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Key information and terminology 

From Tuesday 5th January, all lessons at HCCS will be set on The Google Classroom following normal 
timetables. 

 
Google Classroom 

The platform we use to set, access and monitor all remote learning.  The following 
two documents may be useful in your understanding of how to use Google 
Classroom effectively: 

Google Classroom help guide 

Google classroom tips 

Remote learning 
 

Lesson resources and independent learning tasks set on Google Classroom that 
learners complete independently at home. 

 
 
 
Live lessons 

All live lessons will use Google Meets to enable live interaction between learners and 
their teachers.  A Google Meets code will be shared with learners via their Google 
Classroom alongside the lesson resources.  Live lessons will consist of 10-30 
minutes of live contact with teachers using Google Meets followed by 30-40 minutes 
of independent learning tasks as set on Google Classroom. 
Please note that there may be some instances where it is not possible for a teacher to deliver 
a live lesson. In these cases an alternative will be provided, for example a recorded lesson or 
adapted independent learning tasks.  

Question Guidance 

What should learners 
be working on? 

Teachers will plan and deliver 10-30 minute live lessons and 30-40 minutes of 
independent tasks in line with the normal school timetable: 
 
Tues -Thurs live lesson start times: 
Period 1 - 9.15 
Period 2 - 10.20 
Period 3 - 11.35 
Period 4 - 1.25 
Period 5 - 2.30 
 
Friday live lesson start times: 
Period 1 - 8.45 

https://b4bdd845-5112-45fd-84b0-34412699938a.filesusr.com/ugd/0e64df_b776afc1282c470aaa4c0b420a2ead90.pdf
https://b4bdd845-5112-45fd-84b0-34412699938a.filesusr.com/ugd/0e64df_8401381364be410f9548384833f18ced.pdf


Period 2 - 9.45 
Period 3 - 11.05 
Period 4 - 12.55 
Period 5 - 2.00 
 
This amounts to 5 hours each day. Instructions for how to join the live lesson along 
with guidance and resources for the independent learning tasks will be posted on 
the Google Classroom on or just before the lesson start time. The message facility 
in the classroom can be used to ask the teacher for any clarification.  
 

What about tutor 
time? 

Tutors will check in with their tutees each morning using the tutor group Google 
Classroom.  Tutors can be contacted via the Google Classroom in the same way 
that subject teachers can.  

I cannot access the 
Google Classroom - 
what should I do? 

Please read the Google Classroom Guide at the start of our Learning Resources for 
Students and Parents button. You can find this by going to www.hccs.info and 
clicking on ‘Learning @ Home’.  
If learners are still experiencing problems here, please contact 
educationathome@hccs.info and outline the problems. Please specify the learner 
year group in any communication.  Your message will be passed on to the relevant 
member of staff. 
 

My child does not 
have digital or online 
access at home, how 
will you support them 
to access remote 
education? 

We recognise that some pupils may not have suitable online access at home. If this 
applies to you, please contact educationathome@hccs.info and outline the 
problems. The Learning Intervention Team and/ or Student Services will get back to 
you and will organise one or more of the following: 

● the issue or loan of a chromebook 
● the issue or loan of a dongle to enable an internet connection 
● printed materials along with guidance on how these can be returned to 

school for marking and feedback 
 

How can I monitor the 
work that my child 
should be doing? 

There are two options here: 
1) you can sit alongside your child and ask them to talk you through or show 

you the work that has been set.  This can be done as often as you see fit.  
2) you can request an email ‘guardian summary’ which outlines the 

assignments that have been set along with any missed deadlines.  You can 
do this by sending a request to your child’s tutor.  This can be done via your 
child’s tutor classroom or by email.  For security, they will only be able to add 
the email address that is on our Bromcom system so please make sure it is 
up to date. 

What are your 
expectations for my 
child’s engagement 
and the support that 
we as parents and 
carers should provide 
at home? 

If your child is well, we expect them to engage in their full timetable and as many of 
the live elements of the lessons as possible. In instances where it is not possible to 
attend the live lesson, we expect the students to access the set tasks. We are 
recording attendance to lessons using Google Meet and Google Classroom. We 
expect parents and carers to support this by providing access to a suitable device 
and a space to work. 
 
If your child is unwell, you should contact school in the normal way using 

http://www.hccs.info/
mailto:educationathome@hccs.info
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attendance@hccs.info so that we can note that they will not be participating in their 
lessons. 
 

How will you check 
whether my child is 
engaging with their 
work and how will I be 
informed if there are 
concerns? 

Attendance to live lessons is monitored by teachers using our normal attendance 
protocols. Teachers will be taking a register every day which will be monitored by 
our attendance team and Learning Intervention Managers (LIMs).  Work is 
monitored by the class teacher.  
 
Where work is completed electronically, work is monitored during the lesson or as 
soon as possible afterwards.  
 
It is equally acceptable for work to be completed by hand, in books or on paper as 
directed by class teachers. In this case, if possible, work should be photographed 
and uploaded to the assessed assignment on the Google classroom.  Teachers will 
provide instruction for this.  
 
If work is not completed, teachers will make contact with the learner in the first 
instance to check on wellbeing and to offer further support (through the live lesson 
or via the message function on the Google classroom)*.  
 
For any longer patterns of lack of engagement or, if a piece of assessed work is 
missing, the Head of Faculty, LIM,  tutor and/ or Head of House will contact learners 
and parents via email or telephone. 
 
*It is important to note that learners are encouraged to do as much as they can in the time 
they have/ under everybody’s individual contexts and different working environments. 
Therefore, if the teacher is confident that a learner is doing their best, they will not chase 
every piece of work, just as not every piece of work will be formally assessed (see below)  
 

How will you assess 
my child’s work and 
progress? 

Marking and feedback will be provided in line with our normal school policy. For 
each subject, feedback will be provided no less than once every 8 lessons and in 
the form of WWW (What Went Well), EBI (Even Better If) and Actions which 
learners then complete in response to their feedback. 
Teachers will use a variety of methods to provide feedback including: 

1. Google classroom comments or voice notes 
2. Google Forms 
3. Written comments within submitted work 
4. Quizzes 
5. Online platforms, such as MyMaths 

I should have this 
subject during period 
X today and the work 
is not there. What 
should I do? 

If learners have accessed their subject Google Classroom at the same time that 
their lesson is being delivered and the work is not there, please do the following 
before contacting the class teacher via the Google Classroom or by email: 

1. review previous work set on Google Classroom and ensure learners are up 
to date  

2. allow the teacher 5 minutes to upload the resources 
 

My child has a 
question about an 
assignment 

Send a private message to the teacher within the assignment on Google Classroom. 
The class teacher will reply to you as soon as they can. 

mailto:attendance@hccs.info


We are struggling to 
engage with the 5 
minutes of reading at 
the start of each 
lesson as we don’t 
have any books 
available to us at 
home. What should 
we do? 

Please use the online book links on the resources tab within our ‘Learning at home’ 
tab. 

I am struggling to 
keep on top of the 
email notifications 
from Google 
classroom. What 
should I do? 

Please see these helpful Google classroom tips for details of how email notifications 
can be turned off as well as some other tips for organising workload on Google.  

We are struggling to 
cope with the 
expected workload. 
What should we do? 

Do not worry. Try to complete tasks across a range of subjects and focus on those 
where the teacher has indicated they will provide feedback for you.  

What will happen if my 
child does not 
complete the work 
set? 

Completing regular tasks in all subjects will enable your child to keep focussed, 
practise important skills and engage with new topics. We do, however, understand 
that it may not always be possible to complete all tasks and we will not sanction 
students that are unable to complete the work set. When we return to school, if 
there are gaps in knowledge, we will provide any relevant and necessary catch up 
work or intervention sessions. 

How will you work with 
me to help my child 
who needs additional 
support from adults at 
home to access 
remote education? 

We recognise that some pupils, for example some pupils with special educational 
needs and disabilities (SEND), may not be able to access remote education without 
support from adults at home. We acknowledge the difficulties this may place on 
families, and we will work with parents and carers to support those pupils in the 
following ways: 
 
-Students with SEND and their parents should have contact with their key worker 
who will guide them as to what lessons to attend and will accompany them, online, 
to these lessons or help them work through the tasks set  
-In some instances, the key worker will set separate and more manageable tasks for 
the pupils to be able to work on with their parents 
-Teachers will continue to provide quality first teaching that meets the needs of their 
learners with resources or tasks appropriate to their ability 
-In some circumstances, arrangements will be made for a blended approach of 
home learning and school based work, in KWC, with a pupil’s key worker 
-The following link provides a list of guidance, resources and support for using 
online learning with pupils with SEND: 
https://get-help-with-remote-education.education.gov.uk/good-teaching-practice  
-Please contact our SENDCo Ms Gallimore with any issues regarding your child with 
SEND accessing remote learning: lisa.gallimore@hccs.info  

I have emailed a 
question to the school. 

We will reply to your emails as soon as we can and within 3 working days. To 
ensure that your email gets to the right person, please use the email addresses 

https://b4bdd845-5112-45fd-84b0-34412699938a.filesusr.com/ugd/0e64df_8401381364be410f9548384833f18ced.pdf
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Remote learning and Live lessons:  protocols for learners 
 
To make our remote learning and live lessons as effective as possible for all involved, please adhere to the 
following: 

● use your HCCS google account to access the lessons through the Google Classroom 
● arrive at your lesson well prepared. This means you should: 

○ ensure that you are dressed appropriately for learning 
○ have a pen and paper to hand so that you can take notes as and when necessary 
○ remove distractions from your immediate environment, e.g.  close down any windows and apps 

that you don’t need to ensure the best audio and video connection 
○ consider using headphones if there may be background noise 
○ if any other distractions present themselves during any live lesson elements, switch your camera 

off (use the video camera icon on Google meets)  
○ ensure that you Google icon is appropriate  
○ ensure you observe our RESPECT charter throughout your lesson 

● In live lessons, remain muted unless your teacher asks you to unmute yourself 
● use the chat function if you have a question. You may be able to raise your hand or unmute yourself. 

Your teacher will guide you here.  
● do not, under any circumstance, record or photograph the lesson.  There will be severe consequences 

for any breach of this expectation. 
 
 
Recording of live lessons 

When can I expect a 
response? 

below: 
educationathome@hccs.info for education or learning queries that are about more 
than one individual assignment or subject 
itsupport@hccs.info for issues accessing your school Google account and/ or 
Google suite (docs; sheets, slides, classroom) 
keyworkersclub@hccs.info for bookings and queries about the key workers club  
nocv19@hccs.info for queries about the school closure and issues relating to 
coronavirus 
exams2021@hccs.info for issues relating to final exams 

If school is open and 
my child cannot attend 
because they are 
self-isolating, how will 
their remote education 
differ from the 
approaches described 
above? 
 

Students that are isolating will have access to the same tasks as their class in 
school. The tasks will be available via Google Classroom at the same time as the 
lesson on their timetable. Where this is a practical lesson, such as technology, an 
appropriate alternative task will be provided. 
 
Some live access to lessons will be possible using Google Meets.  Teachers will 
provide the relevant code on the Google Classroom. 
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Teaching staff will use their discretion in the use of the Google meets record function.  Teachers will 
communicate to learners at the start of the lesson their intention to record the session.  A teacher’s decision to 
record a lesson will be based upon the following factors: 
 

1. allowing members of the classroom to access the teachings and advice provided at a later date as 
deemed appropriate by the class teacher 

2. safeguarding against any breaches of expected protocols within live lessons 
 
The recordings will not be used for any other purpose.  
 
 
 
 


