
Unity Concord International School
Home of the Falcons

UCIS Distance Learning Expectations, Roles and Responsibilities 2021

1. Teams: All communications are to be shared on your class Team e.g. Live
lessons (scheduled), playlists, mini-lessons etc. You can share this
information on Line or Dojo, however, you must share the link to your Team's
post within your line or Dojo. This will ensure parents use teams i.e. are
brought into the team when they click the link. Zoom is not permitted to be
used to ensure uniformity of our systems and to avoid confusion.

a. Please click here to view how your team should be set up - if you want
to be added to a live class team to view a set up, please message Steve
directly on Teams/Email (itdirector@ucis.ac.th) or Viraj
(viraj.gandhi@ucis.ac.th)

b. All special teachers should be an owner of your team so they can post
within their created channel on your team

c. For teams help, please view this channel within I.T. Announcements or
message Steve directly on Teams/Email (itdirector@ucis.ac.th) or Viraj
(viraj.gandhi@ucis.ac.th)

d. New students will have a training session with I.T. and a letter will be
issued to parents to help reset forgotten passwords. To request a reset
of a password, please click here to view the staff who can help reset

2. Teacher Availability: Teachers are to be logged into Teams and interacting
with students/parents during all of their scheduled class times.

3. Weekly Lesson playlists: (link to UCIS One-Week Lesson Playlist Template -
Click: “file > save as” to make your own copy to edit) must be published on
Teams and linked/attached in the correct unit on Common Curriculum in
place of your daily plans every Saturday at 12 pm. (Brain pop, YouTube
videos, and Khan Academy assignments can be included as resources). This
can be done as a series of daily playlists posted before 8 am. Weekly Playlist
Exemplar, Weekly Playlist Exemplar

4. Mini-lessons K3-G12: must be published for all lessons on Teams
a. Mini-lessons can be recorded or provided by using recorded videos,

live chats in Teams, YouTube videos or Ed Puzzle (highly
recommended). Specials PK-G5 will connect with TAs to post
information on Dojo/Line/Teams

b. Mini-lessons must model the task that teachers are asking the students
to do.

c. Every lesson that is scheduled must have a mini-lesson for it with
clear objectives.
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d. PK-G5 teachers: Use a Teams channel to do morning meeting/Circle
time live. These can be recorded for families. These parents also need
ideas to help parents keep students engaged. They need to continue
hearing English daily. Khan Academy Kids is great, easy to set up, and
free.

e. Primary Homeroom Teachers are to coordinate with specials teachers and

post their lesson materials in the daily/ weekly playlists

5. Assignments: Assignments must be provided for all classes on a daily basis.
a. We ask that total work assigned and live lesson time for the students does

not exceed 40 minutes per day per subject (i.e. If you lecture for 20 minutes,

the students receive 20 minutes of work)

b. If a student fails to submit a task, parents need to be contacted by the end of

day. (directly, though TAs, or via student support team)

c. Assignments are to be recorded and tracked.

6. Feedback: Teachers are required to check in with their classes and provide
feedback to each student daily on their assignments and be available daily
from 9 am-3 pm.

i. Feedback must be constructive and specific. (“good job” is not
feedback)

ii. Feedback provides the students with goals to work towards.
iii. Teachers must respond to all students’ questions as soon as

possible and must respond within 24 hours.
7. Verbal Feedback / Conferencing:

a. Elementary core teachers must conduct conferencing and provide
verbal feedback to each of their students at least once every week.
This can take place when you are working with small groups (reading
groups, Math groups, etc).

b. Secondary core teachers must conduct conferencing and provide
verbal feedback to each of their students at least once every 2 weeks.

c. Elementary and Secondary specials teachers should conduct
conferencing and provide verbal feedback to each of their students at
least once every 2 weeks.

d. A document with Verbal Feedback Expectations, Strategies and
Support can be found HERE.

8. Live Interactions
a. Secondary Core and Specials Teachers, we would ask that you have live

interactions with each student a minimum of twice per week. These do not

have to be traditional lessons they can be interactive activities like the ones

listed HERE.

i. We ask that all of these live interactions be calendared during your

regularly scheduled class times.

ii. We ask that total work assigned and live lesson time for the students

does not exceed 40 minutes per day per subject (i.e. If you lecture for

20 minutes, the students receive 20 minutes of work)

iii. We ask that staff schedule their lessons as a recurring event in Teams

Calendars for the entire semester.

https://docs.google.com/document/d/14L6yrW_qO1nAoEkXJJLDMCnMU4SHGEB7C67aWg8evLw/edit?usp=sharing
https://docs.google.com/document/d/1UY4ercj_SjNQy5j5L1_gSVbzqk19lUtJKbu_ZW5oA2Y/edit?usp=sharing


b. Primary Specials Teachers, we ask that you schedule your live sessions twice

per week per student. We ask that staff schedule their lessons for a week in

advance or a recurring event and that you create a channel within the

homeroom teacher’s team.

c. Primary Homeroom Teachers, we ask that you schedule your live sessions

twice per week per subject area in order to interact with each student twice

per week per subject area. For non-live sessions, you will still need to provide

a video or activity as part of the mini-lesson, and also be available on your

TEAM for office hours. You are still in your TEAM during your class in order to

work with the small groups that are scheduled or to answer any questions.

Please see item 2 for further clarification. We ask that you schedule verbal

feedback with students and parents (1:1 sessions, once every two weeks,)

Some suggestions for this might be quick calls that sound like:

i. Ask them how they're doing with everything, not just school,
emotionally, tell them they are doing great, and close with
something like..

ii. "Thank you so much for taking such an active role in your son’s
education, together we are doing amazing..!"

iii. "Thank you for being my partner in this online platform, I know it
is difficult, with your continued support, Sarah has done
amazing!"

iv. "Thank you for devoting so much time and energy into this
virtual program, this new way of teaching and learning has been
difficult on us all, your family’s support has been an inspiration to
me."

9. Attendance: Attendance is taken every day during homeroom/circle time and
recorded in Plus Portals.

10.Homeroom: Will be used to take attendance and review the schedule for the
day and student planners. Homeroom teachers will follow up with any
students who are missing work or who need any assistance.

11.Grades: During this period, all online work will be graded as if students were in
class.

a. All summative assessments must have rubrics.
b. Authentic assessments are required for each unit.

12.Admin will monitor the online learning platforms in order to support e-learning
and ensure it is successful.

13.Specials teachers PK-G5: Send Lessons/assignments to the homeroom
teachers for weekly distribution.

14.TA Duties PK-G8: Check-in with students and families daily to ensure needs
are being met. Must be available from 9 am-3 am. TAs will help facilitate
communication between teachers, students  and parents

15.PE TAs: work with the PE teachers on videos and resources for families to do
(indoors if on lockdown). Help create fun activities families can do
(worksheets, etc).

16. Academic Plans: Deans to reach out to students on academic plans one time
per week and to coordinate with subs to supply them with extra support.



17. Substitutes: follow up, tutoring students who aren't submitting work and
students on academic plans. See the Deans for your caseload.

18.Librarians: Look for ways to promote the usage of Myon. You can also
promote the use of A-Z Reading or other free platforms. If possible send
home login and information on how to use Accelerated Reader. Here are the
groupings. Librarians will also continue to work in the library to sort and
organize books. Other duties to be determined.

19. Private lessons/tutoring: teachers can do this via Teams/Zoom, will need to
facilitate with families. Keep a log as normal.

20. Clubs: There is no way to facilitate. They will not be taking place.

Note: If teachers need to come to school to work on lessons, get materials, film
calendar/circle time, lessons they may if they are not required to quarantine.

Please see IT for any assistance with any online learning platforms and feel free to
contact admin for any assistance.


