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       COLDSTREAM PRIMARY SCHOOL
WEBEX & ONLINE MEETING

PROTOCOLS POLICY
Schools are facing an unprecedented need to implement remote learning options due to circumstances resulting from the COVID-19 situation. As we continue our transition to remote learning, Coldstream staff will be using WebEx, Google Classroom and SeeSaw to communicate with students. 

WebEx is the Department of Education's preferred tool for video and teleconferencing. Through WebEx, students can attend online learning sessions from home using any computer or mobile device with internet access, using a secure link provided by the teacher. This could be a whole class, a small group or individual students where required. WebEx will not be used all day every day, but rather in situations where teachers identify collaboration and discussions are required for continuity of learning at home.

 Coldstream Staff have already been using WebEx for our staff meetings and other planning sessions with each other, as well as broader DET meetings and professional learning sessions. To ensure that students, parents and staff are using WebEx in a safe, respectful and purposeful way, we ask that you follow the guidelines and protocols set out in this document. 

Video Conferencing Protocols

Check your background 

( It is important that your background is clutter free and not too distracting to the other people who will see this in your call. Check that what is in your background is appropriate for other people to see during your call. 

Be on time 

( This should be standard with any meeting, video or otherwise. However, when you're dialling in to a video conference, it's especially important. While you might be able to get away with sneaking into a physical meeting late, everything is more visible in a video conference.

 Ensure your technology Works Correctly 

( You don't want to have to delay a meeting with others because your video conferencing system isn't working properly. You can go to https://www.webex.com/test-meeting.html to try out a real meeting and make sure your microphone, speakers and camera are all working. This will make sure everything runs smoothly during the real thing. 

Wear appropriate clothing 

( While it might be tempting to work in your favourite pyjamas all day, please ensure that you are wearing professional attire to any video conferences you're attending. Choose something that would be appropriate if the meeting were face-to-face, rather than virtual. For students, this could be the equivalent of what you might wear to school on a free dress day. 

Frame the camera correctly

 ( When you're on video, make sure you frame your camera in a way that feels natural and allows you to look at the camera. Sit at eye level to the lens, and try to position yourself so that it shows midsection up. Placing it too high leaves other participants staring down at you like a bad TV show. Putting a camera too low can lead to unflattering and awkward angles.

Mute yourself when not speaking 

( Even though you may not be speaking and think you're being quiet, most microphones can pick up minor background noises, like coughs, sneezes, or typing. These sounds can easily distract other video conferencing participants. On WebEx, it's as simple as a click of a microphone button to mute yourself and then click again to unmute. 

Have the right light 

( Poor lighting conditions have an enormous effect on the video quality that you send. You'll want to make sure that there is enough light in the room you're in so that your video isn't grainy and unwatchable. 

Look at the camera 

( A common mistake is looking at the video feed instead of the camera when speaking to a remote participant. While it may seem like the right thing to do, it actually makes it appear as if you're looking off and not paying attention. Looking into the camera lens is the equivalent of looking into the person's eyes, so practice this as you use video conferencing. 

Pay Attention 

( It is important to show respect to others participating in a video conference call, just as you would show respect to others in a classroom and at school.

 Know who is on the call 

( It is important that everyone that is on the call must know who else in on the call. Just as it is inappropriate to hide around the corner and listen into the conversation, it is also inappropriate to listen into a video conference while others do not know you are participating on the call. There will be many occasions where a parents or caregiver will be assisting a student to log onto the call. We ask that you inform the teacher who is present in the background of the call, even though they will not be on the screen of the call. Feel free to say a quick hello at the start of the call while everyone is coming online. 

Child Safe 

( It is important that staff and students adhere to Child Safe standards. Staff and students are not permitted to conduct 1:1 video conferences. Should there be a need for a teacher to work with a student in a 1:1 situation using video conferencing, a parent or caregiver will need to be present in the call. 
We invite you to watch this clip to help understand the dos and don’ts of video conferencing.

https://www.youtube.com/watch?v=21cdJuV-WvQ

