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Safe Ingress/Egress Procedures 

(1)​ Supervision of Students 
Each morning as students arrive on campus, staff are strategically assigned to designated areas 
to monitor activities; staff circulate around the campus greeting and supervising students. 
During the lunch period, staff and volunteers patrol the cafeteria and blacktop areas. When 
students are dismissed at the end of the day, staff supervise designated zones on campus to 
ensure students leave campus in a safe and orderly manner. 
 

(2)​ Visitors 
Many individuals visit the campus as volunteers or to participate in school events. To 
maintain a safe and secure environment, all parents and visitors are required to check in at 
the school office upon arrival, have their ID checked, obtain and wear a visitor’s badge, and 
then return to the school office upon departure. 
 
Instructional Continuity Plan 
To provide the highest level of student acquisition of learning by building strong relationships 
with students, parents, teachers, and site administration (our community) for clear and consistent 
communication and our community envelopment around the common goal of student mental, 
emotional, and physical well being during distance learning. It will take a strong team effort to 
ensure the well-being and academic success of our students.  All staff members play an integral 
role in making our distance learning model a success.  Teachers are expected to be available 
during their regularly scheduled work hours and to follow normal procedures for requesting leave 
and work schedule changes.   
 

1.​ Communication  
Intentional efforts of outreach to students and families to ensure all students enrolled are 
connected to the school, to their teacher, and to resources for learning will be made as soon 
as possible but no later than 5 days from the start of an emergency. Beyond providing 
devices to students for learning at home, the outreach to students will include regular 
messages via the Parent Square platform that will email, robocall and text parents. The 
school will also reach out to staff via phone, email or text message.  
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2.​ Technology, Instruction and Assessment 
Westbrook Academy utilizes Chromebooks, Google Classroom, IXL, Achieve 3000, online 
curriculum and other software as needed throughout the school year. This will ensure a smooth 
transition to distance learning in the case of an emergency.  Throughout the school year 
professional development will also incorporate utilization of technology and software.  

 
■​ Wi-Fi hot spots will be deployed as needed. 

 
■​ The school will also provide printed packets as needed. 

 
■​ When possible the school will also offer tutoring, check ins or virtual office 

hours.  
​ ​  
The school will send out a survey at the start of the school year to determine tech needs as 
accurately as possible and update when an emergency occurs.  ​
 

3.​ Access​
Meeting the Needs of Special Education Students during Distance Learning: ​
Westbrook Academy will serve all students with disabilities during distance learning by 
providing equal access to core content through co-teaching/co-planning between the 
general and special education teachers. All related services are being provided through 
outside providers via teleconferencing, and IEP meetings are being held. Communication 
between the special education team and families has been vital in order to ensure that the 
needs of SWD are being met. The schools are operating under CDE guidelines for special 
education, and working in close collaboration with our LACOE SELPA. Prior written notices 
(PWN) will be sent following school closures to serve as a written explanation of proposed 
changes in IEP on account of distance learning. Based on CDE guidelines, the IEP in place 
at the time of physical school closure remains in effect, and Westbrook Academy will, to the 
greatest extent possible, continue to provide the services called for in IEPs in alternative 
ways. 
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​ Meeting the Needs of English Learners during Distance Learning: 
●​ Designated ELD is provided for students Levels 1-3, through interactive zoom lessons.  
●​ Emerging English Learners use Rosetta Stone for individualized language practice at ​
​ their own pace for 120-180 minutes a week. This practice is in addition to enrollment ​
​ in their core content courses and individualized practice that teachers assign. 
●​ Achieve 3000 daily is assigned at each student’s level set. 
●​ Students at the minimally developed level can complete assignments in their ​
​ primary language.  
●​ Bilingual aides provide language support for all core content classes (zoom or google ​
​ phone calls). 
●​ The designated ELD teacher continues strong collaboration with content team ​
​ teachers to ensure that ELs have the support needed. 
●​ Students also are receiving language support through Integrated ELD in each of ​
​ their classes. 
●​ English learners have additional small group instruction through teacher office ​
​ hours, or work with aides, to support their ability to successfully complete ​
​ assignments in their core courses, with a focus on language skills. Office Hours can ​
​ be required for students who are struggling or not turning in work.  

 
Meeting the Needs of Foster Youth & Unhoused Students during Distance Learning: 
Connectivity will be of critical importance during virtual learning. It will be essential for our 
school to provide digital access to instruction or materials as soon as possible to those 
students who need it as long as safety guidelines can be followed. The liaison assigned to 
oversee foster youth and unhoused students will make contact with all foster youth and 
unhoused families. They will also assist with supporting social emotional needs, material 
needs as well as referrals to community organizations. These check-ins will occur weekly 
throughout the time distance learning is occurring. Any students who do not have internet 
access will be provided a hot spot.​
 

4.​ Professional Learning  
Throughout the school year professional development will also incorporate utilization of 
technology and software. Please see some additional resources.  
 

RESOURCE GUIDES  
GOOGLE CLASSROOM KEY FEATURES AND FUNCTIONS 

Below are linked training videos recommended by Google and a description of the 
feature/function.  For a full list of training videos and resources, please visit the Teacher 
Center at Google!      
  

Feature/​
Function 

Description Link to Resource Essential or 
Optional? 

Create a 
Google 
Classroom 

From your Google 
Account, see how 
to create a new 
class. 

Create a class  Essential 

Add or invite 
students/​
guardians 

Once a class is set 
up, add or invite 
students, 
guardians and/or 
co-teachers 

Add students and guardians Essential 
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https://teachercenter.withgoogle.com/first-day-trainings/welcome-to-classroom#level0-topvideo
https://teachercenter.withgoogle.com/first-day-trainings/welcome-to-classroom#level0-topvideo
https://youtu.be/xUF9c5sk4YY
https://youtu.be/OrDvdNnKqTI


 

Create 
assignments 

Create 
assignments in  
Classroom and 
organize through 
topics 

Create assignments and add a 
topic 

Essential 

Grade 
assignments 

Grade 
assignments 
assigned in the 
Classroom 

Use the grading tool Essential 

Create 
different 
types of 
assignments 

Create quizzes, 
writing 
assignments, 
discussions and 
add YouTube 
videos 

Create different types of 
assignments 

Essential 

Use live 
captioning to 
support 
diverse 
learners  

Live captions 
show the text of 
conversations 
during meetings.  

Turn on live captions 
G Suite for Diverse Learners  

Essential 

Create a 
space for 
discussion 

Use the Stream 
Page to start a 
class-wide 
discussion 

Use the Stream Page for class 
discussions 

Optional 

Record a 
webinar 

Record a webinar 
or lecture using 
Google Meet 

Record a webinar using Google 
Meet 

Optional 

Posting a 
webinar to 
the Classroom 

Using Google 
Drive, post a 
recorded Google 
Meet to the 
Classroom 

Either using your Stream screen or 
as an assignment, post a video by 
attaching it to the assignment box 
through Google Drive or by 
uploading a .mov file. 

Optional 

Live stream a 
video meeting 

Using Hangouts 
Meet and Google 
Calendar, you can 
add view-only live 
streaming to an 
event 

Live stream a video meeting Optional 

  
LIVE STREAM: Key Features and Tips for Distance Learning  

●​ Livestream and record instead of having students join live. To keep things interactive, you 
can use Slides Q&A for engagement while live-streaming 

●​ For large classes, use a live stream instead of having students join an interactive video class 
meeting (i.e. Hangouts Meets).   

●​ To help students who are deaf or hard of hearing, turn on live captions in Meet. To capture 
student responses for a recorded class, use Google Slides Q&A. 
 
ZOOM/Microsoft TEAMS: Key Features and Tips for Distance Learning     

●​ Securing Your Virtual Classroom: Learn how to add layers of security into your 
Zoom/Microsoft TEAMS meetings when scheduling a class or during the meeting. 
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https://youtu.be/o3gHDxFxfx4
https://youtu.be/o3gHDxFxfx4
https://youtu.be/YX4HxzB1xIQ
https://www.youtube.com/watch?time_continue=5&v=ZSs0P_TpVcA&feature=emb_logo
https://www.youtube.com/watch?time_continue=5&v=ZSs0P_TpVcA&feature=emb_logo
https://support.google.com/meet/answer/9300310?co=GENIE.Platform%3DDesktop&hl=en
https://edu.google.com/why-google/accessibility/gsuite-accessibility/?modal_active=none
https://www.youtube.com/watch?time_continue=48&v=tomD7kCjf6E&feature=emb_logo
https://www.youtube.com/watch?time_continue=48&v=tomD7kCjf6E&feature=emb_logo
https://www.youtube.com/watch?v=-bEJEvf6JFk
https://www.youtube.com/watch?v=-bEJEvf6JFk
https://support.google.com/meet/answer/9308630?co=GENIE.Platform%3DDesktop&hl=en
https://support.google.com/meet/answer/9308630?visit_id=637194739713570017-1285924519&rd=1
https://support.google.com/docs/answer/6386827?co=GENIE.Platform%3DDesktop&hl=en
https://support.google.com/meet/answer/9308630?visit_id=637194739713570017-1285924519
https://support.google.com/meet/answer/9300310
https://support.google.com/docs/answer/6386827
https://youtu.be/p1IMmOujc9c


 

○​ Security options when scheduling a class 
■​ Require registration: This shows you every email address of everyone who 

signed up to join your class. 
■​ Use a random meeting ID: it’s best practice to generate a random meeting ID 

for your class. This is the best alternative to using your personal meeting ID 
because your personal meeting ID is basically an ongoing meeting that’s 
always running. 

■​ Password-protect the classroom: Create a password and share with students 
via email so only those intended to join can access the class 

■​ Allow only authenticated users to join: Checking this box means only 
members of your school who are signed into their Zoom/Microsoft TEAMS 
account can access this particular class. 

■​ Disable join before host: Students cannot join the class before the teacher 
joins. 

■​ Manage annotation: Disabling participant annotation in the screen sharing 
controls prevents students from annotating on a shared screen and disrupting 
the class.  

○​ In-meeting controls 
■​ Disable video: Turn off a student’s video to block distracting content or 

inappropriate gestures while class is in session. 
■​ Disable private chat: To ensure that students focus on the lesson at hand, 

teachers can limit students’ ability to chat amongst one-another while a 
meeting is in session or in-meeting chat can be disabled entirely.  

■​ Mute students: Mute/unmute individual students or all of them at once. Mute 
Upon Entry (in your settings) is also available to keep the clamor at bay when 
everyone files in. 

■​ Attendee on-hold: An alternative to removing a user, you can momentarily 
disable their audio/video connections. Click on the attendee’s video thumbnail 
and select Start Attendee On-Hold to activate.  

​
Westbrook Academy will also explore utilizing the San Diego County Office of Education 
(SDCOE) designed units in each content area that offer essential K–12 learning . The units 
integrate content, provide flexibility, and choice, and can be accessed and shared for free.​
 

5.​ Well-being 
Social-emotional support will be provided by Counselors, Social Workers, Social Worker 
Interns and any outside providers via virtual meetings. The emotional well-being of our 
students is critical to academic success.  Our teachers and support staff are tasked with 
developing strategies for supporting students emotionally to ensure they are connected, 
engaged, and motivated to learn through participation. Our school’s website provides 
resources and will be shared via Parent Square in the case of an emergency.  
 

6.​ Support Services  
Academic support/intervention will be provided by Teachers, SPED Teachers, Instructional 
Aides, and after-school tutoring program on a daily basis. All teachers will provide daily or 
weekly office hours for targeted, small group and one-on-one instruction, in addition to 
provide students with personalized feedback answer questions, follow-up on missing 
assignments, differentiate lessons and outreach to families. 
 
We will also set up food distribution if kitchens are open or direct students/families to food 
distribution centers. If possible we will increase our Food Pantry that currently occurs twice 
a month.  
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https://support.zoom.us/hc/en-us/articles/211579443-Registration-for-Meetings?zcid=1231
https://support.zoom.us/hc/en-us/articles/201362413-Scheduling-meetings?zcid=1231
https://support.zoom.us/hc/en-us/articles/360033559832-Meeting-and-Webinar-Passwords-?zcid=1231
https://support.zoom.us/hc/en-us/articles/360037117472-Authentication-Profiles-for-Meetings-and-Webinars?zcid=1231
https://support.zoom.us/hc/en-us/articles/202828525-Join-Before-Host?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005706806?zcid=1231
https://support.zoom.us/hc/en-us/articles/115005759423?zcid=1231
https://support.zoom.us/hc/en-us/articles/115004809306-Controlling-and-Disabling-In-Meeting-Chat
https://support.zoom.us/hc/en-us/articles/203435537-Mute-All-And-Unmute-All?zcid=1231&_ga=2.229640476.1828460277.1584289344-827731685.1566335579
https://support.zoom.us/hc/en-us/articles/201362813-Attendee-On-Hold?zcid=1231
https://www.sdcoe.net/distance-learning-units-of-study/home
https://westbrookacademy.org/resources/


 

For unhoused students we will share the Disaster Preparation and Response from NCHE.  
 

7.​ Site-based Collaboration  
The school will involve stakeholders to review the plan and provide any support on 
implementation.  
 

8.​ Return to Site-based Learning  
Westbrook Academy will review the following conditions depending on the emergency 
situation to determine a school re-opening:​
 

●​ Evacuation orders lifted 
●​ Power and utilities functioning 
●​ Healthy air quality 
●​ Access to safe and clean water 
●​ Campus free from debris and hazards 
●​ Internet fiber lines connected and functioning 
●​ Staff to cover those affected by the emergency 
●​ Kitchens up and running for meals 
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