
 

Courtwood Primary School 
Courtwood Lane, Addington, Croydon CR0 9HX 

Tel: 020-8657-8454 

Email:  office@courtwood.org.uk 

Website: www.courtwood.org.uk 

 

 

 
Principal: Natasha Grant 

Deputy: Jo Stawman   

Secretary: Julie Kilsby 
Tuesday 12th January 2021 

 
Dear Parents/Carers of Reception, 
 

 
Guidance for Google Classroom and Teacher - Pupil Communication 
 

Firstly, thank you for your support with engaging your children with their remote learning this week. We understand 
that this is a new way of working and it will take a few days to familiarise our school community with the new 
routines and technology and for families to find the best way to manage learning at home for them. We understand 
that working from home and managing home-schooling can be a significant challenge and are incredibly grateful to 
you all for your efforts so far.  
 
We are writing to share with you information regarding use of Google Classroom. This is a new forum for us all and 
we are adapting as we learn, to ensure we can use it most effectively to support your child’s learning.  
 
Teachers are currently working on a two-week rota - a week in school to lead the keyworker provision and a week 
from home, planning, preparing and recording lessons, as well as responding to comments and questions from the 
children on Google Classroom. Teachers will of course seek to respond to you/children as quickly as possible, 
however they are having to balance in-class provision for keyworker children, alongside managing remote learning 
and will not always be able to respond to you immediately. Teachers may also be managing the home learning of 
their own children.  
 

Response to Questions 
 

During their week at school, teachers will still be responding to questions on Google Classroom, as well as 
supporting their bubble. For this reason, it is necessary to establish expectations around when children and parents 
will receive responses to questions posed on Google Classroom.  
Teachers will endeavour to respond as much as is possible to any queries between the hours of 9am and 4pm. On 
the week that your class teacher is working at school, these responses may take a bit longer, as teachers will not 
have the opportunity to be online as often. Any questions submitted outside of these times will be answered on the 
next working day. Teachers will not be available over the weekends.  
 
When uploading/submitting work, it is not necessary to post a comment alongside this, unless there is something 
specific you particularly want to draw the teacher’s attention to or have a query about.  
 
Please also be aware that class TAs may answer your question, while a teacher is on PPA. 
 
For any urgent enquiries please contact the school office in the normal way and we will try to help you in the first 
instance - admin@courtwood.org.uk  
 

Well-being Wednesdays 
 

On a Wednesday afternoon, there will not be a Google Meet or responses to questions after 1pm. Teachers will 
not set any work for a Wednesday afternoon. Instead we would like your child to do something that makes them 
happy – playing football in the garden, reading a story, watching a film or baking and arts and crafts etc. It is 
important that we find time, even in a pandemic, to do something that makes us feel positive, relaxed and happy.  
 

 
Guidance for Use of Google Meets 
 

Google Meet is a valuable tool, which allows pupils and the teacher to have face-to-face contact during home 
learning. Teachers will be available for their class Google Meets daily at the start and end of the day (15 mins. 
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approx. per Meet), other than a Wednesday afternoon. Timings of these for your class can be found on the 
timetable in Google Classroom.  
However, as there is likely to be a large number of pupils present during each session it is important for all 
participants to follow some general guidelines so that it can be used effectively.  
 

Google Meet Expectations for Pupils 
 

• You must ensure you join the live lesson on time. 

• When you join a Meet, ensure your camera is on but your microphone is off. 

• You must stay in the Google Meet until you are told you can leave by your teacher.  

• When you appear in the Google Meet, please say hello and then mute your microphone. 

• Please wear appropriate clothing for attending the lesson. For example, not wearing your pyjamas. 

 Comments that children make in Google Classrooms or during the meets, in either public forums or private 

messages, must be respectful and as they would speak to their teacher face-to-face.  

• Pupils should not take screenshots or screen recordings under any circumstances.  

• The teacher will be the last to leave the Meet at the end of the session. Please leave the meeting when 

asked to do so.  

• The teacher has the right to exclude pupils from the Meet if they are disruptive or infringe any of the points 

above. 
 

Google Meet Guidance for Parents 
 

• The main purpose of a Google Meet is to facilitate interaction between the children and their teacher – this 

is not an opportunity for parents to talk to the teacher. If you have a query for the teacher, please email 

them via Google Classroom.  

• We advise that devices used should be in communal areas of the house and children should not attend a 

Google Meet in their bedrooms.  

• Interactions and language must be in keeping with usual school expectations, including any family 

members in the background. 

• Parents should not take screenshots or screen recordings under any circumstances.  

• Staff will only ever video call pupils at a pre-arranged time.  

• The teacher has the right to exclude pupils from the meet if they are disruptive or infringe any of the points 

above. 

 
Currently we are not able to offer any ‘live’ lessons, however this is something that we are looking to trial in the 
near future.   
 
PE 
 
To enable siblings to participate in PE sessions at the same time, all class teachers will schedule PE (from w/c 18 th 
January) on a Friday afternoon. There will be a core CSSP lesson for the children to do and teachers may also 
post optional extra activities such as Go Noodle/Joe Wicks and movement breaks.  
 
 

Presentation and Effort 
 

We would ask that parents please support their child in being ready to learn each day, by ensuring they are 
dressed, have access to any basic equipment that may be useful such as a pencil and paper and a suitable space 
in which to work and learn. Work should be presented to a high standard and children should use pencil (not pen) 
for maths work and any tables/diagrams. Infant children should always write using a pencil, children in the juniors 
will mostly choose to write in pencil but can choose to write in a handwriting pen (not biro) if they usually do at 
school.  
 
Work should be completed to the best of your child’s ability, maintaining the standards they would normally set of 
themselves and their work at school. Work submitted will also demonstrate what children have been able to take 
away from their learning and teachers will be able to use submissions to inform their planning and make note of 
children’s progress. With lockdown having the potential to possibly be extended beyond February half term if virus 
transmission rates do not decline, it is more important than ever that children are able to give the work their best 
effort to prevent gaps in learning widening unnecessarily.  
 
Thank you for your support and do not hesitate to contact us if you should have any questions.  
 
Best wishes,  
 

Mrs N Grant  
Principal 


