Toronto Prep School

Academic Continuity Policy

This document outlines the key actions that Toronto Prep School
will take in the event of potential threats to academic continuity.
The policy has been modelled on identifying and utilizing best
practices from a variety of sources such as school boards, other
independent schools, and universities.
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Introduction
Toronto Prep School is committed to fulfilling its core academic mission of educating its students. It
recognizes that events such as a pandemic health emergency and natural disasters are potential threats to
academic continuity. Good stewardship requires that Toronto Prep School undertake appropriate planning and
preparation to promote continuity. At the same time, Toronto Prep School must be prepared to respond to
extraordinary circumstances in which the normal academic operations of the school may be disrupted.
Purpose
The purpose of this document is to provide a policy framework that will guide Toronto Prep School in enhancing
its ability to fulfill its academic mission in the face of potential threats to academic continuity. It is intended to apply
to circumstances and events that are potential threats to the continuity of the academic operations of the school
and relates entirely to the principles and processes that should guide Toronto Prep School in this context. It
applies to instances when the academic continuity of our program is disrupted and changes need to be made to
the normal academic operations of the school. It is important to note that the guidelines and recommendations
provided are not exhaustive and are intended as general suggestions only.
The following principles will guide Toronto Prep School in its preparation and planning for academic continuity and
in its response to a pandemic or natural disruption:
Primacy of the Educational Mission
•

Toronto Prep School is committed to taking appropriate steps to maintain the continuity of its academic
programs and activities and to provide students with a reasonable opportunity to continue learning and
complete academic requirements.

Integrity of Academic Programs
•

Toronto Prep School is committed to maintaining the integrity of all academic programs. Although steps
may be taken which result in changes to academic programs and the educational experience of students,
those changes must maintain the integrity of the academic program.

Fairness to Students
•

In seeking to maintain academic continuity, Toronto Prep School is committed to treating students in a fair
and equitable manner. It recognizes that students may or may not have the freedom of choice to attend
classes during a declared pandemic due to a mandated school closure or due to a quarantine and as such
no academic penalty will be enforced. However, students remain responsible for the course work and for
meeting course requirements as stipulated by the Alternative Learning Strategies implemented by the
school.

Timely Information
•

Students, parents, and staff need to be informed in a timely manner of changes to the academic program
including altered course requirements, rescheduled academic activities, and procedures that will take
effect once disruption to the normal academic operations occurs.

Authority to Declare a State of Disruption and the Implementation of the Academic Continuity Plan
The Principal, Vice-Principal and directors have the responsibility and authority under this Policy to declare that
a state of disruption has occurred. The state of disruption will continue until the Principal, Vice-Principal or
directors formally declare it at an end. The purpose of such a declaration is to serve notice that the academic
operations of Toronto Prep School will not proceed as normal.
Communication of Decision
In the case of a declaration of a state of disruption, the Principal, Vice-Principal and directors shall take steps
to inform the students, parents, staff and the school community at large of the changes being implemented and
of the steps being taken to support academic continuity.
Responsibilities
All members of the Toronto Prep School community share in the responsibility to enhance and maintain the
continuity of academic programs.
Toronto Prep School and its Pandemic Response Team have a responsibility to:
•

Oversee the implementation of this policy

•

Provide education and support to students, instructors and academic administrators regarding
strategies for ensuring academic continuity

•

Coordinate activity in the case of a state of disruption

•

Inform all members of the school community about a disruption, in a timely fashion and issue
communication regarding procedures to help ensure academic continuity

Teachers are responsible for:
•

Preparing course syllabi in a manner that supports academic continuity

•

Altering course procedures, requirements and methods of evaluation in consultation with school
administration and the Ministry of Education to help ensure academic continuity

•

Making reasonable accommodations for students who are unable to complete the academic
requirements due to a disruption

Students have a responsibility to:
•

Complete all coursework and academic requirements

•

Keep informed of a state of disruption and changing academic requirements and procedures

Parents have a responsibility to:
•

Provide a suitable learning environment at home and be supportive of the efforts to continue meaningful
instruction

As in all unpredictable circumstances, school administration, teaching faculty and staff, students, and parents
will all need to be flexible with one another and work together if any plan for instructional continuity for the
students is going to be effective.
Situational Considerations and Expectations:
The Academic Continuity Policy takes the following into consideration and goes forward with a number of
expectations in place:
Students and teachers have access to their laptops or an electronic device which would enable
communication between each other
Students and teachers have access to Edsby as a communication platform
Students have access to their textbooks and a base level of school supplies
Students are able to access other communication platforms as dictated by their teachers such as Turnitin,
Zoom, or Google Classroom to name a few.
Students, teachers, and parents are already familiar with Edsby as a communication platform and utilise it on
a daily basis to post course material, homework, and daily expectations via the Journal
Best Practices for Teaching Staff
•

Continue to collect and maintain a record of all assessments and grades on Edsby, Turnitin, and
DigiExam.

•

Ensure that students have ongoing access to critical course material including daily tasks,
assignments, course syllabi, notes, and online lectures through Edsby.

•

Contact your students and inform them of how the course will be changing and what they should
expect from you as an instructor.

•

Be as flexible as possible when you adjust your objectives, assessments, and due dates.

•

Plan for alternate means of assessment. Tests may be turned into take home assignments or you may
schedule quizzes and tests on DigiExam with the clear understanding that students will have access
to their notes.

•

Draw largely upon successful online course instructional strategies. These may include virtual office
hours and instructional conferences, live or recorded lectures made available online, live discussions,
and /or discussion boards, and online submission of assignments and other materials for course
assessment.

•

Coordinate with other staff members about assessment dates and time requirements to complete
said assessments.

•

Consider incorporating a multitude of online learning activities, including web conferencing, lecture
capture, podcasts, online discussion, and other survey and assessment tools.

•

•

•

Decide on what mode(s) of delivery will be best suited for your course and students: asynchronous,
synchronous, or a combination of the two.
•

Asynchronous delivery means that you and your students are accessing content and
contributing to online discussions at different times.

•

Synchronous delivery means that students are required to participate online during the
specific time when class would normally meet.

•

Asynchronous activities are the preferred method for most online courses.

•

Synchronous sessions are best used when your students need immediate interaction with
you or other students.

•

You can mix both asynchronous and synchronous delivery methods as needed; just be sure
to clearly communicate with students how they will be expected to participate on that given
day.

Asynchronous Delivery
•

Use asynchronous discussion forums in Google Classroom or other suitable platforms to
lead online conversations about key course concepts and questions. Scaffold your
discussions so that students have one deadline to post and a second deadline to respond to
other students’ posts; often, these deadlines are one day apart.

•

If you teach a course in which you provide lecture material in class and you would prefer not
to lecture in a synchronous environment, you may need to distribute your content through
Edsby and export the file as a PDF or Powerpoint/Keynote.

Synchronous Delivery
•

Host synchronous sessions on Zoom or Google Hangouts (one suggested platform) during
regularly scheduled meeting times from your classroom, your home, or any other location.
Both you and students can share audio, video, text, and documents through this tool, which
means that you can still give a lecture on course content and facilitate small-group
discussions.

•

Students should not be expected to take part in synchronous discussions outside of regular
class meeting times.

•

Ensure that students can be reached for regular communications through Edsby, Turnitin, Zoom,
and other communication platforms that may be utilized and provide students with clear guidelines
about the use of these tools.

•

Understand the framework for modifying course evaluation methods.

•

Students will be in greater need of support during this time, so be sure to be available for extra help
during regular extra help hours before and after school hours.

Instructional strategies encompass any type of learning technique a teacher uses to help students learn or gain a
better understanding of the course material. They allow teachers to make the learning experience more fun and
practical and can also encourage students to take more of an active role in their education.
It is important to note that wherever teaching and learning takes place, the importance of the teacher being there and
being mentally present with the students is the most important thing to do. As such, being logged in regularly and
providing personal, video feedback instead of just typing a response is paramount. Without your physical presence in
the classroom, it’s vital that you establish a virtual presence. Online teachers need to be engaging and supporting
students right from the start and for the duration of the course. By establishing your teacher presence, you’ll show
your students that you are both visible and available. Engage your learning community through online posts, forums,
or social media - when students see teachers putting time into discussions and engagement, they’ll be more
encouraged to participate themselves. Thus, establishing a social presence is the key to helping students learn
online.
The best online teachers use a combination of both synchronous and asynchronous activities, creating a blend of
traditional online learning styles with newer, more collaborative audio and visual tools. Working with a mix of activities
makes the content more interesting and exciting, increasing student engagement with both the teacher and other
learners.
As with traditional learning, make your expectations explicit as well as your directives and your due dates.
Instructional Strategies Chart on following pages.
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