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Digital Learning Expectations

We are now using Microsoft Teams as an online learning platform to support
everyday learning and teaching. The expectations in the online classroom are no
different to those you are expected to meet in the classroom within Saint
Matthew’s Academy.

We have CLEAR values which should be present in all interactions. We have an
agreed Promoting Positive Relationships (PPR) Policy which all should follow. In
addition to the PPR policy you should adhere to the following when learning
online:

e Regularly log in and check for updates.
e Report any technical issues to your teachers as quickly as possible.
e Attempt assighments to the best of your ability.

e Ask for help if you need it. Where possible, attempt assignments and ask
for help in advance of the due date.

e Only post comments that are appropriate and ensure these are posted at a
reasonable time of day.

Any behaviour online which is deemed to be not in keeping with our shared school
values will need to be reported to your Year Head, the same way it would be in a
physical classroom. Please remember that you are accountable for your conduct
online.

Our shared approach to Promoting Positive Relationships is key to our success as a
school. Be responsible and respectful at all times and let’s make our online
learning and teaching experience enjoyable.
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Leading

I understand and can
demonstrate, the
benefits of digital

technology.

I have the opportunity
and means to use
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What makes an effective Digital Learner?

&

Leading

@

Creating

I have the skills and
knowledge to
experiment and
problem solve using
digital technology.

digital technology to

access online content.
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Resilience

I have the confidence
and competence to
embrace digital
technology and the

internet.

@

Analysing

I have the skills and
knowledge to use the
internet safely and
responsibly.

O

Analysing

s

l
Communécating

I have the skills and
opportunity to work
with others using
digital technology.

I have the skills and
knowledge to select

and use appropriate

digital technology for

learning, life and work.



C@O0OO

Online Learning Support

Online learning support resources can be found on the

¥y = N

101 i i s SAINT
D]g] tal Learn]ng page Of the SChOOl WebS] te. mE MATTHEWYS Home Parents Pupils Contact Twitter Updates Student Voice Q
ACADEMY e arents F a witter U e S T e
The Digital Learning page can be accessed via the link SENS
http://saintmatthewsacademy.com/digital-learning/
ABOUTIOUR SCHOOL Welcome to St Matthew's Academy
Digital Learning!
glowzszz~ '@‘
p SdAdS o
= ©®000 L R )
{ | Here on our Digital Learning page you will find resources to support the use of Microsoft Teams and
@ Digital Learning other Microsoft Applications. Updates can also be found on Twitter via
) S e GO AR TR O TN T B L.
/7\\
( Edit profile )
Lox o —
St Matthew's Academy Learning Updates and support materials are also posted regularly on St
& Teaching Matthew’s Academy Learning and Teaching Twitter account
@StMattsLearning which can be accessed via @StMattsLearning.

Sharing examples of learning and teaching taking
place across the school. Resources will also be
shared to help develop understanding and skills.

© Scotland, United Kingdom Joined October 2020

148 Following 77 Followers

Tweets Tweets & replies Media Likes
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Safer Schools App

The Safer Schools App is designed for staff, parents/carers and pupils with a priority of keeping

young people and children safe online. This app helps to support and protect children and

young people by educating and empowering them at school and at home. SA ER
SCHOOLS

You are provided with an insight into issues relating to social media use and gaming, and are
given easy to follow advice on how you can make their online experience safe and enjoyable.

Information is also provided on how to report concerns.
ANDROID APP ON

Y Google pla
To download and access the app, " S G GRS v 3Py
follow the steps below. App Store Menu v i

1. Search for ‘Safer Schools’ in
the App or Google Play
store. ) LT -
S WO R W W 1|.J&Il‘u et
2. Type in the school hame = F ” ‘ ‘a:h“ IH e
when you open the app. */ SCHOOLS g_'“,:;::/”’

3. Enter the 4 digit parent
code which has been text
to all parents by the school.

St Matthew's Academy

You can ask your Guidance
Teacher or Mrs Leslie for the pupil
code to access the app.
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Signing in to Glow

1. Search ‘glow login’ in the Google search bar. Google

2. Click on the result ‘Glow - Sign In - RM Unify’. It can be also be
accessed via the link below:

Glow - Sign In (rmunify.com)

3. Once on the Glow sign in page, you should type in your Glow
username and password. Your username will look something like
‘ew19williamsrobbie’.

4, Once logged in to Glow, you will have access to the Launch Pad
shown in the image below.

® 0 @-

gl(%wi't::" £7 | Launch Pad
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Satchel One
rosoft Office 265 Satche Resources for School, €
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Google Classroom SharePoint

St Matthew's Library ... Scntland on Screen SCHDLAR Lanquages on Screen Scran Have vuu! say
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G!aw Connect
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-

© 2020 RM Education Ltd Accessibility Terms & conditions RM Unify cookies Glow privacy polic; Powered by RM Unify
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Q Al B News [0 Videos ¢ Shopping [ Images i More Seftings  Tools

About 284,000,000 results (0.57 seconds)

sts.platform.rmunify.com » account » signin » glow

Glow - Sign In - RM Unify

Need A Glow Login? Only Glow users are allowed to access this service. If you do not have a
Glow username and password then you may be committing an ..

Sign in

Username or Email Address (required)

Enter the username or email address

Password (required)
Enter the password

| have forgotten my password

| Remember me Need A Glow Login?

Only Glow users are allowed to access this service. If you do not
have a Glow username and password then you may be committing
an offence by trying to gain access to this service

Eind out more about Glow
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Accessing Glow Email

Once logged in to Glow, you should click
on the ‘Mail’ tile on the Launch Pad.

Your email account will display as shown
below.
alow

‘ New message ’
S

Outlook PSRN

£ Mark all as read Undo

A Favourites @ Focused Other Filter ~
Inbox 8 mm Microsoft Teams
L

You have been added to... 29/11/2020
Sent ltems Microsoft Teams Lorraine added you to t.
Drafts mm Microsoft Teams

You have been added to... 12/11/2020
Add favorite Microsoft Teams Steven added you to th

e Microsoft Teams

¥ GIEED "% You have been added to... 20/10/2020
Microsoft Teams Pauline added you to th
£ Inbox 8
ww  Microsoft Teams
& Drafts ®% You have been added to... 05/10/2020
Microsoft Teams Paul added you to the P.
B Sent Items
wn  Microsoft Teams
@  Deleted items ®% " You have been added to... 01/10/2020

Microsoft Teams Paul added you to the P.

= i} £ _
Microsoft Teams
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You can compose an email by clicking on
‘New message’.

Select an item to read

Nothing is selected

glowzss B2 Lunchpsd  FH app Library ® L @
>
Search Launct Launch Pads ~ View my Files ~
)
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Downloading Office 365

Microsoft Office can be downloaded through o il W B e ® o @
Glow for free. ¥ : g

98
/\ St Matthew's Academy

7 o |7 |7
% =

1. Once logged in to Glow, click on the
‘Download Office Now’ tile on the Launch ﬁ

Pad.

2. The screen shown below will appear and
you should click on ‘Install Office’ as
shown.

ofc V M/\ P' @
S North Ayrsnire Council blog S

RM Poople Directory GIC Scotland sQA North Ayrshire Council | Glow Blogs North Ayr...
RM Education Gonera) Teaehing Loune Seotte A ot nmert

Apps & devices

(R Myoccourt
W cossi Lify.coakiss 3 | Fowered by RMUnify
Q personalinfo Office GEOREEEEdd a
gusge®  Versien

Subscriptians EngUEn (Untea states) v
€\ security 8 privacy

I:l Get Office on your phone or tablet
B rop permissions 05 | Android | Windons
b aps & deices

&2 Todls Baddins Just a few more steps.

@ Click Open © Stay online

3. The screen shown on the right will appear
and further instructions will be provided to
complete the download successfully.
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Downloading the Microsoft Teams Desktop App

1. Search ‘download Microsoft Teams’ in the Google

search bar.

Google

2. Click on the result ‘Download desktop and mobile apps
| Microsoft Teams’. It can be also be accessed via the

link below:

https://www.microsoft.com/en-gb/microsoft-

teams/download-app

3. Click on ‘Download for desktop’.

B Microsoft | Microsoft 365  Microsoft Teams «  Features ~

v Plansand pricing  Download Teams All Microsoft v O

Now stay connected with family and friends with the new features in the Microsoft Teams mobile app.' Learn more >

Download Microsoft
Teams

goe from anywhere on Teams.

Download for desktop

5. The Microsoft Teams icon should appear
on your desktop once it has been
downloaded successfully.
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Microsoft
Teams

download microsoft teams X

Q Al [ Videos < Shopping E News [ Images : More Settings

About 409,000,000 results (0.59 seconds)

www.microsoft.com » microsoft-teams » download-app ~
Download desktop and mobile apps | Microsoft Teams

Download Microsoft Teams now and get connected across devices on Windows, Mac, iOS,
and Android. Collaborate better with the Microsoft Teams app.

4, Click ‘Download Teams’ and follow
instructions when prompted.

Download Teams for work on your desktop

Download Teams

Learn how to use Microsoft Teams

v Q

Tools

10
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Signing in to the Microsoft Teams App

& Microsoft Teams - x

1. You should open the Microsoft Teams app on
your desktop and type in your full Glow Microsoft Teams IOW'
email address, including @glow.sch.uk. g O

Sign In

2. You will be redirected to the Glow sign-in
page where you should type in your Glow
password and click Sign-in.

@glow.sch.uk

W Remember my usemame

3. The following screen will appear and you
should click ‘No, sign in to this app only’.

Signin

X
Only Glow ut e allowed to acc ervice. If you do not have a
and password then you may be committing an offence by trying to gain ac
service.
Stay signed in to all your apps rm——
Windows will remember your account and automatically sign you in to your apps and
websites on this device. You may need to let your organisation manage some settings
on your device.
Q Search
Allow my organisation to manage my device You Shou ld now be logged
. . Teams v o & Join or create team
in to Microsoft Teams and
your home page should
look similar to the image -
. ‘z:‘ TE ‘.‘
shown here on the right. w e’ o <\> o |
2y ol
STM staff St Matthew's Science Digital Champions 1A Science
e e
vl -l ?-
2D Science 3C Chemistry Miss Hall 4D Chemistry Miss Hall 4G Chemistry Miss Hall
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Using Microsoft Teams

To access different teams, simply click on the tile of the

Q, search
team you wish to access on your home page. Toarms
If any team name appears in bold, there has been some
recent activity and you should access that team for updates. Tl A ]
e =
STM staff St Matthew's Science Digital Champions 1A Science
wl vl Q.
2D Science 3C Chemistry Miss Hall 4D Chemistry Miss Hall 4G Chemistry Miss Hall
Once you click on a team tile, the team will open and e
" Search or type a command i [m]
you will have access to updates, resources and —po
. - < Allteams General Posts Files Class Notebook Assignments Grades @ Team ..
assignments.
B Higher Chemistry 2020
B Assignments 1104 AM @

Chemistry of Water Quiz

St. Matthew’s Academy
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Using Microsoft Teams

All class teams have the same basic layout. There are different tabs at the top of each team that will allow you child to
access different content.

Search or type a command

_%r < Allteams General Posts Files Class Notebook Assignments  Grades @ Team
H-H
Teams
Assignments . .
Higher Chemistry 2020
T General
=i‘es May 26, 2020

By clicking on each of the tabs you will be able to access the following:
Posts - Information on tasks being set each day/week and updates from your Class Teachers.
Files - Resources and support guides are stored here.

Class NoteBook - Some assighments and resources may be posted here. This is dependent on the subject and you should be
aware of which classes you should be using it in.

Assignments - Any assignment to be completed can be found by clicking on this tab. Instructions, resources and due date will
be detailed here.

Grades - Provides an overview of all assighments and marks achieved where appropriate.

St. Matthew’s Academy
Pupil Digital Learning Handbook 13
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Assignments in Microsoft Teams

To get an overview of assignments due, in date order, you should click e -
on ‘Assignments’ on the menu bar at the left hand side of Microsoft - .

Teams. a:: s

1. You will get a notification when an assignment has been set | | .

in one of your class teams as shown below. 8- )

pe MMa "‘”‘" s v

oGt 2. To view the details of the assignment, click on the tile with the
assighment notification and then click ‘View assignment’.

~— 3. Instructions for the assignment along with any resources
B o e o e o - required and the due date will then be visible.
@ o
i < Alteams ! General Fosts Fies Class Notsbook  Assignments  Grades o)
. 3 o
:;, Higher Chemistry 2020 C“hn.aw.ilst.r‘yiuf\lr\laterQuiz ;HL!” 5
Aeigaments 1108 414 ) e
a Ehern\.s.try of Water Quiz . .
I B ¢ B

St. Matthew’s Academy
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Uploading Work in Microsoft Teams

1. Click ‘Add work’ underneath the 2. Choose the location from which the
assignment details. work is to be uploaded from.

(2] Wpload from this device

3. Click ‘Done’ when you have
selected the file.

Upload from this device

)3 Chervstry o1 Water Qui Answers e

St. Matthew’s Academy
Pupil Digital Learning Handbook 15
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Uploading Work in Microsoft Teams

4, The file you have uploaded will appear

underneath the assighment details.

St. Matthew’s Academy
Pupil Digital Learning Handbook

Higher Chemistry 2020

5. Lastly, you should click ‘Turn-in’.

n General focts Assignmes

(s

Chemistry of Water Quiz

Points
10 peints pessible

16
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Accessing Teacher Feedback in Microsoft Teams

You will receive a notification when your Teachers return
assignments to you which will appear in the activity tab
of Teams as shown here.

B cenera o -

To access feedback, click on the notification and your
feedback can be seen on the right hand side of the
screen as shown below.

St. Matthew’s Academy
Pupil Digital Learning Handbook 17
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Resubmitting an Assignment in Microsoft Teams

You will receive a notification when your Teachers return If you have been asked to resubmit your assignment for
assignments to you which will appear in the activity tab of any reason you can do so by clicking on ‘Add work’ and
Teams as shown here. attach your new work in the same way as before.

Search or type 3 command

v u General Posts Fies CisssNotebook  Assignments Grades

a Assignments £/20 770

Chemistry of Water Quiz

Finally, click “Turn in again’.

St. Matthew’s Academy
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Using the Class NoteBook

All Class NoteBooks will have a similar basic layout.

When you click on the Class NoteBook tab, the following
screen will appear which gives you information on the
different parts of the NoteBook.

£ editNateooske S Pt (D H
m A g
Science
£ Welcome to Class Notebook
General
Your OneNote Class Notebook is a digital natebook for the whole class to store text, in
handwritten notes, attachments, links, voice, video, and more.
Each noteboal is organized into three parts:
1, Student Notebooks — A private space shared between the teacher and each indiviclual student. Teache
access every student natebook, while students can only see their own.
2. Content Library — A read-anly space where teachers can share handauts with students
3, Collaboration Space — A space where everyons in your class can share, organize, and collaborate.
-
o - * @ 3 % I -] § om 8]

By clicking on the different parts of the NoteBook you will
be able to access resources and homework that is being set
by your Class Teachers.

St. Matthew’s Academy
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You should click on the navigation button as shown below
and this will give you access to the Collaboration Space,
Content Library and your own NoteBook. Your own personal
NoteBook will be displayed with your name.

_ o
. General posts

n
ol < all teams

Science

Files  Class Motebook

Welcome t Class Noteb

Welcome to Class Notebook

General FACE Class Notsbaok in

Your OneNate Class Notebook is a digital not
handwritten notes, attachments, links, voice, v

Each notebook is srgonized inte three parts:

Student Notebooks — A private space shered betw

access every student notebook, while students can ¢
. Content Library — A raad-only space where taache
. Collaboration Space — A space where everyone in

w

f
B cenerst e

Class Notebook  Assignment

| WM\ [ Science Notebook T e
Science

o [ welome

> _Collaboration Space

Welcome o Class Hoteb.

Welcome to Class Notebook

FAQE Class Notebook in

Your OneNote Class Notebook is a digital not
handwritten notes, attachments, links, voice, v

Each notebook is arganized into three parts:

Student Notebooks — A private space shared betw
access every student notebook, while students can ¢
Content Library — A read-only space where teache
Collaboration Space — /A space where everyone in
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Summary

Within Saint Matthew’s Academy, pupils have the opportunity to develop their
knowledge and digital skills across the curriculum. Through using digital
technology effectively we can enhance learning experiences, equip pupils with
the vital digital skills required throughout their time at school, and help to
prepare them for the world of work. Digital technology can enrich the learning
experience for all of our children and young people.

Our primary approach to raising attainment in Saint Matthew’s Academy is built
on the belief that excellent teaching leads to excellent educational outcomes
for our young people. By utilising digital technology to enhance learning and
teaching in the ways described in this handbook, we can also improve
educational outcomes for our learners. It is therefore vital that Saint
Matthew’s Academy enables its learners to benefit in this way.

The ‘What makes an effective Digital Learner?’ criteria found on page 4 of this
handbook can be used by all pupils to carry out self-evaluate of their learning
which involves the use of digital technology. This gives all pupils the
opportunity to identify strengths and areas for improvement, to allow them to
seek support where required.

Online safety is vital to ensuring the success of online learning. Through our
CLEAR values and online safety inputs, pupils are made aware of appropriate
online conduct and how to report concerns. This helps to make online learning
a safe and enjoyable experience for all members of the school community.

Our approach to digital learning and teaching is keenly focused on how best to
use technology to enhance learning and teaching across all curriculum areas.
However, it is our intention that by adopting an increased and more effective
use of digital technology all of our learners will develop a level of digital skills
that will be invaluable in tomorrow’s digitised world.

St. Matthew’s Academy
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