
 
 
 

 

 
Student Remote Learning 
Structure and Guidelines 

August 2021 
 
Remote learning will begin on Tuesday 17 August. During this remote learning period, the College will 
provide continued learning, assessment, classroom engagement, and pastoral and community support to 
all students. 
 
All learning during the lockdown period will occur remotely using online learning management and 
communication tools. These are: 
 
1. Canvas (Learning Management System)  

• Each academic class will have its own Canvas Class page 
• Teachers will upload all class related materials to this page. These include: 

o The Unit Outline 
o Assessment Items (tasks and marked work) 
o Lesson materials, activities, instructions, and resources 
o Other engagement resources such as blogs, discussion boards and quizzes. 

• Teachers will also use Canvas to make announcements to students and to operate 
Conferences (online live-time presentations for classes and students).  
 

2. GroupWise Email (communication tool between teachers, students, and parents) 
• GroupWise is used to send and receive emails about work, to ask questions, to seek 

individual feedback and for general inquiries. 
• Students are asked to check their GroupWise account several times a day. 
 

A note for students who need to attend school 
The College will be open for vulnerable students and students of parents/carers who are unable to 
provide care for their children. If you have a child who needs to be at school for remote learning, please 
email the appropriate Campus Head prior to attendance: 

• Years 7-9: Lachlan.McNicol@mackillop.act.edu.au 
• Years 10-12: Paul.OCallaghan@mackillop.act.edu.au  

Please note that supervision is limited and will only be provided between 9am and 3.15pm. 
Parents/carers will need to make arrangements for their children to be collected no later than 3.15pm. 

  



How will learning be organised for each student? 
The school day during remote learning has two components.  

o The first is the Pastoral Care Class. All students will be required to login to their PC class conference on 
Canvas each morning.  

o The second component is the scheduled lesson time for each subject.  
 
1. All students will have one scheduled lesson per week per subject with each of their subject teachers. 

o Each class teacher will contact their classes and let them know when they are expected to be online in a 
Canvas Conference for each subject.  

o The weekly lesson will occur for each class during one of their regular timetabled lessons. 
o Students will have a scheduled lesson for Week A and one for Week B. 

2. Weekly login 
o All students are expected to login into this weekly lesson.  
o The lesson will be used for teaching class work, providing instructions about the weekly work, providing 

feedback and clarification to the class and individuals, and for general class work.  
o Students who are not present for classes will receive follow-up contact from their teacher.  

3. Timetable 
o All lessons will occur in periods 1-4, using the regular bell times (see timetable below).  
o Period 5 is set aside for students to catch-up on work, complete assessments and study. 
o Students are asked to use the template below to create a class timetable for themselves for the remote 

learning period. 
 

  
WEEK A 

 
WEEK B 

 
Day 1 Day 2 Day 3 Day 4 Day 5 Day 1 Day 2 Day 3 Day 4 Day 5 

PC 
9.00am-
9.15am 

          

Per 1 
9.15am-
10.15am 

          

Per 2 
10.15am-
11.15am 

          

11.15am-
11.45am 

Recess 

Per 3 
11.45am-
12.45pm 

          

Per 4 
12.45pm-
1.45pm 

          

 
4. Workload  

o The College has decided to reduce the amount of work students are expected to do each week to 
accommodate the different requirements of remote learning. 

o The work for the week will be uploaded to the class Canvas page each Friday for completion in the 
following week. (Please note the first set of work will be uploaded by Tuesday 17 August). 

o Students can work on the weekly work asynchronously. This means that they are able to decide how they 
complete the work – they may break it up into lesson chunks, undertake all the work in one sitting or 
complete the work using other arrangements. This structure is designed to be flexible and meet individual 
student and family needs during lockdown. 



 
5. Assessment  

o Students will be expected to complete all assessment.  
o Some tasks will remain as scheduled, others will be changed to reflect altered learning conditions and 

others may be created to provide different learning opportunities. 
o At all times, if assessment conditions change, students and parents/carers will be informed via Canvas, 

through a change to the unit outline. The uploaded unit outline will be the source of truth for all 
assessment requirements.  

o Turnitin remains the submission process for assessment work in most instances. 
o Parents/carers and students are asked to communicate directly with their classroom teacher if any issues 

arise concerning assessment. 
 
6. Senior Assessment Submission 

o The strict conditions around the submission of senior work will remain in place.  
o If a student is ill or suffers misadventure, they are to make contact with Mr Colby Cruwys 

(colby.cruwys@mackillop.act.edu.au) and complete St Mary MacKillop College 
Year 11 & 12 Declaration of Illness/Misadventure form (see end of this brief). 
 

7. Assistance - At times remote learning may present some challenges related to learning for some students. If 
students encounter difficulties, they can: 

o Make direct contact with their classroom teacher. This is always the best place to start! The quicker 
contact is made, the earlier an issue can be resolved. 

o If an issue remains unresolved students can contact the faculty coordinator, the Teaching and Learning 
Coordinators, the Senior Studies Coordinator or the Assistant Principal Academic Care. 

o Please know that we want to hear from you if you need help and we will do our best to help resolve the 
issues. 

o Teachers will be online for the duration of you class lesson for each subject. If you want to speak with them 
outside this time, GroupWise email is the best tool to use. 

o If students require pastoral care assistance, please refer to the Pastoral Care Letter for contacts 
 
8. Technical Help  

o Our Help Desk team can help you with a range of computer related issues. Email them at 
Helpdesk@mackillop.act.edu.au  

 
9. Behaviour online 

o Whilst online learning can be different to being in a regular classroom, the same conditions and 
expectations exist for all participants. 

o Please read the ‘Remote Learning Guidelines for Students’ and ensure you are familiar with the 
expectations. 

 
10. Curriculum Contacts 
If students, parents or carers require any assistance with learning or curriculum matters, the appropriate contacts 
are listed below. Always start with the people closest to the concern: 
Step 1 Classroom subject teacher 
Step 2 Faculty Coordinator 
Step 3 Teaching and Learning Coordinator (Mrs Lisa Buckland (Padua Campus) and Mrs Nicola  McLennan (St 
Peter’s Campus) 
Step 4  Senior Studies Coordinator- Mr Colby Cruwys (St Peter’s Campus) 
Step 5 Assistant Principal Academic Care - Mrs Maria O’Donnell (whole of College) 
 
You can email staff at firstname.surname@mackillop.act.edu.au or students can use the GroupWise address book 
to assist. 
 
Yours sincerely, 
 
 
Maria O’Donnell 
Assistant Principal Academic Care 



2021 SMMC Remote Learning Guidelines for Students 
During the lockdown of St Mary MacKillop College, students will be required to complete work in an online setting, 
as directed by their classroom teacher. Teachers will communicate with students through GroupWise email and 
Canvas. It is important that students behave appropriately when completing online learning. 
 
Below is a list of guidelines for students when accessing online learning materials. 
General guidelines 
Student should: 

• Remember that the expectations of engagement and behaviour when learning online are the same as the 
standards expected when you are physically at school.   

• Remember that all online content is stored permanently on the College database. 
• Regularly check Canvas and GroupWise email for instructions from teachers 
• Respond promptly and appropriately to teachers and peers online 
• Only post content that would be acceptable to the SMMC community 
• Only share information that is appropriate for the other students and teachers to see.  If you wouldn’t 

show/say it in public, don’t share it online. 
• Abide by the SMMC ICT Use Policy at all times 

When students are completing written work online (e.g. GroupWise Email, Canvas discussion board)  
Students should: 

• Use online learning platforms as instructed by the classroom teacher 
• Check GroupWise emails and Canvas content regularly, responding promptly to teachers and peers 
• Email teachers with questions they may have about an online task using their GroupWise email  
• Publish work and send emails using language that is acceptable at St Mary MacKillop College 
• Remember that it is inappropriate to write an email using capital letters only. This is the equivalent of 

shouting at someone and is not appropriate communication 
• Email their teacher if content posted online is inappropriate 

Students should not: 
• Write or send email or Canvas messages that would make another person feel uncomfortable 
• Use inappropriate references to other students or teachers 
• Express offensive opinions online 
• Post and share personal information using online learning platforms 
• Pretend to be another person when using online learning platforms 
• Misuse online learning platforms or encourage others to do so 
• Attempt to communicate with teachers on platforms other than GroupWise or Canvas 
• Post private or inappropriate images or comments online 
• Post images, videos or comments about another member of the school community that may offend any 

member of the school community 
• Upload any images of themselves or other students in uniform or identified with the school in any other 

way without the permission of the Principal.  

When students are accessing virtual learning in a video format (e.g. Canvas Conference)  
Students should: 

• Participate in virtual learning activities as instructed by the classroom teacher 
• Participate in virtual learning activities in an acceptable manner for SMMC  
• Be dressed in appropriate clothing when joining Canvas conferences  
• Ensure that items visible in the background and foreground during virtual learning are appropriate and do 

not make others feel uncomfortable  

Students should not: 
• Misuse online learning platforms or encourage others to do so 
• Play inappropriate music when accessing online learning  
• Discuss inappropriate, sensitive or private information during virtual learning 



 

 

St Mary MacKillop College 
Year 11 & 12 Declaration of Illness/Misadventure 

During these uncertain times, the College is endeavouring to provide opportunities for routine and productive 
learning. The purpose of this document is to provide clear direction about what to do if a student is subject to 
illness or misadventure and cannot meet their regular assessment requirements. Whilst we are not at school, and 
are operating in an online capacity, we acknowledge that the regular circumstances of senior study compliance 
may be affected. 
 
Whilst at home, the expectation is that students complete all classwork and assessment as set by their teachers in 
an online capacity. The regular expectation of providing medical documentation when one is ill may not be possible 
or practical. In this circumstance, when students are subject to illness or misadventure and unable to provide 
medical documentation we ask that they complete this form to justify their inability to complete assessment.  
 
Name: ____________________ PC Teacher: ______________________ Date of Application: _________________ 
 
Start date of illness/misadventure: _________________ End date of illness/misadventure: ___________________ 
 
Please detail the nature of your illness or misadventure: 

 

 

 

 

 

Please detail any assessment you think has been impacted by your illness/misadventure. To do this: 

• Download a copy of the Assessment Alteration Application 
(https://mackillop.instructure.com/courses/813/files/552097/download?wrap=1) 

• Access your Unit Outlines through your class Canvas pages 

• Fill out the Assessment Alteration Application in as much detail as possible 
 
As a school we value integrity and equity in regard to assessment: 

¨ The information I am submitting is a true and accurate representation of the facts 

¨ I have completed the Assessment Alteration Application 

¨ I will send both this and the Assessment Alteration Application to Colby.Cruwys@mackillop.act.edu.au 
(an emailed photo of these documents is acceptable if you are without access to a scanner) 

 
Parent/Guardian signature: ______________________ Student signature: _______________________________ 
 
 


