Pangbourne College Distance Teaching – Pupil Guidance
Updated January 2021
In a situation where the College site is closed, the following expectations and advice frames
our approach and will be put in place to allow a continuity of education.
Revisions to the initial protocol have been made following consideration of the feedback
captured from pupils, parents and staff. In reviewing this guidance or set of expectations,
some key aspects have been included, as they came forward from the feedback.
 No wholesale revision to the existing timetable, as the structure of the day and week has
been welcomed. In addition, the College may get limited notice of partial or full reopening,
when we would like to return to ‘normal’ working as easily as possible.
 Highly variable internet access for both staff and pupils, limiting the ability for some
teachers and some pupils to access lessons via Google Meets. We will endeavour to use this
form of communication as it is valued by all in the community. However, with some teachers
and pupils unable to access this ‘higher function’, we must be mindful that they will feel
excluded if this is the only form of communication used.
 Restrictions on teaching staff due to households under self-isolation, for example
with young children or elderly relatives to look after, sometimes leading to teacher
absence during a lesson.
 Care for pupil and staff wellbeing must be considered at all times during this period.
 Safeguarding responsibilities are paramount to the College. Guidelines for pupils have
been published and a link sent by Mrs Bond to all pupils. Teachers have been
brought up to date with revised guidelines published by West Berkshire.
A. Routines and expectations
a) ALL PUPILS will be registered through their attendance at lessons.
b) The existing lesson timetable will run for all teachers and pupils. You can expect
work to be set at the beginning of each lesson by Google Classroom, with deadlines
of work for submission by 6pm. The Prep timetable will be suspended for the
period of closure.
c) ALL PUPILS will register with their tutor between 15:00 and 15:15 daily (12:00 on
Wednesday) via Google Hangouts or a Google Meet.
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d) The formal prep timetable is suspended although pupils can expect to be asked to
complete some tasks outside of lesson times. Pupils should communicate with their
tutor if they are finding the workload too difficult.
e) Lesson end times – although all lessons will have the same start times, during online
working, with lesson activities cut to 40 minutes to ensure breaks for pupils and staff,
the following ends of lessons will be observed.
Start Time

End time

Lesson 1

08:25

09:05

Lesson 2

09:15

09:55

Lesson 3

10:25

11:05

Lesson 4

11:15

11:55

Lesson 5

13:25

14:05

Lesson 6

14:15

14:55

Tutor Salute

15:00
(12:00 on Wednesday)

15:15

During the break times between lessons, all members of the online learning community (staff and
pupils) are encouraged to move away from their desks and screens.
B. Lesson and workflow
a) Lessons will be conducted via G Suite: Google Classroom, Google Drive and Google
Hangouts.
b) Google Classroom will be used by teachers to set classwork for lessons at or before
the published time of the lesson starting.
c) Classwork tasks will have deadlines to provide structure for pupils and teachers
alike.
d) Teachers will endeavour to give individual feedback to pupils via Google
Classroom. Teachers may give ‘whole class feedback’ via generic text, audio or video
files so as to manage the administrative burden incurred by repeated comments on
classwork. Teachers will endeavour to strike the balance between individual
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feedback and group feedback. This is akin to classroom practice wherein a teacher
may make whole-class comments alongside individual feedback on work presented.
e) Volume of classwork can become an issue if teachers cannot see if pupils are
struggling to complete the work in time. Teachers have been asked to set a maximum
of approximately 40 minutes per lesson of work. Please either let your teacher know
if you are struggling with the volume of work, or contact your tutor, Head of Section
or Mrs Greenwood if you want to give such feedback, so that the teacher can adjust
their expectations.
f) Do not have your phone in the same room as you are working in lessons – the
same as if you were in a classroom.
g) Teacher interaction: your teachers will be available (where possible) during the
lesson to respond to Hangouts or Class Comments. They have been given the
following advice: If classwork has been set, there are some pupils who thrive on ‘just getting
on with it’ – the use of ‘directed questions via Hangouts’ is to be discouraged.
h) For some lessons, teachers may decide to live-stream via a Google Meet, for part or
all of the lesson time. This will allow instructions to be explained, repeated and for
some question-and-answer dialogue between pupils and staff. Teachers will endeavour
to record Meets and make them available for those with access problems or in different time
zones.
C. Enrichment
Between 15:30 to 16:30 is a good time for you to arrange to get support from any of your
teachers, your Housemaster or Housemistress, or your tutor. You only need to send them a
request and your meeting will be via Hangouts or Meets, depending on your internet
connection. You can, of course, arrange a meeting with the adult, with one or more of your
friends, or classmates. All teachers will be available for meetings at this time to support you.
At all times, you need to remember the guidelines for safeguarding online.
Clearly some staff, as well as pupils, may not be able to work due to illness. We as a
community recognise this and understand that it is the responsibility of pupils to follow
their lessons as closely as possible, and for teaching staff to communicate their unavailability
as per normal.
D. Tips for learners learning online
1. Establish and stick to a routine.
2. Organise a study space – most adults who work online move into a specific physical
space or room in their homes when they are working as they say it helps to get their
mind into work mode.
3. Prepare yourself to be in work mode:
a. banishing your phone;
b. wear clothes for work, not clothes for leisure;
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c. check your ‘tech’ is available to you (and charged).
4. Engage; your tutor is available each day at Tutor Salutes and can arrange to call or
exchange emails/Hangout Meets with you. You can ask class teachers to support
you, too.
5. Break up your day with exercise not video/gaming/Tik Tok; doing something
physical is better for you than passively watching things on screens.
6. Communicate with your Housemaster or Housemistress, tutor, Head of Section, or
Mrs Bond if you feel yourself getting low, disconnected from your community, or
just fed up. Mrs Bond has more details on how we can support you at this time.
7. Be sociable, but be kind. It is more easy to offend at a distance, but less easy to
apologise.
E. Google Hangouts – Rules for Learning
Here are some common sense rules for everyone to follow.
‘My Google Hangouts’ is being used to support your learning. Hangouts is not to be used as
a general ‘chat room’ – you can use your own hangouts for that!
1. It’s about learning.
2. The lesson will take place at the normal lesson time – see your Google Calendar for
details. If you cannot make it, please let your teacher know in advance as they will be
taking a register.
3. Try to be in a quiet space, where there are few distractions.
4. Use a laptop/tablet, where possible.
5. Ensure music, etc. is turned off or muted.
6. Lessons may use video or chat – make sure your device has a working webcam and
microphone. Dress appropriately for the lesson.
7. Normal classroom rules apply – please do not speak over the teacher or another
student.
8. If you have a question either:
a) wait for a suitable moment;
b) write ‘I have a question’.
9. Resources will continue to be placed on Google Classroom – assignments will be
submitted as normal.
10. Do not add anyone who is not part of the class.
F. Pupil Safeguarding Guidelines for Online Learning
In these days of online lessons and tutorials, it is important that we all, teachers and pupils,
adopt safe working practices. Please remember the following:



Dress appropriately. For example, it is not appropriate to wear pyjamas.
If you are working in a room alone, please ensure that the door is left open when you
are online.
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In particular, think carefully about the wall behind you, in view of the camera, so
that any personal items or posters that might cause embarrassment to your teachers
are not visible.
Adopt the high standards of behaviour expected of you in a normal classroom. Do
not say or post anything that may cause embarrassment or hurt to others.
If you have an individual music or a Learning Support lesson, the College requests
that your parent or guardian is present in the room or in an adjoining room with a
door open.
Use College email or Google Hangouts to contact your teachers/tutor/
Housemaster/Housemistress.
Your safety, as always, is most important. Any questions or concerns should be
raised in the normal way to Mrs Bond and the Safeguarding team (Mr Bancroft, Mr
Cheney and Mr Skidmore). This includes if someone has said or done something that
makes you feel uncomfortable or unsafe.

Important Notice
For your safety and well-being, all Google Hangouts and Chats are recorded. The content is
available for review by:





Mr Thomas Garnier, Headmaster
Mrs Sam Greenwood, Deputy Head Academic
Mrs Caroline Bond, Deputy Head Pastoral, Designated Safeguarding Lead
Mr Rupert Bancroft, Deputy Head Co-curricular, Deputy Designated Safeguarding
Lead

Revised December 2020/SG & CB
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