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O N L I N E
C L A S S E S
T E C H N I C A L
R E Q U I R E M E N T S

Saint John's College Junior College has been

working diligently to continuously bring to its

students the same quality education we have

been providing for over a hundred years.  Of

course, with the global pandemic, much has

had to change.  This includes a massive

change in the education system of Belize.  

St. John's College is now embarking on a new

school year with an entirely new format.  The

mode of online schooling is new and different

to all of us. Therefore, we ask our students to

be patient with each other while we learn to

navigate a new course on a digital platform. 

Students are expected to have a digital

learning device preferably a desktop

computer, Chromebook, or laptop with a

reliable internet connection to participate in

their online classes. 

A mobile digital device such as a cell phone or

tablet may have different formats and

accessibility at which point it is the student's

responsibility to acquire class content and

complete any class assignments or

assessments as specified by the class

instructor.

A further requirement is that students' devices

have both a microphone and camera access. 
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Goal

Equipment 

Technical Issues
Students are to report technical issues to

the IT Support (itsupport@sjc.bz) as soon as

possible.  It is important that these issues

are addressed as soon as possible.

Extended technical issues can impact your

studies greatly.

Devices must be updated to the latest

plug-in version on their device (e.g. Java) in

order to access video or audio files.

Some classes may require additional

software apps that students will need to

download to access course content.

Get the Right
Apps 
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T H E  O N L I N E
C L A S S R O O M
A R C H I T E C T U R E

Although you are not in a physical classroom,

you are still in a classroom. Try to create a

study area with minimal distractions. 

If you are living with others, try to set  a time

where the space is yours alone. 

Keep your space clean. comfortable and calm

so that you can focus on your studies. 

All class sessions are scheduled for 50

minutes.

Each class session will run on a three day

cycle with two sessions being synchronous

and one session being asynchronous.

In the two synchronous sessions, you will

have live instruction. In the one asynchronous

session, you will work independently.

Your class instructor will indicate to you the

time and date of your asynchronous session.

Online classes will be carried out by

using the Google Classroom platform.

Live instruction will use Google Meets.
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Create a study area.

Online Class Format

The Learning
Platform

Live Instruction
Live Instruction will use Google Meets.  The

Google Meet link will be uploaded in the

classroom stream prior to the start of the

class. 

Some sessions may be recorded at the

discretion of the instructor.

Accessing Your
Class
Students are required to use their college

issued email (ID number@sjc.bz) to access

online classes, join live instructions and

submit assignments. This is mandatory as

work or invites from other emails will not be

accepted. 
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S T U D E N T S '
R O L E S  &
E X P E C T A T I O N S

If a student is absent for three

synchronous class sessions, they will

receive a verbal warning.

A fourth synchronous absence will be

referred to the Dean who may

discretionally decide to withdraw the

student from the class. 

If you will be absent, kindly send an

email to the office of the Dean

(adminassistant@jc.sjc.edu.bz).

Students are expected to attend all class

sessions.  Instructors will keep a record of

attendance for each class. 

Students must mute their microphones

before entering into the live sessions.
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Attendance

Google Meets  
Login Etiquette

Engage in Your
Learning
When watching a live session, it's a good

idea for you to take notes just as you would

in a face-to-face classroom setting.  

Read all relevant material beforehand so that

you may fully participate in the learning

process.

Questions or question requests are to be

submitted in the Google Meet Chat feature.

Your instructor will then acknowledge your

request or question.  This will only be

required until the Google Meets' upgrades

are instituted in September, 2020. 

Students must turn on their camera for the

duration of the session.  Failure to turn on

your camera will result in a marked

absence.  Punctuality

Students will be marked as late if they log

on to their live sessions any time after the

scheduled time.

After 15 minutes, the student will be

considered absent.

If a student's lateness results in missing an

assessment, he/she may be assigned a

zero.

Students are expected to log on to their online

classes on time. 

3



S T U D E N T S '
R O L E S  &
E X P E C T A T I O N S

You are required to be seated upright in a

supportive chair for the duration of the

session. 

You are required to wear appropriate attire

for the sessions (See Dress Code Guidelines

in the Student Bulletin).

Other than drinking water, you are not to eat

or drink during the live sessions.

You are not allowed to use 'Present Mode'

or 'Present Now' without the prior approval

of the instructor. Violations will not be

tolerated and will be dealt with as a

disciplinary issue. 

You are to remain in the live session for the

entire length of time assigned.  If you 'leave

the call' prior to dismissal by the instructor,

you will be marked as absent until after a

consultation with the Dean.

You must 'leave the call' immediately at the

end of the class session or as instructed by

your class instructor.

Live sessions are expected to keep an

academic and professional atmosphere. 
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Live Session Presence
Etiquette

Assignment
Submission
The instructor must be notified if an

assignment will be late.  Failing to do so

may result in a zero for the assessment.

 The acceptance of late assignments will

be at the discretion of the instructor.

Assignments submitted through other

platforms will NOT be graded.

All assignments must be submitted on the

Google Classroom platform on or before the

deadline.  

Assignments
Students will find class assignments and

assessments  along with their deadlines

in the 'Classwork' section of the Google

Classroom.

Assignment
Deadlines

Assessments
Assessments must be submitted on time.

Assessments must be submitted in the

format required by the instructor.

Assessments that are submitted with blank

documents will be assigned a zero.

If you have a valid reason for being absent

for a scheduled assessment, you must

inform the instructor prior to the date or

prior to the scheduled time of the

assessment. 

You must reschedule any missed

assessments with the instructor in a timely

manner. It is your responsibility to recover

class material while you are absent. 
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S T U D E N T S '
R O L E S  &
E X P E C T A T I O N S

If a student is diagnosed with Covid-19,

he/she must first inform the Office of the

Dean immediately.

If a student is unable to access online

courses due to being quarantined or due to

severe illness, he/she may receive an 'I' or

Incomplete Grade for classes at the

discretion of the Dean. 

While we wish the continuous good health and

safety of our students, we realize that students

may get sick due to the spread of Covid-19.  
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Extenuating
Circumstance:
Covid-19

Extenuating
Circumstance:
Practical
Assessments
Only when Covid-19 restrictions are lifted

by the government and approved by the

administration will students be allowed on

campus to complete individual courses

which may require tactile assessments

such as music exams, art works, labs and

other practical assessments. 
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Having online classes is a fairly new concept

in the education system of Belize. 

However, students must remember that even

though the mode of their learning has

changed from face-to-face to online, they are

still students engaged in learning from the

school.  Students are still expected to exhibit

the Ignatian values that SJC instills in them.

Therefore, students must remember that the

rules of the Student Handbook still apply even

though the mode of learning is online.

General Rules to
Consider

Disciplinary
Measures

Student being muted in the platform.

Student may be withdrawn from

classes pending a disciplinary review.

Suspensions and expulsions are still

part of disciplinary measures. 

The school reserves the right to instill

disciplinary measures as necessary even

in the platform.

Disciplinary measures include:

S T U D E N T S '
R O L E S  &
E X P E C T A T I O N S

Zero-Tolerance
Policies

Recording of class sessions that result

in ridicule of some sort to classmates,

instructors or the school be it through a

social media post or private message

via chat apps (eg. WhatsApp, Discord,

Snapchat etc). 

Recording and posting of class

sessions without the express

permission of the school.

Posting the image or likeness of

classmates, instructors or any faculty

member in pictures, memes, posts etc.

that bring about ridicule, disrespectful

or tasteless comments.  

Posting the image or likeness of any

classmate, instructor or faculty

member on any social media platform

or chat app that brings about ridicule,

disrespectful or tasteless comments.

Inappropriate chats, chat groups, or

posts discussing classmates,

instructors or faculty members with

tasteless, crude, disrespectful

comments regardless  of which

platform these chats may occur.

Cyberbullying  in any way, shape or form

will NOT be tolerated and may result in

serious consequences for the student

such as suspension or expulsion.

Cyberbullying includes, but is not limited

to the following:

223-3731  | PRINCESS MARGARET DRIVE, BELIZE CITY 6



For queries regarding classwork, students

may contact instructors via the Google

Classroom through a private comment

regarrding the assignment being queried. 

Questions or queries concerning classwork

may also be sent to the instructor's school

email from your assigned school email

(IDnumber@sjc.bz).

Queries about other matters need to be

sent to the appropriate offices.  Students

may call or email the appropriate offices

(page 8). 

Although we are unable to meet for face-to-

face conferencing, we are providing

alternative arrangements. 

C O M M U N I C A T I O N
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Reach Out for Help

Virtual Conference 

During this time, you can schedule a

virtual conference with your instructor for

advising or clarification on matters

pertaining to the course.

Your instructor may conference with you

via an assigned video conferencing

application such as Zoom, Google Meets,

Microsoft Teams.

If there is urgency to schedule a

conference prior to Friday, please email

your instructor to make an appointment. 

Office Hours:

       Every Friday  8:00 a.m. to 2:00 p.m.

Question &
Answer Etiquette

Instructors will respond within 48

hours to your query. 

Keep in mind that instructors are

under immense pressure to prepare

lectures for online delivery so they

may not respond immediately.

While we want you to reach out

whenever you have queries, we ask that

you be patient. 

Question &
Answer Format
All messages and emails must be

formally and respectfully written.  They

also must have a proper greeting (e.g.

Dear Sir/Madam, a professional tone and

a signature. 
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Communication among students during

class time is only allowed when authorized

by the instructor. 

If authorized by the instructor, students may

meet to discuss class work while waiting for

the session to begin.

Personal conversations with others should

be avoided within the live session.

Interaction with your peers in the live sessions is

to be treated as if you were in a physical

classroom setting.

P E E R - T O - P E E R
I N T E R A C T I O N
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Live Session
Interactions

Respect
As the school's motto states, we expect that our

students will be 'Men and Women For and With

Others'.  Therefore, students are expected at all

times to be courteous and respectful in the way

they speak and interact with peers and

instructors in their online classes. 

Respectful
Language

Informal conversations are not allowed

even if you are waiting for the session

to begin. 

Respectful language must be used

even in disagreement with your peers

during collaborative work.

Respectful language is expected in

your submitted assignments. These

should be free of obscenities,

derogatory remarks or innuendos. 

Students are expected to speak

respectfully to everyone in the online

classroom at all times.  

Respectful
Participation
Just like if you were in the physical

classroom, you will be expected to

engage in a level of participation with

others in your online classroom. You are

expected to participate and engage in a

respectful manner at all times. 

Consequences
If a student fails to show courtesy or

respect for instructors and/or

classmates, a virtual conference with

the Dean will be scheduled and

appropriate consequences will be

instituted. 
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For additional services and transactions please contact the
appropriate offices:

• Office of the Dean: dean@jc.sjc.edu.bz

• Academic Affairs/Admissions Office: lmccoy@jc.sjc.edu.bz

• Student Affairs Office: studentaffairs@sjc.bz

• Finance Officer: accountsreceivablejc@sjc.edu.bz

• Office of the Registrar: registrar@sjc.edu.bz

• Counselling Center: counselling@sjc.edu.bz

• Campus Ministry Office: campusministry@sjc.edu.bz

• Bookstore: bookstore@sjc.edu.bz

• IT Support: itsupport@sjc.bz

OFF I C E  D I RECTORY
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'MEN AND

WOMEN FOR

AND WITH

OTHERS'
-ST. IGNATIUS

DISCLAIMER: THE ADDENDUM MAY BE UPDATED
PERIODICALLY AT THE DISCRETION OF THE ADMINISTRATION
OF THE SCHOOL.

Protocols prepared by
The Administration &
Educators of St. John's College
Junior College

Document prepared by
Adriani Coleman
Digital Learning & Pedagogical Solutions


