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PurPose
The desire for good routines and procedures is an 
important part of thriving in a contemporary society. 
During times of uncertainty, this becomes even more 
important, particularly for our students and their learning. 
As such, as we move to a space in which our students 
and teachers are isolated at home, a structured online 
learning environment will allow our students to engage 
in meaningful learning experiences. These experiences 
will offer an opportunity to be creative, develop skills in 
the use of technology, stay connected with their peers 
and teachers, and maintain the routine and structure 
that will allow our students to stay connected with their 
learning.

The following information acts as a guide for students 
in establishing and thriving in an online learning 
environment.

general information
In the event of a school closure, an online learning 
environment will be enacted, and families are asked to 
establish the following protocols:

•	 Students will need to have access to a laptop/
desktop computer at home with internet access. 
They will need to ensure that they can access emails 
and the College’s learning management system, 
SEQTA.

•	 Students need a work space that is conducive to 
learning; that is, a space that provides effective 
lighting and ventilation; access to a desk or table 
that provides an effective space for devices, books, 
and other resources; and a comfortable chair 

(preferably adjustable) that facilitates healthy body 
posture and comfort. Additionally, it should be away 
from any distractions to their learning if possible.

•	 all students will use the college’s learning 
management system, seQta, as their primary 
interface for communication. Some teachers may 
support the use of SEQTA with other resources 
such as Microsoft Teams, which may provide further 
potential for video conferencing and collaborative 
activities; however, this will be communicated with 
students by individual teachers in specific year 
levels and subject areas.

•	 Teachers will also be able to embed links (through 
SEQTA) to other learning resources such as 
Education Perfect, Khan Academy, and ClickView.

•	 Students will be expected to prepare for each day 
as they would for a normal school day. As much as 
possible, they should follow their usual routines, 
ensuring they have breakfast and are presented 
in a neat and tidy manner maintaining College 
expectations relating to hair and jewellery. 

•	 Punctuality will be expected. Students need to be 
‘online’ and available during scheduled lesson times 
to communicate with their teachers, unless they are 
ill or are experiencing technical difficulties.

•	 Students who are ill and are not well enough to 
be actively online during the day will be required 
to have parents provide notification to the 
College through the usual channel of an email to 
absentees@ignatius.sa.edu.au. This will allow the 
College to maintain accurate records of student 
attendance and absence.



daily routines for all students
The same daily routines that exist at the College will be adhered to in an online environment. An attendance roll will be 
taken at 8:50am each morning by the home group teacher through SEQTA Forums. Students will be required to enter 
their name onto the home group forum to show that they are ‘in attendance’ for the day. Home group teachers will then 
take an attendance roll as normal, highlighting any absences.

all students will follow their daily timetables and are expected to check in at the commencement of each lesson so 
that teachers can take a roll. students check in by recording their name in the seQta forum for that class. however, 
depending on the nature of the learning activities for a lesson, students may not need to be ‘online’ for the entirety 
of a lesson.

The College understands that in some circumstances, students may not be able to check in for morning home group 
and/or a scheduled lesson due to family difficulties. That is, they may be in transit from one caregiver to another and/or 
may experience temporary connectivity issues. In these cases, students are asked to check in or email their teacher(s) as 
soon as practicable.

timetabled check in times for students:

monday tuesday & friday Wednesday & thursday
PC 8:50 PC 8:50 PC 8:50
1 9:05 1 1 9:05
2 9:50 2 9:50 2 9:55
3 11:00 3 11:00 3 11:10
4 11:45 4 11:45 4 12:05
5 12:30 5 12:30 5 1:50
6 2:05 6 2:05 6 2:45

7 2:50



Pastoral care and student 
Wellbeing in an online 
environment
Regardless of whether we are learning in an online or 
face-to-face to environment, cura personalis (care for 
the individual person) lies at the heart of our interactions 
with the students in our care. Staff are committed to 
supporting families in monitoring and maintaining the 
wellbeing of children and young adults in an online 
learning environment. 

Students will be expected to attend their Pastoral Care 
lessons in the same way that they are attending their 
subject lessons. 

Online Pastoral Care lessons (Tuesdays and Fridays) 
will focus on monitoring student wellbeing. Different 
year levels and home groups may approach this in 
different ways depending on the needs of the students 
over time. Strategies to monitor student wellbeing may 
include conversations in SEQTA Home Group Forums, 

brief wellbeing surveys, small group chats or one on 
one conversations on appropriate online platforms. 
Telephone communication with parents may also be a 
part of this process. Parents, as always, are encouraged 
to contact home group teachers or Year Level 
Coordinators if they are concerned about their child’s 
wellbeing at any time.

Subject teachers will also remain in contact with home 
group teachers and Year Level Coordinators in order to 
monitor the wellbeing of students.

Wellbeing initiatives
Further to pastoral care interactions with their teachers 
and peers, students can also independently contribute 
to their wellbeing. The table below provides a range 
of wellbeing activities in and with which students 
can engage. It should be noted, however, that online 
activities should complement offline activities. Excessive 
screen time is not desirable.

offline activities online activities
•	 physical activity

•	 going outdoors

•	 reading

•	 listening to music

•	 doing something artistic

•	 engaging with a sibling

•	 undertaking an examen

•	 meditation

•	 helping around the house

•	 board/card games

app notes
Calm Won Apple’s app of the year award in 2017. Has 

music to help you focus, relax, and sleep, as well 
as guided meditations. Also includes mindful 
movement and stretching. Female narrator 
(some may have option of a male).

Headspace Meditation sessions themed to help with stress, 
sleep, focus, and anxiety. Can change the 
duration of the meditation from 3 minutes to 
longer depending on how much time you have. 
Pushes notifications to remind you to take some 
headspace. Male narrator.

Journey Journal/diary app. Protected by a passcode 
you set. Easy to write entries and record your 
thoughts and feelings. Can attach photos and 
other media as well, and also include geotagging 
information, so cool when you are travelling too.

Recolour A colouring-in app on your phone. Great if you 
have a phone with a stylus, otherwise can use 
your finger, but you could also download this 
on your laptop and draw with a mouse. Nice to 
unwind and focus on something creative. Has 
guides, too, so you can just follow along and 
learn how to make it look great with shadow and 
such. Lots of different images available. 

Daily Yoga Has different goals that you set at the beginning 
such as beginner, to be healthy, lose weight, 
build muscle tone etc. When you start a session, 
it has an audio guide as well as a person on the 
screen to follow, so it can be used by complete 
beginners.

Waking Up Has guided meditations and mindfulness 
lessons. Much like Headspace and Calm with the 
meditations, but the other lessons are what sets 
this apart, which adds self-improvement lessons 
you can listen to.



staying safe online
As per the College’s ICT Acceptable Use Policy, all 
communication is to occur through the student’s 
College Office 365 account, College email, and the 
SEQTA learning management system. no personal 
accounts are to be used at any time.

students are reminded that any breach of the ict 
acceptable use Policy is unacceptable. at a time when 
we need to harness the power of technology to allow 
students to continue to learn, it is vitally important that 
all members of our community be responsible and kind 
digital citizens.

At times, teachers may want to engage students in 
‘live’ learning through video conferencing. When this 
instruction is requested, students must adhere to the 
following protocols.

•	 The location in which the conversation will take 
place needs to be appropriate. Students need to 
ensure that there are no inappropriate background 
images showing in the video conversation. Students 
should not be seen from their beds.

•	 Students will turn off their email notifications 
and other applications during the conversation to 
ensure that no confidential information pops up on 
the screen.

•	 Students need to be appropriately dressed for 
the interaction. Attire should represent something 
similar to the expectations of a casual clothes day. 

•	 A student may under no circumstances record 
the conversation via screenshots, video, or audio, 
unless the teacher has given explicit permission. The 
teacher may ask permission to record the conference 
call so that it can be posted at a later time.

•	 Students should always commence a video 
conversation with their microphones and videos 
muted. Should the student wish to contribute to a 
discussion, they can ‘unmute’ at the instruction of 
the teacher.

Positive behaviour
Students are expected to always be polite and 
respectful to peers and teachers. Even though the 
mode of communication may be different, students will 
be expected to meet the same high standards in their 
interactions with others, as would be expected at school.

Online learning tools, allowing for the collaborative 
sharing of thoughts and ideas, such as SEQTA Forums 
and Microsoft Teams posts, must always be used in an 
educative manner. They are not to be used for social 
discussion and commentary. Rather, comments should 
always be specific to the learning task or activity being 
undertaken.

Students are reminded to be good digital citizens. In 
particular, students are reminded that during a time of 
closure, staff will be receiving many emails from many 
students across their classes, and they are therefore 
asked to be patient regarding the response time to those 
emails from teachers. Teachers will attempt to respond 
to emails from students within a 24 to 48-hour period.



senior years classes 
(years 10 to 12)
Senior years students will be expected to follow their 
usual daily timetable and engage in lessons as scheduled. 
Subject teachers will be available during scheduled 
lesson times to interact and communicate with students. 
The lesson-by-lesson structure will be communicated to 
students through the SEQTA Forum and SEQTA Planner 
sections of SEQTA as a starting point.

Students can still expect to receive homework on top 
of what is delivered during online lessons; however, 
teachers will be directed to reduce the volume of 
homework given.

Student expectations:

•	 Follow your timetable and check in to lessons, 
particularly within the first few minutes where 
your teacher may wish to provide some direct and 
immediate instruction to you or direct you to the 
SEQTA Planner. You must check in at the start of 
each lesson by posting your name into the SEQTA 
forum for that class.

•	 Do not engage in social media that distracts your 
learning.

•	 Stay in contact with your teachers. Communicate 
regularly and ask for assistance when you need it. 
Email, SEQTA Forums, Microsoft Teams posts, and 
skype/video conferencing provide a multitude of 
opportunities to stay connected and supported with 
your teachers and peers. This is an important aspect 
of working externally.

•	 Be sure to balance your time effectively. You will get 
opportunities for regular breaks (as you do during a 
normal school day). Use these to get some fresh air, 
exercise, eat (healthily), and hydrate. Try to stay away 
from devices and screens during this time also.

•	 For SACE students, remain calm. The SACE Board 
recognises the challenges that we, as a society, are 
faced with. There will be flexibility. The SACE Board 
will work with schools and universities to ensure 
you are not disadvantaged this year. Much of what 
you do at university/TAFE in the future will be online; 
therefore, this is an opportunity to become familiar 
with this type of learning. 

middle years classes 
(years 7 to 9)
Middle years classes will also follow their timetabled 
classes; however, workload expectations for students 
will be reduced by teachers to ensure students are not 
overwhelmed with work demands. That is, teachers 
will work on providing activities that are no longer than 
30 to 35 minutes for a ‘typical’ lesson. This will provide 
more opportunities for short break times for students to 
engage in wellbeing activities away from devices and 
screens.

Students will not be expected to do any additional 
homework on top of the learning activities scheduled for 
lesson times.

Student expectations:

•	 Students check in with their timetabled lesson 
via SEQTA Forums for each specific subject at the 
commencement of the lesson. After check-in, the 
teacher will provide some specific information 
through the Forum or will direct you to the SEQTA 
Planner for more details of the lesson. 

•	 SEQTA Forums are learning zones and not for 
socialising. They provide an opportunity to check 
in, discuss the work that has been set, clarify 
misunderstandings, and/or ask for additional 
guidance, support, or information. These Forums can 
be viewed at a later time if a student is not working 
online at the time of the online discussion.

•	 Students should focus on learning tasks, especially 
during lesson times, and shut down social platforms 
and other non-school online activities to avoid 
distraction.

•	 Regular breaks provide opportunities for students to 
maintain a balance throughout their day, providing 
time for activities that will benefit their wellbeing 
(See wellbeing initiatives).

final tiPs (for students 
and Parents)
•	 all students are asked to keep a learning journal 

during the covid-19 school site shut-down and 
will be provided a private exercise book in which to 
write. reflection through journal writing should be 
a formative and liberating process of discernment 
that leads to action. the journal presents an 
opportunity while off-site for each saint ignatius’ 
student to engage with the college’s learning and 
teaching framework – to reflect on what they have 
learnt, how they have learnt, and why they have 
learnt.

•	 Stay connected with your usual teachers. This is 
a difficult time through which we are all going, so 
open and clear communication is essential. The 
College will do everything it can to support students 
while they are learning from home.

•	 Maintain balance. Use down time to enjoy the 
simple things – be active, read, listen to music, 
connect with friends.

•	 Continue to adhere to the guidelines the 
Government recommends to restrict the spread 
of COVID-19. Maintain social distancing and good 
hygiene, and continue to disinfect surfaces that are 
regularly touched.

•	 Maintain good routines to support your learning. 
Get up at the same time each day, go to bed at your 
usual time, have recess and lunch breaks, and be 
sure to check in at each of your lessons so you are 
always aware of the latest information coming from 
your subject teachers. Routines will help keep daily 
life as ‘normal’ as possible. 



ignatius early years
Early Learning Centre
58 Queen Street 
 Norwood SA 5067
 Tel: (08) 8130 7180 

Junior school
Reception to Year 6
62 Queen Street  
Norwood SA 5067
 Tel: (08) 8130 7100

senior school
Years 7 to 12
2 Manresa Court  
Athelstone SA 5076 
Tel: (08) 8334 9300 

go, set the world alight.
admin@ignatius.sa.edu.au
ignatius.sa.edu.au
  ABN: 92 626 057 716 
 CRICOS Provider No. 00603F

for questions and queries about ... contact
a subject, assignment or task the relevant subject teachers via email or SEQTA forums
a pastoral concern the relevant pastoral care teacher via email and/or relevant 

year level coordinator via email or SEQTA forums
a significant personal and/or social-emotional concern the College counsellors — Ms George or Mr Pertl — via email
ICT issues ICT Support via email - ITHelpDesk@ignatius.sa.edu.au

contact information


