
 

 

 

Extended Digital Learning Day (DLD) Protocol 2020 for Students & Parents 
 
DLD Phase 2 
 
The following document describes Phase 2 of Seattle Prep’s DLD protocol. Given the extended nature of our 
school closure, this plan utilizes the asynchronous model we have been using with the addition of 
synchronous class sessions. Phase 2 includes the following updates/changes: 

• Addition of synchronous class sessions 

• Expectation of 60-85 minutes/work per class (AP classes should expect more) 

• All deliverables consistently due by 11:59pm on the due date 

• All assignments posted by 9am 

• All synchronous session details posted by 9am on the prior school day 
 
Digital Learning: Key Terms 
 

• Asynchronous: Students learn at different times on their own schedule within the parameters set by 
individual teachers. This method provides a convenient and flexible approach to student engagement 
throughout the week. It allows students to work at their own pace. Examples of asynchronous 
learning: videos, screencasts, email, individual assignments, projects. 

• Synchronous: Students learn at the same time in a virtual class or consultation session with their 
teacher and peers. Communication happens in real time. This method engages all at a specific date 
and time as organized by the DLD schedule and determined by individual teachers. Examples of 
synchronous learning: video conferencing, live chat, live streamed videos. 

 
Asynchronous Procedure: 
What’s New? 
Our procedure for asynchronous learning will continue as it has been through the first phase of our DLDs with 
some small adjustments:  

• Assignments will now be posted by 9am each class day.  

• Students should expect to spend 60-85 minutes per class each day. Time spent in synchronous 
sessions will count toward this total.  

• All deliverables consistently due by 11:59pm on the due date. 

• All assignments and synchronous details will be posted on PowerSchool and sent via email. 
 
Overview 

• Only courses that are scheduled to meet that day will follow the protocol (i.e. 1, 3, 5, 7 on an “A day”). 

• Faculty will post assignment details on PowerSchool and send them via email by 9am. The 
PowerSchool post and email may refer to instructions or assignments posted in other places. Once 
the initial post is made, teachers may communicate with students via other applications as needed.  

• Faculty will communicate with students regarding “office hours” or times they will be available via 
email, Teams, or other applications. 

• Students should expect:  
o 60 to 85 minutes of work for each class (more for AP classes) 
o Communication from each teacher regarding their “office hours” during which they’ll be 

available for questions  
o A required deliverable for each class to be turned in by 11:59pm each class day  



 

 

Synchronous Procedure: 
While we will continue to follow the procedures outlined above, we will be adding the option for teachers to 
host synchronous class sessions with students. The following procedures will ensure successful synchronous 
experiences. Synchronous sessions will be scheduled at the teacher’s discretion within the assigned 
timeframe. 
 

• Synchronous session times will be posted to PowerSchool and emailed to students by 9am on the 
previous school day.  

• Collegio and senior seminar synchronous sessions will generally only include half (or less) of the class 
at any given time in one session. Teachers will post details about which students should join each 
session. Students must pay close attention to these instructions and join the session they’re assigned 
to. Failure to do so may result in being marked “absent” for the class.  

• Synchronous sessions will be scheduled within the timeframes as follows: 
 

A Days: 

• 9am – 9:45am: Period 5 

• 10am -10:45am: Period 7 

• 11am – 11:45am: Period 1 

• 1pm – 1:45pm: Period 3 

B Days:  

• 9am – 9:45am: Period 6 

• 10am – 10:45am: Period 2 

• 11am – 11:45am: Period 4 

• 1pm – 1:45pm: Collaboration & Liturgies 
 
A schedule will be distributed which outlines 
the use of the Collaboration & Liturgies time 
slots.  

 
       Note: no synchronous sessions for Window 

 
Synchronous Class Session Protocols for Students: 

• Join meeting 5-10 minutes before scheduled synchronous time. You should be joined and ready to go 
by the published time. Teachers will start promptly at published time. 

• Have class materials with you.  

• Immediately mute your volume to avoid background noise.  

• Remember you are visible. You are welcome to be casual, but school dress code applies.  

• Be aware of your surroundings. Please join synchronous sessions from a common space at home. 
Avoid personal spaces such as your bed or bathroom.  

• If you drop out of a meeting for some reason (internet, glitch, etc.), rejoin as soon as you are able. 

• Focus and engage. It is easy to get distracted on your computer or cell phone. Remember that this is 
class. You are responsible for the material presented in class. Put your cell phone away. Keep your 
videoconference platform open and do not navigate to other tabs or webpages unless directed by 
your teacher. 

• Respect everyone involved. Being on screen can be vulnerable. Taking a screenshot, picture, or video, 
etc. of your class is only permissible with prior permission from a teacher. You may not post or share 
pictures, videos, screenshots, etc. Doing so may result in disciplinary action. 

• Use the chat feature only as directed by your teacher. This feature will be used to indicate that you 
have a question or answer to offer. It should not be used for personal messaging. 

• The Responsible Use Policy and Parent/Student Handbook expectations apply throughout our Digital 
Learning Days. 

 



 

 

Technical Issues: 

• If a student has an issue with their Surface or issues accessing their Digital Learning Day materials, 
they should contact helpdesk@seaprep.org for IT support.  

 
 
Attendance 

• In the case of a student illness, lack of internet access, or other situation that will prevent the student 
from fully participating in the Digital Learning Day, a parent must contact the attendance office via 
email (attendance@seaprep.org) to excuse the student. The student will be considered “absent” and 
will still be responsible for work assigned on the Digital Learning Day according to the teacher’s 
absence protocols.  

• Student participation is required each class day. Students who do not show up to a required 
synchronous session or do not submit the day’s deliverable will be reported to the attendance office 
and may be recorded as “absent” from the class.  

• The Seattle Prep attendance policy (outlined in our Parent/Student Handbook), which requires that 
students miss no more than 10 collegio classes or 6 of any other class per semester in order to get 
credit, still applies.  
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