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Introduction

Rosary Academy is committed to continuing our high-quality education during this global pandemic. To
do so effectively, teachers, students, and parents must be familiar with the expectations and protocols
set forth by the school administration. We acknowledge that this will be a challenge for all stakeholders.
However, we intend to forge ahead.

This Distance Education plan aligns with our school’s Mission and our Integral Student Outcomes. Our
Distance Education plan is innovative and transforming the educational experience. We have taken
special care to identify the challenges that our school community will inevitably face over the coming
weeks. The following pages discuss some of the implications for adaptations in teaching practices and
student learning. We hope that providing this information will give families the tools they need to
support their children in this new learning environment, rather than cause undue stress or anxiety. Our
goal is healthy communication and the continued academic and spiritual growth of our students.

Please know that as the current situation unfolds, we may need to make changes or additions to this
document. Every time we do so, we will update the revision notation at the bottom, top right corner of
each page, and in the middle of the cover page. We thank you in advance for continuing to monitor your
child’s academic progress. Teachers are well aware that distance education increases the need for
communication and timely feedback. As such, all teachers will make serious efforts to maintain a fully
updated gradebook. We hope that this partnership allows us to navigate this new reality successfully.

We move forward with the confidence that the Rosary Family will continue to work hard for one
another and strive toward greatness.

Mission

As a college preparatory diocesan Catholic high school, Rosary Academy empowers the mind, body, and
spirit of each young woman in a transformative educational experience. Guided by the Blessed Mother,
Rosary Academy embraces and challenges its students with an innovative instructional curriculum to
achieve academic success and ignite the call to serve the dear neighbor without distinction.

Page 3 of 19



Revised 8.1.2020

School Contact Information

Dr. Shawna Pautsch
Sean Basford

Rich Yoon

Trina Hartman (A-J)
Kristin Crowley (K-Z)
Nicola Huerta
Colleen Nanry
Caroline Tran Ryan
Matt Karcher

Head of School spautsch@rosaryacademy.org
Principal sbasford@rosaryacademy.org
Assistant Principal of Academics ryoon@rosaryacademy.org
Director of Counseling thartman@rosaryacademy.org
Counselor kcrowley@rosaryacademy.org
Assistant Principal of Activities nhuerta@rosaryacademy.org
Dean chanry@rosaryacademy.org
Director of SEL / Personal Counselor ctryan@rosaryacademy.org
Tech Support mkarcher@rosaryacademy.org
Help Desk helpdesk@rosaryacademy.org
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What is Distance Education?

It is essential to understand that what many consider "traditional education" simply means the
delivery of educational services by means that involve face-to-face interaction between student
and instructor. Today's "traditional education" includes many digital tools. Fortunately, Rosary
students are familiar with many of the tools used in both traditional and distance education
models. The term "distance education" means a form of education in which courses are
delivered via the Internet or other types of digital technologies with minimal, if any, face-to-

face interaction between student and instructor.
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Distance Education Guidelines for Students

A routine is very helpful. Just because it is distance education, does not mean you should not
do your routine. Get up in time to take a shower, brush your teeth, get dressed appropriately,
have breakfast as you usually do, get your school supplies and necessary items for classes

prepared, and attend classes.

Self-care

Among the tools necessary for keeping things in perspective is compartmentalization. Set aside
time regularly, preferably every day, for taking care of yourself. Exercise, dance, yoga,
meditation, tai chi, reading, or merely resting quietly all qualify as self-care. It's a very personal
choice. Get outside if you can. Sunshine is essential!

Without this break, our minds and bodies become overwhelmed, which can lead to burnout.
You're doing yourself a disservice by not allowing for time to decompress. In the end, if you

don't practice self-care, you'll have a lack of energy to complete your tasks.

Support

Support from family and friends is a potent tool. Recruit them in understanding your needs.
Your educational commitment impacts every aspect of your life, including your relationships.
Be proactive in asking for help when you need it.

Mental Time Travel

Time travel in your head is helpful. It can be beneficial in times of high stress and anxiety to
think ahead a week, a year or five years, and assess the present moment in the rearview mirror.
Think of this as a mental trick to help you refocus on your ultimate goals. If thinking ahead is
stress-inducing, focus only on the next task at hand to avoid feeling overwhelmed.

Take a Breath

When things get challenging, center yourself — breathe.
Take time to inhale, and then exhale slowly. Focus on your breathing. Break your day up into

moments that need to be done and can be completed one task at a time.
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Stay Social

Rosary is a very social place. You may not walk to lunch after class together or be able to stop
by your teacher's office, but you can have lunch with your friends virtually. Talk on your phones
together while having lunch — group chat for lunch. Keep in touch with your friends and watch

for Wellness opportunities from the school.

Continue to be a Good Student

Many of you know that sitting in the front of the classroom, getting to know your fellow
students and your instructor help you learn. With distance education, there is no front row. But
don't let that stop you from having a similar experience. Speak up in the virtual classroom and
on the discussion boards. Interact with your classmates and teachers. Don't sit back and let
others consistently drive the conversations. If you remain quiet, you run the risk of feeling
isolated in your environment. School, whether in person or online, is a social experience as well
as an academic one.
Be Prepared

e Ensure your school-issued tablet is charged and in working order.

e Install the Zoom App and make sure you know how to use it. Visit the Zoom Help Center

found here https://support.zoom.us/hc/en-us.

e Have your textbooks and other needed material ready.

e Know your username and password for all required programs.

e Set up aworkspace. A home "classroom space" where you can participate in classroom
activities is highly encouraged. Finding a space to minimize distractions and allow you
to focus on class will aid significantly in your learning.

e You must check into your teacher's class in much the same way you would during the
regular class sessions. You will need to log into Zoom at the start of each period for
attendance. You are not required to be online Saturday and Sunday; however, you will
be expected to check OneNote, Moodle, and your Rosary email multiple times daily on

weekdays.
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Virtual Classroom
Rosary isn’t closed, the building is closed. We are using Zoom meetings to replicate what

we would be doing in the classroom. Since the Zoom meetings are now our classroom, we
need to follow certain protocols and procedures while in the meetings. Students must have
their video camera on at start and at the end of each meeting. If you are having technical
difficulties with your camera at any time, please be sure to let your teacher know. All
students should mute their sound unless called on, or your teachers tells you to un-mute

your sound. We want to avoid distractions within the class.

Students are reminded that Zoom meetings are an important part of the distance education
process, thus students must fully participate in class. Participation involves, but is not
limited to, consistently completing assignments, completing quizzes, responding to
discussion forums, and turning in other work. As with face-to-face courses, grades in

distance education courses are an indicator of student achievement and learning.

Time management is vital in distance education. Without the regular structure of face-to-
face classes at Rosary, it is very important that you develop a plan for managing your study
time so that you don’t fall behind. Do not put off your work until the last minute.
Procrastination is tempting in the distance education format. Keeping up with the reading
and other class work online will give you peace of mind and avoid last-minute panic! Set a
deadline for yourself that is a day or two before the actual deadline so that unforeseen
circumstances won’t derail your ability to turn in your work on time. Do not plan on

completing an entire weeks’ worth of work in one day.
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Classroom Rules and Etiquette while using Zoom
e This is our virtual classroom. Appropriate classroom behavior is expected.

e Loginto your meeting from a distraction free, quiet environment.

e Please keep your audio on mute until you want to speak. This will help to limit
background noise.

e If you would like to speak or answer a question, use the “Raise Hand” feature. Then
unmute yourself after you are called on.

e If you would like to use the chat box, remember that it is public and a record of the chat
is kept and archived.

e Have paper and a pen or pencil handy to take notes.

e Make sure your video is on at the beginning and end of every Zoom class so we can see

your happy face.

Raising your hand
e If you would like to raise your hand to speak during the meeting, click on “Participants”.

':// ~ | /1] ~ ;—*- &.- 2 4': - © 6

Unmute Start Video Invite Participants Share Screen Chat Record Reactions

e Then click on “Raise Hand”. To lower your hand, click on “Lower Hand”.

Leaving the classroom
e To leave the classroom, be sure to turn your video on to say good bye, and then click

“Leave Meeting”.

p— g
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Start Video Participants Share Screen Chat Record Reactions

Office Hours
Office hours are optional Zoom meetings designed for students to ask questions. Students

can request to meet with teachers at times other than the designated office hours in the

schedule. Times outside of the designated office hours are at a teacher’s convenience.
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HONOR CODE

As a Catholic school, Rosary Academy is committed to developing young women of faith and
integrity. In accordance with the values of Christianity, all Royals agree to live and work by

the following pledge:

| pledge my honesty to the school community and expect the same from my peers. On all my
academic work, my name certifies my integrity. Thus, | will adhere to the scholarly standards
of responsible digital citizenship including appropriate gathering and use of data as well as
accurate acknowledgment of sources. Cheating on exams or homework, plagiarizing, or
misrepresenting the ideas or language of someone else as my own violates my personal
values as well as the Christian values of my community. During school, at school events, and
in all social media, | will treat each member of the Rosary Academy community with love,
respect, and concern. Lying, stealing, gossiping, and tolerating those who do damages my
moral virtue and diminishes the reputation of my school, which is founded upon the dignity
of Mary. Finally, | will take responsibility for my words and actions and continuously strive to

be an example of humility and kindness for others.

Every student and parent will receive a copy of the Honor Code on the handbook
agreement form at the beginning of each school year. The form must be singed and
returned to the Dean of Student’s office by the date requested. If a student or parent
refuses to sign the agreement form, an Administrative meeting may take place to consider

the student and family’s placement at Rosary Academy.

Workload

On an average week at Rosary, students would meet in for approximately 3-4 hours per
class. You should anticipate an average workload of roughly 3-4 hours per week, per class. You

will also have homework similar to what you had in the traditional classroom.

You should expect a range of activities depending on each course expectations, including, but

not limited to:
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Attending virtual class meetings
Watching/listening/reading/participating/practicing course material
Connecting with peers in subject-specific discussion boards and documents
Homework

Projects

Reports

Please note, due to the time restrictions on AP courses; AP courses may assign additional work,

projects, and practice tests as needed.

Additional Important Items:

Office hours are built into the schedule; however, teachers may offer extra office hours
at their discretion.

Homework and other assignments need to be completed on time.

You MUST communicate any technical difficulties to teachers before any deadlines.

All standards of student conduct, including academic integrity, remain in full effect
during this time of distance education at Rosary. Our Academic Policy can be found in
the Parent/Student Handbook posted on the Rosary Academy Website

IT support remains available to students; please contact the IT Department at

helpdesk@rosaryacademy.org. The IT Department can also schedule appointments if

computers need servicing of any kind.
School counselors are available. They will continue to provide services to their students

throughout the time we are away from the physical campus.
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Netiquette Guidelines

Be on your best behavior in an online classroom with these netiquette guidelines every student
needs to know.

1. NO YELLING, PLEASE

There's a time and a place for everything—BUT IN MOST SITUATIONS TYPING IN ALL CAPS IS
INAPPROPRIATE. Most readers tend to perceive it as shouting and will have a hard time taking
what you say seriously, no matter how intelligent your response may be. If you have vision
issues, there are ways to adjust how text displays so you can still see without coming across as

angry.
2. Sarcasm can (and will) backfire

Sarcasm has been the source of plenty of misguided arguments online, as it can be incredibly
challenging to understand the commenter's intent. What may seem like an obvious joke to you
could come across as off-putting or rude to those who don't know you personally. As a rule of
thumb, it's best to avoid sarcasm altogether in an online classroom. Instead, lean toward being
polite and direct in the way you communicate to avoid these issues.

3. Don't abuse the chat

Chat boxes are incorporated into many online classes as a place for students to share ideas and
ask questions related to the lesson. It can be a helpful resource or a significant distraction. Chat
may be turned off for students in certain virtual classroom Zooms. Respect that and stay
focused on the course. If the chat feature is accessible to students, please understand that the
class chat box isn't an instant messenger like you'd use with friends. Treat it like the learning
tool it's meant to be, and try not to distract your classmates with off-topic discussions.

4. Attempt to find your own answer

If you're confused or stuck on an assignment, your first instinct may be to ask a question
immediately. But before you ask, take the time to try to figure it out on your own.

If your questions remain unanswered after a bit of effort, feel free to bring them up with your
instructor.

5. Use proper grammar

Always make an effort to use proper punctuation, spelling, and grammar. Trying to decipher a
string of misspelled words with erratic punctuation frustrates the reader and distracts from the
point of your message. On the other hand, it's essential to be reasonable about others'
grammar mistakes. Nobody likes the grammar police and scolding a classmate because he or
she used "your" instead of "you’re” isn’t practicing proper netiquette.
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6. Set a respectful tone

Every day may feel like a casual day in an online classroom where you don’t see anyone in
person. However, a certain level of formality is still expected in your communication with
classmates and, more importantly, with your teachers. In addition to proper punctuation and
spelling, it’s good netiquette to use respectful greetings and signatures, full sentences, and
even the same old “please” and “thank you” you use in real life.

7. Submit files the right way

You won’t be printing assignments and handing them to your teacher in person, so knowing
how to submit your work online correctly is key to your success as an online student. If you
don’t follow instructions, you're taking the risk that your instructor won’t be able to find or
open your assignment. Save yourself and your teachers a headache and read their instructions
carefully before submitting them.

8. Think before you type

A passing comment spoken in class can be forgotten a few minutes later, but what you share in
an online classroom could be part of a permanent digital record. Not only is it good practice to
be guarded when it comes to personal information, you always want to be just as respectful
toward others as you would be if you were sitting in the same room together. A good rule of
thumb to follow is if you’re comfortable standing up in front of a classroom and saying your
message, then it’s most likely okay to share.

9. Be kind and professional

Online communication comes with a level of anonymity that doesn’t exist when you’re talking
to someone face-to-face. Sometimes this leads people to behave rudely when they disagree
with one another. Online students probably don’t have the complete anonymity that comes
with using a screen name, but you could still fall prey to treating someone poorly because of
the distance between screens. Make a point to be kind and respectful in your comments—even
if you disagree with someone.

All of these mistakes come down to forgetting that an online classroom is still a classroom.
Proper netiquette means conducting yourself in an online class with the same respect,
politeness, and professionalism that you would exhibit in a traditional classroom.
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Attendance

As you know, we are moving to a distance learning model where even though you are not on
campus, attendance will still be taken for each class period. You are required to log in at the
start of each period. If you are late, a tardy will be recorded, and if you are absent, an absence
will be recorded, and Mrs. Oliver will be contacting your parent/guardian.

1. Teachers will take attendance at the beginning of each class

Log in to each class ON TIME; a late log in is still a tardy tracked in attendance

3. If you cannot make a class period, a parent/guardian must call or email attendance as
usual

4. If you are absent without a parent/guardian verification, Mrs. Oliver will be calling home

5. If you need to log out of a class period early, communicate that with your teacher

N

With all of that said, we want you to know that we understand this is a challenging time and
that this will not always be perfect, even attendance, but we ask that you respect the schedule
and the time and effort that has been put into making this work. There will be some flexibility
in the first few days, but stay diligent in attending classes and keep up with your schoolwork.

Online Etiquette

Even though you are not on campus, you are still a Rosary Royal and will be expected to act
accordingly while you are attending classes from home. There will often be video chats with
your teachers or classmates, and all of the words, content, and images need to be what would
be considered to be appropriate for school and would align with our Catholic values.

Along with that comes dress code and background images. You will not need to be in uniform,
however, you will be required to wear a Rosary polo or a Rosary t-shirt (from a club, sport, etc.).
Your teachers will be reporting back with any students who are inappropriately dressed, behave
in a way that would not pass in class, or inappropriate images on the screen.
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Dress code
Shirts

e All students are required to wear a Rosary polo or a Rosary t-shirt (from a club,
sport, etc.)

e No bare midriff; no visible stomach exposed

e Undergarments of any kind may not show at any time

Pants/shorts (if shown on video)

e Jeans or pants in good condition
e Shorts/skirts no shorter than 3inches above the knee

Try to find a quiet space in your home that you can work with few distractions and be aware of
the background behind you in your video.

Respect yourself, your classmates, your teachers, and the process. That also leads to knowing
your surroundings while you are on video during class or discussions. Be aware of everything in
your camera view as it needs to be school appropriate. If dress code is violated or anything in
camera view is not appropriate for school, teachers will report to Dean Nanry.

Video Guidelines

e Everything on screen and in the background must be school appropriate
e Pick a clean background that is not too distracting
e Up against a wall would be best, so people in your home are not walking behind you
e Your bedroom would not be the best choice
o That is a very personal space, and we want to keep this as professional and
appropriate as possible, so on your bed in your pajamas is not acceptable
e Try your best not to eat during class videos; you have breaks and a scheduled
lunchtime

Student Visits to Campus

If during distance learning or during an off time of a hybrid schedule, a student needs items
from campus or has a scheduled in-person meeting, the student must email Ms. Nanry
cnanry@rosaryacademy.org to gain permission and a time, so the staff on campus is prepared
for the visit. To enter campus, a health screening may take place, you must wear a mask/face
covering, and you must practice social distancing through the duration of the visit.

Due to the current state of the pandemic, not all visits will be approved as guests on campus
will be limited depending on the situation. Please note, visits will be limited to the hours of
7:30am-3:30pm.
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If you see others on campus, please do not congregate on campus, make your visit quick and
make sure to wash your hands before and after your visit. Please take this seriously as we have

done the same.

Who to Contact

For questions related to... Contact How to contact
Class specific information Teacher Your teachers email
Technology issue or question | Tech Support helpdesk@rosaryacademy.org
Dress Code or Rules Ms. Nanry chanry@rosaryacademy.org
Curriculum Mr. Yoon ryoon@rosaryacademy.org
Personal, academic, or social
concerns Counselor Your Counselors email

Incoming Freshman or
transfer student questions

Admissions Dept

admission@rosaryacademy.org

General questions

Use Contact form on
Rosary Website

https://www.rosaryacademy.org/apps/contact/
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Troubleshooting Tips

Stylus

©)

Laptop

If your stylus stops responding, meaning it no longer shows the dot on the screen
when you move your stylus around
=  The battery is most likely dead. Replace it with a standard AAAA battery
available anywhere.
=  The battery compartment is on the end where the clip is. Unscrew that end
to access the battery. When inserting the battery, the + side goes in first.
Screw the cap back on. It should now work.
If your stylus starts writing on the screen before the stylus touches the screen, we
will have to swap out the stylus. This is caused by pressing too hard or dropping the
stylus on its tip.

If your laptop is not allowing, you do something that you can normally do, or in any
other way is not behaving normally
= Give it a reboot and see if that takes care of it.
If the laptop is frozen and will not allow you to reboot it:
= Press and hold the power button for a full 10+ seconds, wait for 5 seconds,
then press and release the power button to turn it back on. You should see a
Toshiba or Dynabook logo after powering on. If it goes straight back to the
screen you had issues with, you didn’t hold the power button down long
enough to power it off.
If your battery does not seem to be charging:
=  Check where you plug the power cord into the laptop. When plugged in,
there should be a small light that comes on when the laptop is receiving
power.
= |[fthere is no light, the power supply may be bad and will need to be
swapped out.

If you have any issues beyond this, please email us at helpdesk@rosaryacademy.org. If
required, we can make arrangements for you to meet us on campus to get your issues taken
care of. We do not have regular on-campus hours but will be available most mornings if
required, so be sure to schedule with us. Generally speaking, we can’t assist with issues
regarding your personal home network/printing.
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Distance Education Guidelines for Parents

Rosary distance education is designed to maintain the quality instruction and learning
opportunities that exist in our traditional classrooms. We are continuing to meet in virtual
classrooms to maintain the integrity of our curriculum and instruction. The virtual classroom is
designed to mimic the traditional classroom as much as possible; therefore, attendance and
participation are vital. We are doing all we can to avoid students having to “teach themselves.”
That being said, we realize that a distance educational environment will look different than in-

person courses.

What can you do to help? Please see below:

e Provide a distraction-free environment for your daughter to do school work and
participate in virtual classrooms.

e Maintain contact with teachers and school support staff to ensure student success.

e Communicate concerns with the school regularly.

e Maintain accuracy of home address, phone number(s), and email address(es) in Aeries.

e Actively participate in your daughters learning to assist the school in ensuring student
participation and completion of course work on their own.

e Teachers will be providing information and instruction via Zoom, School Email, OneNote,
and Moodle.

e Teachers will continue to grade assignments and post in Aeries.

e Academic Integrity — Rosary rules still apply. Rosary requires students to turn in their
work. Plagiarism and cheating are not permitted. Students shall be expected to
properly cite the origin of work that is not the student’s own. If work content, other
than commonly known facts, is not cited correctly, attributed, or credited, the work may
be determined to be plagiarized.

e Self-Motivation — Students should exhibit self-motivation as they must direct their
learning environment and procedures to fulfill course requirements enabling them to

achieve individual academic success.
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e Independent Learning Style — Students need to be able to work independently and be
able to contact their instructor for support as needed.

e Time Management Skills — Students must be capable of organizing and planning their
time frame for learning. Students can complete their coursework whenever it is best for
them, but they must set aside an adequate and realistic amount of time to complete

course requirements.
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