teachers or just tidy up and prepare themselves for their
following day of learning.
Below you will see our new ‘Remote School Day’ timetable from Monday 25th January.

New lesson time

New lesson time

Time of Day
8:40am - 9:00am
9:00am - 9:50am
9:50am - 10:10am
10:10am - 11:00am
11:00am - 11:20am
11:20am - 12:10pm
12:10pm - 12:30pm
12:30pm - 1:20pm
1:20pm - 2:00pm
2:00pm - 2:50pm
2:50pm - 3:30pm

Timetable
Tutor time (specific days)
Period 1
Movement break
Period 2
Break
Period 3
Movement break
Period 4
Lunch
Period 5
Independent Learning Time

How to study properly
When learning from home it is important to understand how to structure the time to achieve
maximum success. This starts with understanding what good study involves:
1. An electronic device that will allow access to Teams- this may be a laptop, desktop
computer, phone or tablet as well as a pen and a piece of paper (The Tools)
2. The right setting (The Environment)
3. Time set aside to ensure you are able to access the lessons on your timetable
punctually (The Time)
4. Producing something that you can actually see (The Techniques)
The Tools
Lessons can be accessed via Teams from the devices mentioned above, however some
functionality is only available on a laptop or desktop PC. This will mean that students who are
using phones or tablets may continue to complete their lessons in their books.
The Environment
Have a dedicated workspace that is associated with work. This could be a desk in the bedroom
or the kitchen table. It should be free of clutter so that the space can be used effectively. It
should also be reasonably quiet.
The Time
The time allocated to working mirrors the normal school day. Movement breaks have been
scheduled to allow time away from the screen- something we feel is important for the
wellbeing of students and staff.
The Techniques
§

§
§
§

Online learning is a great way to access a wide range of resources and material, which
will aid understanding. Contact can be made with class teachers and tutors via email
if accessing lessons is difficult.
Use the breaks in between lessons effectively.
Avoid other distractions when in a lesson, such as TV or radio.
Email your work to your teacher to ensure you receive feedback and show the
progress you are making.

Using Teams
Microsoft Teams is the remote learning platform used to deliver lessons online. In order to
support staff and students the etiquette for TEAMs is outlined below:
§
§
§
§

Students need to use the platform as a learning space/tool - posting only content
related to their lessons.
Students need to be aware that what they post cannot be deleted by them and will be
followed up if inappropriate.
This is the teacher’s classroom and they have full control of the settings. This is not a
gathering or catch-up, this is a lesson!
If a student is being inappropriate then they will either be given a warning from the
teacher and continuation of inappropriateness will lead to being removed from the
lesson OR they can be immediately removed, depending on the level of
inappropriateness. This will also be followed up with home.

1. Open the school website, click on quick links and select Teams from the dropdown
menu

2. Log in using your school email address and password (xxx@jubileehigh.surrey.sch.uk)

3. Selecting Teams will show all classes.

4. Students should select the Team for the lesson they have on their timetable and wait
to join the lesson.

5. Once in the Team for their timetabled lesson, students can access various areas. All
resources are stored in the Files tab. Assignments are often used to track students
work and provide live feedback or to assess progress. Teachers will direct students
on how to access the files needed for each lesson.

6. Students can unmute their microphones to ask a question and can use the chat
function to type comments to the teacher. Teams etiquette guidelines are included
in this document.

Staff email addresses
1. These are available from the school website via Parents and Staff Contact List

2. Staff email addresses are initial.surname@jubileehigh.surrey.sch.uk

Accessing students work area
Students can access their work area and the shared drives from home. This gives them
access to work already started or resources from teachers
1. On the home page, click on Quick Links followed by Remote Desktop

2. Log in using the using the usual school username and password

Microsoft Office 365
Microsoft Office 365 is available free of charge to all students at Jubilee High School. To
download this, please access the school email and select Office 365.

