
 

 

LCPS Guidance for Virtual Learning Experiences 

Given that schools have been closed by order of the Governor for the remainder of the 
2019-2020 academic year, LCPS “distance” learning will be conducted using positive 
proactive virtual experiences. These experiences may occur in both synchronous (teacher 
and students online together in real-time) and asynchronous lessons (teacher and students 
online at different times).  Synchronous learning environments support teaching and 
learning and offer students, teachers and other school staff who work closely with students 
multiple ways of interacting and sharing.  Synchronous learning can help teachers and 
other school staff create and maintain a positive educational environment in this time of 
virtual learning. Synchronous learning also provides teachers and students with the ability 
to collaborate and ask questions in real-time through synchronous learning technologies. 
The following guidance is provided to promote awareness among school staff and families 
regarding the proper etiquette and procedures. 

Staff Guidance on Facilitating Synchronous Learning  

1. Staff must use WebEx or Google Meet when meeting with staff or groups of 
students synchronously. Other platforms are not approved by LCPS and should not 
be used with staff and students. Google Meet works well with student 
Chromebooks.  WebEx operates more efficiently on staff computers and should be 
used when security is important. 

2. Staff must be conscious of student privacy as it relates to the Family Educational 
Rights and Privacy Act (FERPA). Any images or recordings that include students’ faces 
or names make these materials an “education record” according to FERPA, which 
has strict rules around how photos and videos can be accessed, stored and shared. 

a. Teachers may record sessions of themselves providing a learning experience 
to save and share with their students (i.e. “flipped” classroom lessons). 

b. Teachers may not record synchronous sessions with students unless they 
receive written parent/guardian consent for recorded sessions for all 
students in the session (email suffices, and a Permission Click form entitled 
LCPS Parent/Guardian Consent for Recording of On-Line Student/Teacher 
Sessions will be available for teachers to use). 

3. Staff may meet with students one on one for synchronous virtual discussions or 
learning with a parent or adult caregiver present. 

4. Staff should not discuss specific student’s grades in the presence of other students. 
5. Staff should be extremely aware of their surroundings and other household 

members when on camera. Staff should consider the following: 
a. Appropriate attire. 
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b. Appropriate “work” location in your home to include a space that is separate 
from other people in the household when possible. 

c. Consider a door with a lock or “do not disturb” sign or using a headset during 
meetings if you live with others. 

6. As staff members, we have the privileged position of modeling a personal, polite, 
positive, and professional communication style for our students to emulate in the 
virtual world. Be conscious of the use of humor or sarcasm in a virtual environment. 

7. Be mindful when sharing your screen.  Be aware of open browser windows and 
browser tabs or electronic documents that are open that may have sensitive 
information.  Host should open the desired page to be displayed in a new window.  

8. Do not leave a Google Meet with students until all students have left the session.  
9. Practice using WebEx or Google Meet prior to your first session. 

Student Code of Conduct in Virtual Learning Environment   

Although our classroom environment is virtual, the standards of behavior are as important 
as they are in brick-and-mortar schools. Our virtual classrooms are real classrooms with 
real teachers and students; therefore, appropriate student behavior is expected. To 
promote the understanding of LCPS students regarding how to behave in an online 
environment, we have developed a code of conduct that all students are required to follow. 
In addition to the Student Rights and Responsibilities Handbook (SR&R), this guidance 
addresses student interaction with LCPS staff and other LCPS students, as well as their 
individual actions. 

Student Interactions with Teachers and Other LCPS Staff 

1. Students are expected to abide by the Student Code of Conduct and be good digital 
citizens.  

2. Students should address all LCPS staff members as adults with the courtesy 
expected for education professionals. 

3. Students should phrase communications with LCPS staff in a polite and courteous 
manner appropriate for speaking to adults. The tone of emails, virtual classes, and 
phone conversations must be respectful. 

4. Students should communicate with teachers via email. If a student requests a 
Google Meet via email, a parent or caregiver must be present for the virtual 
meeting. 

5. Students should not record Google Meets. 
6. The integrity and authenticity of student work is something we take seriously and 

check using a variety of technologies. Copying the work of others, allowing others to 
knowingly copy a student’s work, and/or misusing content is prohibited. 

7. Students are not to use obscene, profane, threatening, or disrespectful language or 
images in any communications with other LCPS students. These actions are 
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prohibited as indicated in Policy 8210 and may result in temporary removal from the 
virtual learning environment. 

Appropriate Use of the Internet 

1. In the event there is a claim that a student has violated Policy 8210, Introduction to 
Student Discipline, they will be notified of the suspected violation and given an 
opportunity to present an explanation.  

2. LCPS students are subject to all local, state, and federal laws governing the Internet. 
Any student that violates this procedure will be subject to disciplinary action that 
may result in removal from LCPS class as well as other disciplinary or legal action. 

Disciplinary Action 

LCPS School Administrators will initiate the following procedure for improper behavior in 
any class during the virtual learning environment. 

1. A student may be temporarily removed by staff if a student violates LCPS Student 
Code of Conduct in the virtual learning environment. 

2. The parent(s) or adult caregiver of any student shall be notified if a student is 
removed from the virtual environment for more than 30 minutes. The teacher will 
report all violations to school level administration. 

3. Any additional violations of LCPS code of conduct or Acceptable/Responsible Use or 
the SR&R may result in additional disciplinary action. Families should contact their 
school administrator with questions. 
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