Freedom Elementary School
“Inspire Online” Remote Learning Handbook
2020-2021

WE ARE FREEDOM STRONG
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Schedule
Our master schedule is slightly different from previous years. We created a distance-learning schedule
that will easily translate into the requirements of in-person learning. Similarly, our in-person schedule
will adjust to remote learning should that occur. Specials will stay the same for an entire week to
reduce potential contacts. Please see the schedule for your teacher for details.
For in-person learning, hand-washing breaks are built into the schedule. Specials are just a little bit
shorter to allow for cleaning and sanitizing between groups of students.
Classes start at 8:00 a.m. and end at 2:30.

Attendance for Remote Learners






All students are expected to participate in distance learning every day using the Schoology
platform, WebEx and/or SeeSaw.
Attendance will be taken daily and the district attendance policy and Colorado attendance law
will apply.
Attendance will be taken within the first 10 minutes of virtual class.
A student who is not present but watches the class on their own time will be counted as
present. The teacher is responsible for correcting this in Q.
If a student does not show up to 2 consecutive classes:
o Teacher communication with parents/guardians asking for a response within 24 hours.

IF NO RESPONSE, THEN…
o

Counselor communication with parents/guardians asking for a response within 24
hours.

IF NO RESPONSE, THEN…
o

Principal communication with parents/guardians asking for a response within 24 hours.

IF NO RESPONSE, THEN…
o

District 11 attendance office contacted, initial truancy paperwork.
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Grades & Student Performance


Student work and performance will be assessed as if in a traditional learning environment.
Grades and student performance during distance learning will count toward the quarter grades.

Elementary Performance levels:
Adv

Adv

Adv

Routinely and consistently performing at a
year or more Above grade level
expectations

4

P+

A

High level of performance – Routinely and
consistently performing above current
expected level

3

P

B

Expected level of performance – meeting
grade level expectations

2

PP

C

Progress approaching expected level

1

M

D

Marginal progress toward level

1

U

F

Lacking adequate progress toward level

N/E

N/E

N/E

Not enough evidence of learning

NT

NT

NT

Not taught

•
Schoology is linked to Q, so we are asking families to support student learning by routinely
monitoring student attendance, missing assignments, and grades using the D11 App or directly in Q. If
you need assistance with setting up your account, contact Kathryn.kennedy@d11.org .
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Digital Citizenship
What is digital citizenship?

A broad definition of digital citizenship is the ability to use technology and the Internet in an
appropriate manner. Digital citizenship skills give students the right tools to engage with the
digital world in ways that promote healthy online communities. We at Freedom Elementary
expect all Internet users to treat each other with respect and avoid inappropriate behavior.
Norms for the Online Classroom

1.
2.
3.
4.
5.

6.
7.
8.
9.

Login to Schoology or SeeSaw every school day.
Be on time for your WebEx Virtual Meetings with teachers.
Follow the school dress code.
Keep your camera on unless the teacher directs you to turn it off.
Mute your mic when in WebEx Virtual Meetings, unless you are talking. This is done by
clicking on the microphone icon. It will turn red when muted. To unmute, click the icon
again.
Always use appropriate school language.
Be present and actively participate during meetings.
Be respectful to everyone.
Follow all Freedom Elementary and District 11 behavior expectations like you would if
you were in the school building.

Consequences for not following online classroom norms include:
o First offense will result in a verbal warning.
o Second offense will result in parents/guardians being notified by telephone or WebEx.
The contact will be documented in Q, the student information database.
o Third offense will result in a referral to counseling to create a success plan with the
counselor, student, parent/guardian, and the teacher team.
o If the success plan is unsuccessful, a referral to the Principal will occur and may result in
a behavior plan.
o If the behavior plan is unsuccessful, school disciplinary consequences will result.

Classroom Culture
 Students have the right to feel safe and respected.
 Cyberbullying is very serious and will not be tolerated.
 Sharing anyone’s personal information is strictly prohibited and illegal.
 Once information is shared on the internet, it never disappears. Be mindful of
everything you contribute digitally.
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Study Habits
Time Management


Turn on your computer about 15 minutes before your first class begins.
o Check your e-mails for any updates about your school day.
o Login to Schoology with enough time to look at how your classes are laid out for the
day.
o Have your schedule handy so you know what is coming next.
o Take bathroom breaks during independent work and between classes.
o If you’re having a hard time focusing, ask your teacher for a brain break. Also, feel free
to wiggle/jog in place/do jumping jacks with your video off while participating in your
class.
o Consider using a planner/agenda to keep track of assignments and when they are due.
Finish your assignments for the day. DON’T LET YOUR WORK PILE UP. You’ll have more
assignments the next day to complete by the end of the day, and you’ll end up
overwhelmed and burned out.

Organization








Have one location where you will work this quarter (dining room table, desk, or wherever you
will work best).
Keep your planner/agenda and ALL of your supplies in this one location or in one spot nearby.
Make sure this spot is out of reach of young siblings or pets that may take or tear your supplies.
Make a to-do list for the day to help you keep track of your tasks. Mark off each item as you
complete it.
Take notes during each class; this will help you remember, stay on task, and will give you
something to refer back to later if you need help outside of class time.
Consider using a binder with dividers for each class or a separate spiral/composition notebook
for each class. Keeping things separate by class helps you find things easily and more quickly
than flipping through hundreds of pages.
Create a folder on your desktop or google drive to keep all of your finished assignments. If your
teacher can’t view it or you need to re-do some problems, this keeps you from having to
completely re-do your assignments.
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Navigating Schoology
Logging into Schoology

Option 1:
 Using Chrome, go to d11.schoology.com

 Enter your district email - click Next
Enter your network password – click
Sign in

Option 2:
 Using Chrome, go to
https://www.d11.org/Freedom
 Click on the Schoology tab and select
Students/Staff

 Enter your district email - click Next
Enter your network password – click Sign in

(your district email and network password are provided on your schedule)
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Your Homepage

Once you’ve logged in, you will see your homepage.
 Click on the Schoology Icon to return to the homepage
 The Course Icon allows you to view all your courses
 The Grades Icon allows you to view grade reports and attendance.
Grade Reports: this gives you a breakdown of your grades in each course
If you click on a course you will see each assignment, your score, and comments
from your teacher
Attendance: this shows your attendance for each of your courses
 The Calendar Icon allows you to view events and due dates,
 The Message Icon is where you will receive new messages and can send messages to
your teachers
 The Notification Icon shows if you have notifications about course events
 Your Personal Account Icon is where you can view your profile, adjust settings, and
logout.
 The Upcoming area shows upcoming events (assignments, quizzes) and when they
are due.
You can hover over these events to see the course they are connected to.
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How to Find Your Classes
Step 1- Log into Schoology through the West Middle School page by clicking on “Student” and then click
on the “Schoology” icon

.

Step 2- Once you log into Schoology you will see your Course Dashboard that show all of the courses
that you are enrolled in. It will look like this:

Step 3- Click on the course and it will bring you to the class page.
Or
Step 1- Log into Schoology at D11.Schoology.com or log into the West Middle School page and then click
on “Student” and then click on the “Schoology” icon

.

Step 2- Once you log into click on “Courses” at the top left of your screen.

Step 3: Click on one of your courses and it will take you to the course page.
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Checking for Announcements
Announcements are a way for your teacher to communicate important information to the whole class.
You want to make sure that you check for announcements every day.
Steps to Read the Announcements
Step 1 – Click on your course
Step 2- On the left-hand side you will see the word “Updates”

Step 3- Click on the word “Updates”

How to Submit Assignments
When you are on your course page in Schoology you will be able to find assignments that are due in a
couple of places. The first will be in the “Materials” tab, listed under “Upcoming” or on your calendar.
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Steps to Submit Assignments
Step 1- Click on the Assignment

Step 2- Click the “Submit Assignment” button

Step 3- Select ONE of the following options
1.Upload: Select a file saved to the computer

2.Create: Create a document on the web using the text editor
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3.Resources: Select a file from the “My Resources” Area

Step 4: Finally click the Submit button once you have added your assignment.

Uploading Photos or other Media files to an Assignment:
In order to submit a photo or a media source, you will want to make sure that you are either clicking
“Create” or “Resources” after you click submit assignment.
Steps to Submit a Media File
Step 1- Click on the Assignment
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Step 2- Click the “Submit Assignment” button

Step 3- Select ONE of the following options
1.Create: Create a document on the web using the text editor

2.Resources: Select a file from the “My Resources” Area

Step 4: Finally click the “Submit” button once you have added your assignment.
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When are my assignments due?
There are two ways to find assignment due dates. The first and easiest way to find an assignment due
date is to log into your course. On the right side of your screen, you will see “Upcoming Assignments”.

The second way to find assignment due dates is to click onto the calendar icon on the blue bar above
your courses. This calendar will show you all assignments due by month, week, or day.
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How to Edit Documents
The easiest way to edit a document is to download and save it to your computer. After you have
uploaded and submitted it to Schoology, and need to make a change, you can go back to the assignment
on your computer, make your change, and resubmit the assignment. That way you will not lose your
original assignment. If you are trying to edit your document after the due date of the assignment, you
will need to contact your teacher to re-submit.

List of Embedded Platforms:
Your teachers will use a variety of online tools to enhance your learning of a particular subject. Below is
a list of some of the tools that you may see in your courses and with which you need to be familiar.

Application

Microsoft Outlook

Function
Microsoft Outlook is for
sending and receiving email.
This is a great tool to get in
contact with your teachers if
you have any questions or
need additional help.
SeeSaw is used by students in
grades K-2 to upload and
share learning.

SeeSaw

Webex
Connect Ed

Webex is used to meet with
your teacher and classmates
for a live session. This tool
allows for you to collaborate
with other students for
academic purposes.
Connect Ed is used to provide
ELA instruction in an online
format.
Discovery Education is used
as an interactive textbook,
resource reader, virtual
fieldtrips, and so much more.

Discovery Education
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How to Access
You can access Outlook by
going to the d11.org website,
click on students and then
click Office365. You will use
your district email and
password to log in.
You can access SeeSaw by
clicking on the SeeSaw link on
the iPad or go the the
Freedom website, go to
Remote Learning, and click
on the SeeSaw logo.
You can access Webex by
going to the d11.org website,
click on students and then
click Webex. You must be
invited to a Webex meeting
in order to use this
application.
You can access by going to
the Freedom website, click
on Remote Learning and click
on the ConnectEd logo.
You will be able to access
from individual teachers. Be
sure to check with your
teacher to see if this is a tool
that they are utilizing.

How to Get Help
How to Send Messages to Teachers and Classmates in Schoology:
1. Click the Envelope symbol at the top right of your course page:

2. Click “New Message”:

3. Look at the image below and follow these steps:
o
o
o
o

Type your teacher’s email address in the “To” box
Title your email in the “Subject” box
Type your message in the “Message” box (or click the microphone and record an audio
message)
Click “Send”
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How to Get Help with Tech Problems



Contact Your Teacher
Contact Mrs. Kennedy, Freedom Library Technology Educator
o Kathryn.kennedy@d11.org
o 719-228-0824

What to Do When You Don’t Understand Something in Your Classes



Contact Your Teacher (Learning how to speak up when you don’t understand something is a
HUGE life skill to learn!!)
Contact another student in your class.

Who to Contact to help with Study Skills and Keeping Up
 Contact Your Teacher
 Contact Jane Spellman, Counselor
o 719-228-0854
o jane.spellman@d11.org

17
Edited September 17, 2020

