
 

 

 

September 4, 2020 

Dear Parents of SMG Distance Learners, 
 
As we move to the end of the third full week of school, teachers are beginning to schedule tests and 
quizzes as they come to a place in the curriculum where assessment is appropriate.   
 
Test taking in the virtual setting presents some challenges, not only in administering the assessment, but 
also in terms of maintaining the integrity of the assessment.   Therefore, please be advised of the 
following procedures we will follow when administering any type of assessment to procedures we will 
follow when administering any type of assessment to 3rd - 8th Grade Distance Learning students. 
Teachers of K - 2nd Grade distance learning students will communicate procedures for completing 
assessments on a class by class or individual basis.  
 
Option A: 
 

 The teacher will post the assessment to the Google Classroom no more than 5 minutes prior to 
the start of class. 

 Assessments for distance learners may vary in format, i.e. some may be completed on a printout 
paper, or teachers may administer the test digitally too (i.e. Google Forms). 

 The student will download and print the assessment. 

 The student will not have access or use of any secondary devices (i.e. phones, etc.) while 
completing the assessment. 

 Before beginning the assessment, the student should scan using their webcam live, a 360 view 
of the room in which they will be completing the test. 

 The student will complete the assessment with the computer camera clearly on the student’s 
hands, paper, and face the entire time that he/she is completing the assessment.  It may be 
helpful to place the laptop or device far enough away from the student to ensure visibility. 
Failure to maintain visibility of hands and assessment at all times will result in an immediate 
zero on the assessment. 

 Once the student completes the assessment, he/she must scan and upload the completed 
assessment back to the teacher in the Google Classroom, OR scan and attach in an email to the 
teacher BEFORE logging off or out of the Google Meets virtual classroom.  Logging off or leaving 
the virtual classroom before submitting a completed assessment will result in an immediate 
zero on the assessment. 

 In the event a student does not complete an assessment in the scheduled class period, the 
student will draw a line on the assessment at the point that they have completed, and then will 
scan and upload the document back to the teacher.  The teacher will communicate with the 
student if/when an alternate future time will be arranged to complete the assessment. 

 Distance learners MUST have access to a printer and a scanner.  If a printer is available but does 
not have scanning capabilities, other devices such as smart phones, iPad, and tablets can be 
used as a scanner.  To use the scanning feature on these devices, simply open a new page under 
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“notes”, select the camera icon, then choose “scan documents.”  The document will then be 
captured as a pdf and can be sent (emailed) to the teacher.  

 Whenever possible, a parent/guardian should be nearby to help with any technical issues, such 
as printing, downloading, and uploading the assessment. 

 
Option B: 
 

 Parents of Distance Learners are welcome to schedule a time with the appropriate teacher to 
have their student take an assessment on campus in a classroom that has been designated for 
limited uses during COVID for situations such as testing.  Any Distance Learning student who 
wishes to complete assessments on campus MUST wear a mask at all times while on campus 
and must complete the pre-screening on the Healthy Together app. 

 
As well, so far our on-Campus school community has stayed safe and COVID-free, and we pray that God 
continues to keep all of us safe and healthy.  We have had several students who were distance learning 
from home who have decided to return to school on campus, which is great!  I wanted to reiterate that 
the option to return to on-campus learning at any time is open, and parents who chose distance 
learning for the first quarter do not need to wait until the start of the second quarter should they feel 
comfortable and decide to send their students back to campus.  The scenario we will not allow is going 
back and forth each week between distance learning and on-campus learning, but deciding to return to 
on-campus learning before the end of the first quarter is an option.  Please email me should you decide 
that your student will be returning to campus soon. 
 
Finally, we continue to work to improve connectivity, visibility, and audio in each classroom.  We have 
ordered additional equipment and will be relocating the cameras in the classrooms, which will hopefully 
help improve all of these areas. 
 
Please click on the link below to electronically sign an acknowledgement form indicating that you have 
read and understand the test-taking options for distance learners as outlined in this email.  
 
Thank you for your continued patience and support and patience as we continue distance learning 
together. 
 
Blessings, 

Laura Behee, M.Ed. 
Principal 
 

 

    


