
 

 

March 20, 2020 
 
Dear Galilee Families, 
 
COVID-19 Galilee Learning & Teaching Action Plan 
 
Throughout this emerging health crisis, we have sought to remain positive, engaged and proactive 
in an evolving landscape.  This has been evidenced in our regular release of information to assist 
all in our community to understand the issues, our actions and considerations. We hope and trust 
that this has aided the preparation and planning of all families and our collective ability to adjust 
our normal or scheduled routines.  This is clearly unchartered territory, and our ability as a school 
community to stay engaged, remain calm, considered and positive, and to continuously adjust our 
approach to best meet the needs of the prevailing conditions will be imperative. 
 
It is essential that you determine the best possible environment for your children in these coming 
weeks, including holidays. Our hope and expectation would be that all students not attending 
school would remain in an appropriate environment for both their learning and health care. 

 
IN THE EVENT THE SCHOOL REMAINS OPEN 
Please note that the decision to stay open or to close rests with the Chief Medical Officer and CEM. 
Some independent schools have decided to close, but being part of the Catholic sector, we do not 
have this independent decision-making ability. If we remain open next week, there may be some 
staff and students absent; therefore, classes with minimal numbers may be combined. We ask that 
students at home continue with the activities that were sent home on Friday, March 13, as no 
further learning tasks will be distributed other than regular Homework. Many of the planned 
activities are designed for repetition. Students are to complete these activities in the workbook 
provided.  
 
We have scheduled a Google Hangouts practice at 2:30pm on Wednesday 25 March between 
students working at home and those in classrooms at school. Students will be invited via email to 
engage in the Google Hangouts chat. Parents must notify the classroom teacher via Dojo if their 
child/ren are unable to join this session. Siblings can join one classroom if there is one device in 
the household. A practice was carried out today amongst Year 4F students who were at school and 
those at home. It was very successful and enjoyed by all. 
 

INSTRUCTIONS FOR GOOGLE HANGOUTS 
Google Hangouts is a unique tool for communication and collaboration with other members of 
staff and students, if we are offsite. It can be downloaded as an App on your phone or iPad. It was 
used by the whole school this week for an Assembly. 

 
Google Hangouts - A Guide for Parents and Students  
Google Hangouts is a unique tool for communication and collaboration with other members of 
staff and students, if we are offsite.  
 
This is a step-by-step guide to help you familiarise yourself with the application. 
 



 

 

Google Hangouts requires you to be signed in to your G Suite account.  
 
Where to find the Hangouts homepage: 
On your Homepage, in the top right corner, you will see the ‘Google App’ menu, click on the menu. 

 
 

Find the application that is called Hangouts and click on it to open. 

 
 

It will bring you to your Hangouts homepage, where you can join video meetings. 



 

 

 
 

 

Join Video Meetings  

 
Who can join video meetings? 
You can join video meetings if you are sent an email invite by your teacher. 
 
Your teacher will most likely send you and your classmates an email with the Google Hangouts 
link or meeting code. Please make sure you are checking your inbox regularly.  
 
If the link is not in your inbox, try refreshing your page.  
 
If the link does not work, you can follow the steps below.  
 
To join by a code 
Go to the Hangouts homepage and click Video Call. 

 



 

 

 

Click Join or start a meeting. 

 
 

Enter a meeting code or nickname.  
- It will be sent by your teacher to your school Gmail or posted on Class Dojo or Google Classroom.  

 
Copy this code or nickname into the Google Hangouts window and click Continue.

 
 

Click Join Now. 
Please make sure your microphone is on MUTE before you enter the video. Only unmute your 
microphone if you are asked to do so by your teacher.  



 

 

 
 

Your teacher may also send you a URL to use to be able to enter a video conference. If that is the 
case, follow the same steps above.  
 

Using Hangouts 
Enable Captions 
At the bottom of the window, click Turn on captions  or Turn off captions . 

 
 

 

Send chat messages to video meeting participants 
Note: Messages are visible to everyone in the meeting.  
You can only see the chat messages exchanged when you are in the meeting.   
Your teacher may ask you to respond to questions throughout the lesson or post any questions 
you may have while they are presenting.  
 

To send chat messages 

Click Chat  (upper right corner). 



 

 

 

Enter a text message and click the Send  icon

 
 

Share, download, or save a recording. 
Video Hangouts can be recorded by the teacher. Once the recording has generated, your teacher 
will share the recording with you via email. 
 
What if I can’t find the recording? 

Recordings must be generated and are not immediately available after the meeting ends.  
When it is ready, an email with the recording link is sent to the meeting organiser (your teacher). 
If you have not received the recording from your teacher via email, check your Google Classroom 
or Dojo. 
 

 

 
 



 

 

IN THE EVENT OF A SCHOOL CLOSURE 
In the event of a school closure, we will proceed with online learning experiences specific for all 
our students until the end of term on Friday, 27 March or after the school holidays, if required. As 
per previous communications, please contact Mr Martello cmartello@gsm.vic.edu.au if you do not 
have the facilities to participate in online learning experiences. Please note that participation in 
the submission of tasks and communication with parents and students will be used by teachers to 
record attendance in the event of a school closure.  
Listed below are the expectations of classroom and specialist teachers, students and parents. 
 
Classroom Teacher 
At a specified time each day, classroom teachers will invite their students to Google Hangouts. In 
this session they will communicate with students and provide a brief outline of the day. Weekly 
timetables, with scheduled Google Hangouts times, will be available on Dojo or Google Classroom. 
Each morning, an outline of the activities for the day will be uploaded to class Dojo (P- Year 4) and 
Google Classroom (Year 5-6).  
 
Classroom teachers will work through a timetabled day, being online and available to students 
who require assistance from 9:30am - 12:30pm. The classroom teacher will monitor student 
progress and submission of work through Dojo, Google Classroom and/or Google Drive. In the 
event that the teacher believes the student is not completing their class requirements and has not 
heard from parents, the classroom teacher will make contact with parents, via Dojo. If a teacher is 
sick, other arrangements (ie teacher in same year level) will be made, where possible. 
 
Specialist Teachers 
Specialist Teachers will provide instructions via Dojo for each class on the day of their timetabled 
lesson. Please refer to each class’s weekly overview, which will be provided on Monday morning 
each week on Dojo. 
 
Students 
Students will participate in Google Hangouts at their specified time according to their daily 
timetable. They will be allocated tasks to complete throughout the day and will have until 6:00pm 
of that day to submit their work. Work submission will be used to confirm attendance for that day. 
We recommend adult supervision of students while they are completing school tasks and working 
online.  
 
Prep-2 students are required to submit work through Dojo. Year 3/4 students are asked to submit 
work using Google Drive and Year 5/6 students will submit work through Google Classroom. For 
P-4, ‘How To’ guides for uploading work to Dojo and Google Drive will be made available. Year 5 
and 6 students have experience with using Google Classroom and are able to use this platform 
independently. Allocated work can be completed at any time throughout the day, allowing 
flexibility for individual family circumstances.  
 
Students working at home, should adhere to the Galilee Digital Technology Policy (listed 
below) and ALL other relevant policies that can be accessed on our website. 
Galilee Digital Technology Policy 
 
 
 

mailto:cmartello@gsm.vic.edu.au
https://docs.google.com/document/d/1keqtIFLrs-fKryCOwc5W9SRnMbVv8BUXecPB_bWyn-I/edit?usp=sharing


 

 

Parents 
Parents are asked to inform Classroom Teachers, via Dojo, if their child is not attending their 
scheduled Google Hangouts, or if they are unwell and unable to complete their daily activities. 
Parents are also asked to prepare a suitable work environment, preferably not their bedroom. 
Parents are asked to: 

● monitor student work 

● ensure they are completing tasks 

● assist with the submission of work that day. 

 
PSGs 
For parents who participate in Programme Support Meetings for their children, meetings will go 
ahead by phone, beginning next week and continuing in Week 1 of Term 2. Parents will be 
contacted by Jane Ferris to arrange a time for a phone conversation, at which time, 
teacher/LSO/consultant input will be provided by Jane. Parent notes, comments and contributions 
will be added to the minutes during the discussion. Minutes and PLPs will be distributed via email 
to all involved. No face-to-face meetings will take place. 
Please contact Jane if you have any questions: jferris@gsm.vic.edu.au 
 
School Administration & Communication 
The staff will have daily meetings via Google Hangouts. It is yet to be determined if staff will be 
allowed on the school site, in the event of a closure. The staff Leadership Team will also have 
weekly online meetings. The School Education Board has made provisions to communicate 
through Google Docs. The school phone number can only be used for leaving messages; these will 
be accessed by Administration Staff. Relevant information will be passed on when required. Please 
note, absences must be directed to classroom teachers, via Dojo. Wendy can be contacted via email 
at: wdalton@gsm.vic.edu.au 
Please allow for 24-48 hours for a response and don’t be concerned while waiting for a reply. A 
weekly Bulletin will be sent (not a Newsletter) and will be accessible on the school website. 
Relevant school-wide information will be communicated via Wendy or Simon. 
 

WEEKLY TIMETABLES 
Below are examples of Weekly Timetables for each Year Level. Classroom teachers will provide a 
detailed daily planner each day via Dojo (Prep-4) and Google Classroom (Years 5-6). Work can be 
completed at any time throughout the day according to the time allocation. Please note that we 
are aware that each family’s situation may be different (some may be sick, others healthy; some at 
work and others at home). We are compassionate and flexible and do understand if these 
timetables cannot be met. Although the times set are not equal to a full day of school, they have 
been designed in a thoughtful way, with an awareness of not putting additional pressure on 
families and allowing for other experiences such as cooking, playing, creative free time and helping 
with household jobs.  
 

mailto:jferris@gsm.vic.edu.au
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These timetables and routines will continue, should Term 2 not resume on April 14 but are open 
to being revised by staff. 

 
LIMITING SCREEN TIME 
One of the challenges with online learning will be to promote suitable periods of screen time. We 
plan to continue to foster meaningful teacher-student engagement, such as through the video 
component of Google, therefore it will be important to limit protracted periods of screen time.  
 
We are aware that this pandemic will place unprecedented strain on the family unit and therefore, 
we will not provide homework tasks beyond the structured daily learning experiences, in the 
event of a school closure. We also want to ensure that a reasonable limit on academic learning 
experiences will provide adequate time for all of our students to be active through exercise. 
 
You can find some non-screen activities to do at home at the end of this letter. 
 

RESUMING CLASSES 
It is our hope that student attendance at Galilee will recommence at the previously advertised 
Term 2 start dates of Tuesday April 14.  This will, of course, continue to be evaluated as the full 
extent and nature of our current COVID-19 health emergency unfolds. Galilee families can expect 
ongoing and clear communication from the School as planning for Term 2 is confirmed over future 
weeks. 
 
If any parent or student contracts COVID-19 as confirmed by a Medical Practitioner, please 
email Wendy and inform your child’s teacher ASAP. This information will be distributed to the 
school community while protecting the identity of those involved. 



 

 

Please be respectful of not contacting teachers after 5.00pm or before 8:00am.  

Please be patient with this new method of education as some may experience difficulties. 

I acknowledge the positive and conscientious efforts of our staff in the way they are prioritising 
the needs of the students in our care. Our students have been resilient and our parents are very 
supportive of each other and the school, so thank you! 

Our thoughts and prayers are with you as we continue to support and nurture our School 
community. 

Yours sincerely, 

 

Simon Millar & Galilee Staff 

(Principal of Galilee)  

 

 

 



 

 

 


