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Teacher Expecations and Guidelines

2020-2021

Remote Learning
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Instructional Attestation Statements (TEA)

A- Staff Attendance
B- Learning Management Systems (LMS)
C- Instructional Schedules
D- Student Attendance
E- Student Engagement
F- Student Progress & Feedback
G- Grading
H- Virtual Class Observations

Digital Learning Standards

Galena Park ISD will provide virtual instruction for students who are 
required or choose to learn remotely this school year utilizing an 

ASYNCHRONOUS plan. The expectations and procedures outlined below 
are for teachers and staff who are providing this virtual instruction. 

Applicable district policies have been summarized in this addendum where 
appropriate. However, all district policies established in the Employee 

Handbook are still in effect.
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Instructional Continuity Attestations for Asynchronous Instruction

 Teacher interaction with students is predictable and sufficient to support schedule.

 Teacher availability for students is planned in advance, predictable, sufficient for student progress, clearly 
defined and published.

 Students can access instructional support from teachers when needed, direct instruction is delivered by 
teachers, and students know how and when they can interact with their teachers.

 Students are provided clear means to engage with academic material on a daily basis.

 Student IEPs are followed regardless of learning environment.

 Student academic work ensures engagement that is equivalent to direct content work that a student would be 
engaged in over a normal school year.
• PreK (1/2 day)- 90 minutes
• PreK (full day)- 180 minutes
• K-5th grade- 180 minutes
• 6th-12th grade- 240 minutes

 A full, TEKS-aligned curriculum is executed with:
• Assessments to ensure continued information on student progress
• Instructional materials that support a coherent, logical sequence to ensure continuity of learning and 

retention of knowledge

 Instructional materials include specifically-designed resources and/or accommodations and modifications to 
support students with disabilities and English learners.

 District-adopted instructional materials are used during virtual instruction and in the hands of students.

 Expected student progress is planned in advance, defined by day, and ties to the overall course coverage in the 
course syllabus.

 Daily, trackable student engagement exists to ensure curricular progress in asynchronous learning. Progress 
can be measured using:
• Data from the LMS made that day
• Evidence of teacher/student interactions made that day
• Completion and submission of assignments planned for the day

 Systems to measure academic progress of all students are implemented to inform instructional decisions and 
practice.

 Student feedback is provided from instructor(s) at least weekly, including next steps or necessary academic 
remediation to improve performance.

 School grading policies for remote student work are consistent with those used for on-campus students and 
assignments.

Texas Education Agency
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Staff 
Attendance
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Teachers who provide virtual instruction are expected to work and/or be 
available during their assigned work hours each day.

Elementary, 7:30 am – 3:30 pm
Middle School, 8:30 am – 4:30 pm
High School, 7:00 am – 3:00 pm

Teachers who are unable to perform their daily duties, or will be unavailable, 
must contact their immediate supervisor and input an appropriate absence 
in TEAMS.

The teacher’s work location will be dependent on Galena Park ISD’s color-
coded level for COVID response in the community (chart available on 
district’s Return to Work webpage) and the staff member’s eligibility.

*Campus administrators will communicate which days ELIGIBLE teachers are 
to report to campus.

Teachers/employees with school-age children who are required to work 
remotely may bring them for on-campus days IF the teacher/parent and 
child(ren) agree to and comply with the safety and participation guidelines 
established by campus administrators.  Students who become an 
instructional distraction or health concern for the campus will not be allowed.

Teachers who are unable to provide quality virtual instruction from home due 
to internet and/or technology concerns will be able to report to the campus 
(or another district facility) each day.  

Teachers with personal restrictions or concerns regarding attendance and/or 
on-campus days should contact their immediate supervisor as soon as 
possible.

Staff Attendance

RED Severe Response Teachers provide virtual instruction from home

ORANGE Significant Response Teachers report to campus on assigned days*

YELLOW Moderate Response All teachers report to campus daily

GREEN Minimal Response All teachers report to campus daily
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Learning 
Management 

System 
(LMS)
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Teachers will have students participating in remote learning scheduled 
similarly to students in traditional classrooms. All remote instruction will be 
scheduled, facilitated and evaluated by the student’s assigned classroom 
teacher(s).  

All teachers will utilize an online learning management system for 
assignments, instructional resources, assessments and student work 
submission.  Teachers need to assign at least one (1) co-teacher for each class.

Students participating in AP and/or Dual Credit classes will be required to work 
in additional learning management systems applicable to these classes (i.e.-
Blackboard, College Board, etc.).

All virtual class sessions with students 
will be conducted with Google Meet.

Virtual conferences and meetings with parents and teachers may be 
conducted on other virtual meeting platforms; however, Google Meet is 
recommended.

The teacher’s camera should be “ON” for all virtual sessions with students or 
parents and while participating in virtual trainings.  
• Teachers may require students to have their cameras on during virtual sessions.

Teachers will be required to create an invitation/request form for parents to 
join the LMS for their child’s class.  This form should be posted on the teacher’s 
webpage.

Learning Management 
System (LMS)

PreK-2nd grade SeeSaw or Google Classroom

3rd-12th grade Google Classroom

Special Education Teachers SeeSaw or Google Classroom

Elementary Enrichment SeeSaw or Google Classroom
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Instructional 
Schedules
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Teachers will be required to create and publish instructional 
schedules for each class, subject and/or period.  The instructional 
schedules should ensure the following:

1) Instructional schedules outline expected time for students to interact with 
academic content.

• Expectation for daily interaction with academic content is clear.

• Times are defined for student interaction with academic content.

• It is clear that all student groups will have the opportunity to engage in @ a 
full day of academic content every day.

2) Instructional schedules outline expected time for students to interact with 
teacher(s) and receive instructional support. Expectations and pre-planned 
times for teacher/students interactions should be:

• Clear

• Adequate for all students

• Differentiated for students with additional needs

Student academic work ensures engagement that is equivalent to direct content work that a 
student would be engaged in over a normal year.

Teacher interaction with students is predictable and sufficient to support schedule.

Students are provided clear means to engage with academic material on a daily basis.

Instructional Schedules

PreK (1/2 day) 90 minutes

PreK (full day): 180 minutes

Kinder-5th grade 180 minutes

6th-12th: 240 minutes
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Teacher availability for remote learners should be planned, predictable and 
adequate.  Teachers should develop and publish schedules and contact 
procedures to ensure students know when and how to request academic 
assistance and/or interact with the teacher(s).

 Office Hours: Teachers who provide virtual instruction to students will be 
asked to identify and communicate “office hours” for which students and/or 
parents may contact them for assistance. 

 Tutorials: Teachers will continue to provide tutorial services to students 
virtually in a 100% remote learning environment. Tutorials must be provided 
for all students in order to make growth. Tutorials may be provided before, 
during or after the regular virtual school day.                                                                          

In the event of a hybrid learning environment (virtual instruction with 
face-to-face opportunities), teachers shall continue to provide tutorial services 
to students virtually with an optional face to face tutorial offered to students 
once a week. During optional face to face tutorials, teachers will comply with 
the current social distancing standards established at the time. Students will 
be assigned a certain day of the week to attend, if needed.

 Homework Hotline: Each teacher will be scheduled to assist with the campus 
Homework Hotline for students.  The Homework Hotline must be available 
after the campus’s instructional hours for core content areas.

Students who are working remotely will have the same access to academic and 
socio-emotional support systems as students on campus.  Each teacher and 
campus will communicate procedures for how to contact them if assistance is 
needed.

Students who need academic assistance with classwork/assignments may:
• Text or call their teacher through SchoolStatus 
• Call the campus’s Homework Hotline (contact info on teacher webpage)
• Email their teacher

Students who need guidance/counseling may contact campus counselors by:
• Calling the campus’s main phone number
• Using the Counselor Contact link on the campus webpage
• Emailing the counselor

 Teacher availability for students is planned in advance, predictable, sufficient for students 
progress, clearly defined and published.

 Students can access instructional support from teachers when needed, direct instruction is 
delivered by teachers, and students know how and when they can interact with their 
teacher(s).

Instructional Schedules
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Student 
Attendance
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Teachers will be required to take and monitor attendance for 
assigned students working remotely. 

Attendance will be taken daily for all students, including those 
participating in remote learning. In order to be marked “present”, 
remote learning students must engage in educational activity by 
11:59 pm each day. Students can meet the requirement for 
attendance by:

 Completing and/or submitting assignments electronically on   
the teacher’s LMS (Google Classroom or SeeSaw)

 Participating in a virtual (Google Meet) class session with a 
teacher

 Logging into ClassLink and working on an academic site 
(STEMscopes, iStation, etc.)

 Having an academic discussion with a teacher via text or 
phone call in SchoolStatus, Homework Hotline, Email or 
Google Meet

Campus administrators will communicate attendance 
collection and documentation procedures.

Daily, trackable student engagement exists to ensure curricular progress in asynchronous 
learning. Engagement can be measured using data from the LMS, evidence of teacher/student 
interactions, or completion and submission of assignments planned for the day.

Student Attendance
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Student 
Engagement
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Teachers are expected to track daily 
student engagement.  The 
expectations should be consistent 
with what would occur in an on-
campus classroom.  Daily student 
engagement needs to be:

• Defined

• Trackable (system for tracking 
daily student engagement)

Campus administrators will 
communicate collection and 

documentation procedures for 
tracking student engagement.

Teachers will interact with their 
assigned students working remotely 
on scheduled days as if they were 
conducting face-to-face classes.  
These interactions should be 
predictable and adequate
to ensure student progress in the 
class. 

Teachers should ensure that all 
remote learners are instructed with 
the same curriculum as students in 
on-campus classrooms and have 
the same access to district-adopted 
instructional materials. Appropriate 
resources should be provided to all 
students with disabilities and English 
learners.  All IEP’s should be followed. 

For each class/subject/period, teachers 
are expected to:

• Instruct students with the same curriculum 
presented in the traditional classroom (same 
standards and sequence) and ensure access to 
the same instructional resources

• Assign work to be completed both online and 
offline

• Provide activities for students to complete 
independently and/or guided by a teacher

• Ensure student work is submitted electronically 
through the LMS platform

• Evaluate and/or grade all assignments
• Provide feedback on class work and student 

progress 
• Respond to remote student and/or parent 

contacts and requests for academic assistance
• Conduct interactive class sessions in Google 

Meet for each subject and/or class scheduled
• Engage in instructional conversation with 

students each week
• Administer the same assessments (tests) to 

remote students as students on campus

Teachers should plan student activities 
such as:

Virtual, interactive class sessions each week 
in Google Meet 

Recorded class sessions and/or instructional 
videos for students to view

Assignments in appropriate instructional 
programs (i.e.- iStations, STEMscopes, 
StudySync, Edgenuity, etc.)

Working offline independently (i.e.- reading 
books, completing projects, etc.)

Student Engagement

 Teacher interaction with students is predictable and sufficient to support schedule.

 Student IEPs are followed regardless of learning environment.

 Instructional materials include specifically-designed resources and/or accommodations and 
modifications to support students with disabilities and English learners.

 District-adopted materials are used during virtual instruction and available to all students.
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Students who are working remotely 
are not required to participate or 
engage at the same time as the on-
campus classroom students.* While 
each class will have scheduled 
sessions, parents and students may 
determine the most appropriate 
time each day to complete the 
activities. All interactive class 
sessions should be recorded by the 
teacher and made available for a later 
viewing.

*Students enrolled in Dual Credit 
classes are required to attend 

virtual classes at their scheduled 
time in order to receive 

attendance credit.

Student activities and assignments 
for the day should be posted to the 
teacher’s LMS by 8:00 am. At least 
one activity/assignment should be 
due daily.  To ensure consistent, 
daily engagement, assignments 
should not be posted in bulk and 
due at the end of the week or month.  
Assignments submitted late (after 
11:59 pm) have a maximum grade 
penalty of 10 points. All student 
assignments will be submitted 
digitally to the online platform of the 
teacher(s). Photos and/or videos of 
hands-on and paper assignments 
can be uploaded into the Google 
Classroom or Seesaw account. Paper 
assignments may be sent home with 
the students for online submission.

All student work will be submitted 
digitally in a remote learning 
environment.  Campus 
administrators will need to approve 
any exceptions to this requirement.  
Teachers who believe there are 
extenuating circumstances for one or 
more students in their class should 
notify a supervisor as soon as possible.

Students who participate in remote 
learning may be required to complete 
some activities or assessments on 
campus.  Students should be 
contacted by administrators and/or 
teachers if there are any on-campus 
requirements for their enrolled 
course(s).  Procedures for on-campus 
attendance should be provided in the 
communication.

 Students may be required to take 
some assessments at a district-
facility under the supervision of a 
test proctor (ex- semester exams, 
STAAR/EOC exams).

 Some courses require specialized 
equipment, direct supervision of 
hands-on activities, and/or 
specific materials and technology 
which cannot be accessed 
remotely.

Students working remotely are 
expected to take all campus- and 
state-required assessments (ex-
semester exams, STAAR/EOC exams).  
Performance standards for these 
exams are the same for all students 
regardless of their learning setting.

Student Engagement
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Student 
Progress and 

Feedback
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Teachers should ensure that systems to measure academic progress of all students are 
implemented to inform instructional decisions and practices. Expected student progress 
should be planned in advance, defined by day, and tied to the overall course coverage in 
the syllabus. Progress can be measured using:

• Data from the LMS that day

• Evidence of teacher/student interactions made that day

• Completion and submission of assignments planned that day

Campus administrators will communicate collection and 
documentation procedures for tracking student progress.

Teachers will provide students regular (at least weekly) feedback based on student 
performance and progress. Parents of students working remotely may select for classroom 
teachers to contact their child directly for instructional conversations by providing the 
district their child’s cell phone number during returning student verification or new 
student enrollment.  Teachers are required to use SchoolStatus to document and record all 
student contact.

A parent shall receive contact if his or her student(s) is receiving a failing grade on the 
progress report or report card or if there is a significant drop in the grade during the course 
of the grading period.

• Each teacher shall submit a Contact Log to his or her appraiser/principal at the end of 
the grading period with the failing students’ names and grades attached. Leaving a 
message on an answering machine shall not be considered contact with the 
parent/guardian. Email or text messages may be considered contact if the parent 
responds.

• A parent/guardian shall be contacted any time his or her student’s grade drops from 
passing to failing during a grading period. Elementary parents will be contacted when 
there is a drop in a letter grade.

• A conference shall be scheduled with a parent/guardian of a student who fails during 
the grading period. Documentation shall be submitted to the teacher’s 
appraiser/principal.

• If a parent or student cannot be reached, teachers should follow the campus protocols 
for reporting non-contact or lack of student engagement to campus administrators.

Expected student progress is planned in advance, defined by the day, and ties to the overall 
course coverage in the syllabus.

Systems to measure academic progress of all students are implemented to inform 
instructional decisions and practice.

Student Progress and Feedback
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Grading
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Teachers will evaluate and/or grade work submitted by assigned students 
who are working remotely following all established grading policies and 
procedures outlined in the Student Handbook and Employee Handbook. 
Students in remote learning environments will be evaluated with the same 
standards as students on campus, including the calculation of grade-point 
averages (GPA) and class rankings.  

Since remote learners are allowed to work “asynchronously” (not at the 
same time), teachers can not penalize students who do not attend virtual 
sessions as scheduled. These lessons should be recorded and posted for 
students to view and complete the work at a different time. Teachers 
should establish procedures for students to submit documentation of 
watching the recorded lesson (ex.- email work assigned in video, submit a 
form answering questions, etc.).

Grades should be a reflection of a student’s level of academic development 
and accomplishment. Texas law requires all teachers to assign grades that 
reflect the student’s mastery of an assignment. Teachers are expected to 
follow local Policy when determining students' grades.  

**If the district and/or campus is working on the HYBRID model (virtual 
instruction with face-to-face opportunities), all grades must reflect work 

assigned and completed on the digital platform. 

School grading policies for remote student work are consistent with those used for on-campus 
students and assignments.
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Policy EIA summary:

● The District shall permit a student who meets the criteria detailed in the grading guidelines a reasonable 
opportunity to redo an assignment or retake a test for which the student received a failing grade.

● Notice of a student’s consistent unsatisfactory performance shall be issued. 

● Requires a district, at least once every three weeks, or during the fourth week of each nine-week grading period, 
to give written notice to a parent if a student’s performance in a foundation curriculum subject [see EHAA] is 
consistently unsatisfactory, as determined by the district

The Galena Park ISD Employee Handbook states:

• The teacher shall provide feedback on assignments.

• A parent/guardian shall be contacted any time his or her student’s grade drops from passing to failing 
during a grading period.

• A conference shall be scheduled with a parent/ guardian of a student who fails during the grading period.

• A parent shall receive contact if his or her student(s) is receiving a failing grade on the progress report or 
report card.

• Teachers will differentiate their instruction to meet the needs of all students. Teaching is a blend of whole 
class, flexible groups and individual instruction.

• Grades are to be recorded for work related to the Texas Essential Knowledge and Skills (TEKS) taught 
during each reporting period. Grades will not be determined by disciplinary issues, compliance with 
classroom rules, or bringing supplies to class.

• All work must be graded, recorded in Skyward, and returned to the students within 72 hours. The exception 
is for full compositions, for which the timeline is increased to one calendar week.

• The teacher shall provide feedback on assignments.

• Teachers are required to reteach objectives and/or concepts when 25% or more of the class did not 
achieve 75 or higher on any assignment. This may occur individually or in group settings 
depending on the number of students needing re-teaching during or outside of class time.

• When assignments are returned to students, the students will have an opportunity to ask 
questions about what they missed.

• For subjective assessments (short answers, essays, etc.) students are to receive feedback for 
improvement if points were deducted from the grade. Students need to understand why they did 
not get full credit.

• Before teachers assign a grade of less than 70 for any progress report or reporting period, they will 
document that all the following steps were taken:

• Parent/guardian was contacted via School Status.

• We value learning so the student will be given a relearning opportunity provided by the teacher.

• Once the student has received re-teaching of the skill the teacher will re-assess when allowed or 
required by policy.

• The teacher will do everything possible to reach parents.  If unsuccessful reaching parents/students, the 
teacher will notify the campus administrator or follow the campus protocol for locating parents. 
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Virtual Class 
Observations
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Teachers who teach virtual instruction will be evaluated with the same 
instrument as teachers who instruct students face-to-face (TTESS) and 
have the same number of observations completed.  The District’s TTESS 
Opt Out program is available to all classroom teachers regardless of their 
instructional environment (virtual, face-to-face or hybrid).

Appraisers may collect evidence of instructional competency through the 
following methods:

• Teacher conferences (pre- and post-observation)

• Informal observations
• In the classroom observing the teacher
• On the platform during a virtual class session

• Formal observations
• In the classroom observing the teacher
• On the platform during a virtual class session

• Lesson plan review

• Learning Management System (LMS) review/analysis

• Student Data analysis

Teachers need to provide their appraiser with the Google Meet link for each 
virtual class at the beginning of the school year. 

Formal observations are 45-minutes in length; however, the observation 
can be broken down into smaller chunks of time.

Virtual Class Observations
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Virtual Class Observations
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Galena Park ISD

DIGITAL LEARNING STANDARDS

1. Each teacher will complete trainings for their Learning Management 
System (LMS).

1. Each teacher will choose one new tool to utilize within their LMS to 
enhance digital instruction or assist with classroom management 
(TTESS goal).

2. Each teacher will create and maintain a webpage for the duration of the 
school year.  Webpages must include the following information:
• Weekly instructional calendar (consistent and predictable each week)

• Form/procedures for parents to request Google Classroom or 
SeeSaw access

• Teacher contact information
• Office hours for remote learners 
• Homework Hotline information

3. Each teacher will include at least two digital learning experiences per 
week per class/period using Substitution, Augmentation, Modification 
and Redefinition (SAMR) integration activities provided in the 
curriculum scope and sequence.


