Broward County Public Schools
Distance Learning
TEACHER GUIDELINES
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LEARNING NEVER CLOSES

INTRODUCTION
Broward County Public Schools (BCPS) is committed to supporting students and
families in making sure that learning never closes. When the school buildings are closed
for any reason (vacation, weekends, or even unexpected closures), BCPS encourages
families and caregivers to have students engage in academic activities; as such, the
following options ensure that in Broward County, learning is continuous.
Each student in BCPS has a suite of grade level appropriate academic tools available to
them around the clock, every day of the year. Access to adopted textbooks, Canvas
learning management system and dozens of other resources are available through
the Clever portal. Students can access their suite of resources via the Single-SignOn Clever LaunchPad. Some of the resources may require the teacher to provide
access before the student can initiate the activities.
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PROFESSIONAL GUIDELINES FOR
DISTANCE LEARNING
1. The School District’s top priority is the health and safety of our students, their
families, and our employees. During this unprecedented time, please make sure
to take care of yourselves.
2. Per Memorandum of Understanding (MOU) with the Broward Teachers Union: As
teachers will continue to be compensated during this emergency closure of
schools, it is expected that they will provide office hours that are no fewer than
three (3) hours per day during their regular work hours. This will provide students
with teacher interaction via email, telephone or through Canvas.
3. The same high standard of professionalism will be extremely important during
this period of distance learning. This includes:
a. Being present and available by phone, text, and digitally with students and
parents.
b. Maintaining the School District’s professional guidelines and demeanor
online, on screen, in conversations, and in written communications.
c. Providing meaningful work and feedback in the Canvas learning
management system thereby advancing student learning.
d. Utilizing the digital tools available to bridge the gap of distance and create
opportunities to interact with students virtually through the use of TEAMS
in Canvas. Zoom is also allowed, but there is no technical support for
Zoom users from BCPS.
4. Teachers may need to attend faculty meetings via technology as needed.
5. Teachers will use their district email for all email correspondences. Do not use
personal email addresses. Remember that all communication is considered a
public record.
6. Technical support for teachers is available via the District’s IT Help Desk,
Monday through Friday, 7 am – 4 pm. Call 754-321-0411.
7. Canvas support is available. To identify your Instructional Technology Facilitator
go to https://www.browardschools.com/Page/39451 and open up the accordion
link titled “Meet the Team”. Locate your Instructional Technology Facilitator (ITF)
in the Airtable and please email your ITF for additional assistance.
8. Innovative Learning will be providing ongoing informational webinars and Q&A
sessions on how to use Canvas and Microsoft Teams. Those who want to
participate in these optional webinars should complete Canvas/Microsoft Teams
Webinar Support Form at https://tinyurl.com/virtualtrainingrequest
9. Teachers are not to deliver educational materials or visit the homes of students
and their families until further notice. In the event of an emergency situation in
which you have been contacted by a student or family member, contact your
principal for guidance.
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EMPLOYEE ABSENCES
If you are not able to work on any given day, then contact your Office Manager and
Principal/Supervisor via email to make them aware.
If a teacher needs to take a day of leave or is unable to work during specified hours, the
teacher will notify students, parents, and administration prior to the beginning of the
school day and ensure that all learning activities are prepared and posted for students
and parents within Canvas.

CHILD ABUSE LAW
Children might feel more comfortable confiding in teachers within a virtual setting more
so than in person. All employees who suspect that a student has been abused are still
required by law to report their suspicions. All suspicions should be reported by calling 1800-962-2873 or report online at
https://reportabuse.dcf.state.fl.us/Child/ChildForm.aspx. After a report has been made,
staff should notify the principal or the school’s child abuse designee to ensure
appropriate support.
For further information, please contact your principal.
For Early Head Start or Head Start, staff will continue to adhere to the federal and
department guidelines located on their SharePoint department page.

E-CLASSROOM
Your e-classroom should meet the same criteria as your physical classroom.
Information should be current, up to date, and focused on the learning of the week.
Email and grading should be responded to in a professional manner. If you are having
any difficulty with your technology or equipment, then you can: 1) contact your school’s
Micro-Tech or Technology contact; 2) contact the IT Help Desk at 754-321-0411; or 3)
contact your administrator for assistance.
If you are having any issues with your instructional and digital materials, accessing
textbooks online and digital applications including Newsela, Nearpod, Vocabulary.com,
and Canvas please call Innovative Learning at 754-321-2620 and leave a voice
message. The Innovative Learning staff is monitoring all calls and will forward inquiries
to the appropriate staff member who will get back to you.
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EXCEPTIONAL STUDENT LEARNING
SUPPORT (ESLS)/ENGLISH LANGUAGE
LEARNING (ELL)
All ESE/ELL support strategies and differentiation of instruction need to be utilized
during distance learning. Teachers can contact their school’s ESE Specialist and/or
ESOL Contact for assistance. You can find more information at the following link:
https://browardschools.instructure.com/courses/123 .

CLASSROOM TELEPHONE GUIDELINES
All teachers should have a way for students to reach them during student hours (I.e.
TEAMS, email, telephone, etc.). The teacher needs to choose the best method of
communication. Microsoft Teams Audio Conferencing is the recommended means to
make phone calls. See the Appendix for detailed instructions.
When communicating via telephone with students/parents, teachers need to:
• Maintain a positive demeanor during all communication
• Call students for positive/motivational reasons
• Invite parents to participate in phone conversations
• Schedule phone conferences to resolve problems the student is experiencing
• Teachers must be available to students, parents, and school staff by telephone during
office hours
• Check telephone messages frequently and update voicemail to reflect availability

PROFESSIONAL LEARNING
COLLABORATION
Every effort will be made to provide opportunities for virtual collaborations. Schools or
district staff can use Canvas as a means of organizing materials and setting up virtual
Microsoft Teams meetings.
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ONLINE PROFESSIONALISM
Teachers will be viewed as the model for appropriate behaviors in an online setting by
our students and parents. Below are some guidelines to follow as you provide virtual
instruction:
•

•

•
•

•
•

Maintain separate sites for personal and professional use. Do not use personal
email addresses, websites, or social media sites for online teaching or
communication.
For safety and security purposes, do not post Microsoft Teams or Zoom links on
websites accessible to the public (open source sites). Links to web conferencing
tools must remain within Canvas.
Dress appropriately when you are videoconferencing.
Be aware of background noises during phone calls and videoconferences.
Background sounds from pets, televisions, and conversations by others in the
household can be distracting. Find a quiet place when meeting or delivering
content online.
Be aware of what your audience can see. Make sure that inappropriate items
are out of view of the computer’s camera when meeting online.
Make sure that you are presenting links, streamed activities, and online content
that have been previously approved and appropriate for viewing by students.

EMAIL
Teachers are responsible for checking their emails daily. Please respond to emails in a
timely manner. If using Canvas, students might send emails through the Inbox feature.
•

•
•
•
•
•
•

Maintain a positive tone in all electronic communication. Humor and sarcasm can
be easily misconstrued through written communication. Use professional
discretion.
All forms of written communication (including contact logs and withdrawal
requests) are public record. Language should remain objective and factual.
Do not use all caps in written messages or announcement pages.
Parents, if email address is available, must be copied on all relevant email
communications.
Be concise, use proper grammar, and use spell-check prior to sending your email
messages.
Return all correspondence with parents and students within 24 business hours.
Email messages are public record and may be summoned for legal use.
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STUDENT ATTENDANCE
During the period of distance learning Daily attendance will be taken at the District level.
Attendance at school is defined as signing-in the BCPS network.
Head Start and VPK teachers must document attendance in ChildPlus daily in the
“School Closure Contact” form.

EVALUATIONS
At this time, the Florida Department of Education has stated there will be no state
assessments. Therefore, there will not be assessment results needed for the BrIDGES
Student Performance Scores. The District will collaborate with the Broward Teachers
Union to determine the details for the 2019-2020 BrIDGES Evaluation.

GRADES
•

•

Teachers are responsible for maintaining and entering grades into the District’s
Pinnacle electronic gradebook. Grades entered into Canvas will transfer into
Pinnacle as long as teachers have synced their grades with Pinnacle. The link to
the tutorial to sync grades from Canvas is:
https://browardschools.instructure.com/courses/123/pages/using-the-canvas-topinnacle-integration?module_item_id=22163930
Please be mindful that students might be sharing devices, have connectivity
issues, and overall be adjusting to this new way of learning; therefore, be flexible
regarding the completion of assignments by your students.
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APPENDICES
MOU with Broward Teachers Union
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APPENDIX – Technology Support
Phone Conference using Microsoft Teams
All teachers have an audio conference license and thus have the ability to dial
out to a phone number from a Teams Meeting.
How to instructions:
Open your Microsoft Teams application
located on the left side of the screen.

and select the Calendar icon

Click on the “Meet Now” button located on the
upper right side of the screen.
Click the purple “Join now” button to activate the meeting.

You should see a People panel on the right side of the screen

If you do not see the People panel, select the icon to Show Participants pane to display
the panel.

Where it says to “Invite someone or dial a number”
type in the phone # you wish to call hit enter. to do.

10 | P a g e

When the person picks up, you will automatically be connected to them (give it about
two seconds). They do not have to select anything on their end to join, they are
basically answering a phone call.
For more information visit:
https://docs.microsoft.com/en-us/microsoftteams/dialing-out-from-a-teams-meetingso-other-people-can-join-it

Zoom recommendations:
While Microsoft Teams remains the officially supported platform for video conferencing, the
District has enabled the temporary use of Zoom for educators who may have already put in the
effort to set it up for class use. Zoom does not provide the same level of security as Microsoft
Teams. Please be aware that educators choosing to use Zoom will have the sole responsibility
for accessing support directly from Zoom and will be expected to follow established Zoom
School Administrator Guide and Gartner recommendations for student safety. The link provided
below will assist educators who elected to use Zoom in getting started.
https://zoom.us/docs/doc/School%20Administrators%20Guide%20to%20Rolling%20Out%20Zoom.pdf

Students will not have the ability to install software on school issued devices. This includes the
restriction of installing the Zoom application and Zoom browser plugin. The only way students will
be able to use Zoom is by following the process detailed here: https://support.zoom.us/hc/enus/articles/115005666383-Show-a-Join-from-your-browser-Link
Educators must comply with the following points highlighted from the Zoom Administrator’s
Guide and recommendations from Gartner:
•
•
•
•
•
•
•
•

•
•
•
•
•

Be sure to obtain parental consent
Supervised Account Creation
Require sign into account to attend meetings
In Meeting Security and Controls – Make sure you administrate these to secure your
meeting
Disable private chat
Disable Group Messaging account-wide or restrict student IM contacts
Review the Zoom for K-12 Schools & Districts Privacy Policy available here:
o https://www.zoom.us/docs/en-us/childrens-privacy.html
Never publicly share Zoom links where they could be discovered by trolls and bad actors.
The zoom invite must be placed in a Canvas announcement. This ensure that the
student is documented as engaged by Clever and the interaction opportunity is
documented in the teacher's course.
Disable “Join Before Host” so people can’t cause trouble before you arrive.
Enabling “Co-Host” so you can assign others to help moderate.
Disable “File Transfer” so there’s no digital virus sharing.
Disable “Allow Removed Participants to Rejoin” so booted attendees can’t slip back in.
Change screensharing to “Host Only” before a call starts or as soon as they see the
feature being abused during a meeting that requires students to show their work.
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•

•

Educators should connect to Zoom sessions from BCPS devices where possible and
should be aware that some students may not be able to participate in Zoom and to
monitor with other Canvas-based activities.
Support - We understand that, for some, the move to a remote learning environment
may be happening quickly and support will be needed. If you have any questions
regarding these guidelines or other topics related to student privacy, please contact
support@zoom.us.

You are responsible, as the HOST of a Zoom session, to take precautions to safeguard child
privacy and safety. Here are some stories of Zoom abuse to be aware of and to show why it is
important to follow the recommendations within:
https://techcrunch.com/2020/03/17/zoombombing/
https://blog.zoom.us/wordpress/2020/03/20/keep-the-party-crashers-from-crashing-your-zoomevent/
Please enroll in the District Microsoft Teams Canvas course to learn how to use Microsoft Teams.
https://browardschools.instructure.com/courses/866982
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The School Board of Broward County, Florida

Donna P. Korn, Chair
Dr. Rosalind Osgood, Vice Chair
Lori Alhadeff
Robin Bartleman
Heather P. Brinkworth
Patricia Good
Laurie Rich Levinson
Ann Murray
Nora Rupert
Robert W. Runcie
Superintendent of Schools
The School Board of Broward County, Florida, prohibits any policy or procedure which
results in discrimination on the basis of age, color, disability, gender identity, gender
expression, genetic information, marital status, national origin, race, religion, sex or sexual
orientation. The School Board also provides equal access to the Boy Scouts and other
designated youth groups. Individuals who wish to file a discrimination and/or harassment
complaint may call the Director, Equal Educational Opportunities/ADA Compliance
Department & District’s Equity Coordinator/Title IX Coordinator at 754-321-2150 or Teletype
Machine (TTY) 754-321-2158.
Individuals with disabilities requesting accommodations under the Americans with
Disabilities Act Amendments Act of 2008, (ADAAA) may call Equal Educational
Opportunities/ADA Compliance Department at 754-321-2150 or Teletype Machine (TTY)
754-321-2158.

browardschools.com
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