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SECTION 1.0 

INTRODUCTION 

 
WELCOME 

  
Welcome to The University School. It is great to have you on board!  At The University School 
we recognise the benefits of a genuine partnership with parents. These Virtual Teaching & 
Learning Guidelines were designed to  acquaint you with the operations of The University 
School in a virtual environment and should be read together with the Parent Handbook which 
is available on our website (or together with the Teacher Handbook for teaching staff).  We 
trust that it will provide you with all the relevant information you may need regarding the 
school's policies and procedures and guidance as to how you can support your child’s 
education during an online learning programme. In addition to the information contained in 
the booklet, you are expected to stay informed of all school regulations and to contribute to 
school improvement by suggesting ways in which procedures can be enhanced or made more 
efficient. We hope you will find the Guidelines helpful and convenient for reference. 

 

SCOPE OF AUTHORITY 

 
The University School reserves the right to amend these policies and develop additional 
policies or procedures as necessary for both the virtual and physical setting.  Officials of The 
University School will make every attempt to communicate changes to relevant stakeholders 
in a timely manner.  
 
 

VISION 
  

To be an innovative, model primary school in Trinidad and Tobago. 
 

  
MISSION 

  
The University School is devoted to the development of healthy, kind, responsible and 

confident children in an environment of caring, committed staff and families. 
 

   
GUIDING PHILOSOPHY   

The University School is committed to a child-centred, holistic approach to education, 
providing a safe and encouraging learning environment to all learners and supporting 

students’ social, emotional, physical, intellectual and linguistic development in line with 
research-based best practices in primary education. Teaching and learning at The University 

School aim at nurturing children’s multiple intelligences and fostering sensibility to the 
customs, moral and cultural values of all members of society. 
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 CORE VALUES 
At this school we: 

Learn 
Grow 

Support 
Encourage 
Motivate 

Plan 
Communicate 

Care 
Love 

Stay Positive  
and  

Work Together 
  
  

MOTTO 

  Knowledge is light. 

 

AIMS AND OBJECTIVES OF THE UNIVERSITY SCHOOL 

 
During remote teaching, The University School seeks to offer students academic continuity 
and social-emotional support to meet its general objectives and curriculum objectives as 
outlined on the School’s website. 
 

INTELLECTUAL PROPERTY STATEMENT  

Reproduction, distribution, republication, and/or re-transmission of any intellectual property 
of The University School, including any material used in virtual classes conducted by The 
University School or placed in the School’s Google Classrooms or on its website, are 
prohibited without prior written permission of The University School. 

 
   

SECTION 2.0 
  

SCHOOL DAY AND CALENDAR 
  
Order of virtual school day 
In order to provide a consistent structure for virtual classes as well as balance across subject 
areas and curriculum strands/components within core subjects, an outline of the flow of the 
school day is provided below: 

  

http://www.universityschool.edu.tt/about-us/
http://www.universityschool.edu.tt/academics/curriculum-objectives/
http://www.universityschool.edu.tt/
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Flow of the Day 

8:50am – 9:00am Log-in & Roll-call 

9:00am – 9:50am Session 1 

9:50am – 10:00am Break/Transition to Next Class 

10:00am – 10:50am Session 2 

10:50am – 11:00am Break/Transition to Next Class 

11:00am – 11:45am Session 3 

11:45am – 12:15pm Lunch 

12:15pm – 1:00pm Session 4 

1:00pm Recommended: Supervised Play/Outdoor Activity at Home 

  
*Please note that students will engage in different types of activities during each session and 
the time will be split between live teaching and class activities.  The teacher will remain 
connected to supervise the completion of assigned tasks and answer any questions students 
may have.  There may be slight variations for the Lower School as well as Junior 5. 
  
*Parents will need to ensure that students have access to computers/devices to participate in 
daily virtual classes.  It is also recommended that students have a dedicated workspace at 
home for virtual classes.  Where students may have limited or problematic internet access, 
parents are asked to inform the class teacher or the office staff as soon as possible. Teachers 
can provide flexibility for the submission of work, if needed. Please stay in close 
communication with our Class and Subject Teachers. 
  
 
Important School Traditions in the Virtual Environment 
  
In order to maintain a sense of normalcy for the students during an extended period of 
suspension of in-person, face-to-face instruction, the School will strive to maintain the 
following school traditions in the virtual environment: 
  

· School Assembly (weekly) 
· National Anthem, School prayer and School songs 
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· Recognition of birthdays at the start of each month 
· Recognition and celebration of national holidays and commemorative days 

 
  

SECTION 3.0 
VIRTUAL TEACHING & LEARNING  

 
Virtual Teaching and Learning at The University School will involve a blend of synchronous 
(live) and asynchronous (not live) activities. The live sessions in this blended approach will be 
facilitated by an online platform such as Google Classroom, for which each student will need 
an assigned universityschool.edu.tt email address. Further guidance on accessing the virtual 
classroom will be provided by the class teacher. The live sessions will be conducted in 
combination with student-led learning, teacher-selected activities, social-emotional learning 
opportunities and academic check-ins. 

 
The University School will continue to follow the National Curriculum prescribed by the 
Ministry of Education of Trinidad and Tobago, making adjustments on a class-by-class basis 
as needed. Any adjustments will be communicated via the subject outline for the term and/or 
the Class Teacher.  These adjustments must be reviewed and approved by the Curriculum 
Lead for the corresponding school level (Lower, Middle or Upper School) or Subject Area and 
the Principal. The School’s commitment to holistic education continues in the virtual 
environment and the subjects that will be taught may include: 
  

·      Mathematics 
·      English Language Arts 
·      Social Studies 
·      Science 
·      Spanish 
·      Music 
·      Physical Education 
·      Literary Appreciation 

  

Our students’ progress will be gauged using both formative and summative 
assessments.  Students’ progress will sometimes be assessed via in-class assignments and/or 
project work rather than by a summative assessment or examination at the end of the 
term.  The projects will allow for a cross-curriculum activity under the guidance of a teacher. 
Class teachers will inform parents of any summative assessments planned for each class. End-
of-term reports will be issued electronically, until further notice.  
 
 

Responsibilities of Parents  

It is the responsibility of the parent to ensure that his/her child has or his/her children have 
access to a functioning computing device and reliable internet service.  While the School is 
committed to providing technical assistance to parents and students to facilitate accessing 
and understanding how to navigate its virtual platforms, the School does not accept liability 
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for any technical difficulties encountered by parents or students, which may result in a sub-
optimal experience of the School’s virtual teaching and learning provision.  The School will 
not consider requests for full or partial refunds due to technical difficulties.  All tuition 
payments are final. 

 
Homework in the Virtual School 

At The University School, we recognize that remote work and school essentially mean that 
these activities occur within the home space.  We also appreciate that parents and guardians 
provide essential support for our students’ learning during any period of remote teaching and 
learning.  During this time, we still consider homework to be an essential element of students’ 
independent learning. Homework will consist of tasks which the student completes outside 
of live sessions with the teacher.  Thus, they need not occur in the late afternoon/evening as 
during regular face-to-face school time. These tasks provide children with an opportunity to 
reinforce skills learned during the live sessions. They also develop skills which include problem 
solving, time management, research, and typing/handwriting. Homework tasks will be age-
appropriate and relevant to the children’s learning during taught sessions. Further guidance 
on homework requirements will be given by the class teacher via Google Classroom and via 
email. Some independent study tasks may need to be electronically submitted to the teacher 
by a stated deadline. Students are encouraged to complete all independent study tasks on 
time and to a high standard.  Parents may provide guidance if needed but are not to complete 
the homework or assignment for the child.  It is important that the work submitted is a true 
reflection of the child’s understanding of the topic so that teachers can effectively guide the 
student towards achieving specific learning outcomes.  Where formal homework is not set, 
students are encouraged to engage in a few minutes of independent reading, revision or 
research.  

If there are any concerns regarding homework tasks, these should be raised in the first 
instance with the relevant class or subject teacher.  

Should there be any issue regarding the authenticity of homework assignments submitted by 
any student, the teacher will contact the parent(s) and if needed, a meeting will be convened 
by the Curriculum Lead and/or Principal and a note placed in the student’s file.  

 

Adjustment to Unpredictable External Environment  

Given the unpredictability of the external environment and of the national re-
opening/closure of schools as a result of the COVID-19 pandemic, The University School 
reserves the right to make adjustments to the school calendar, duration of the school term, 
assignment of teachers, flow of the day, mix of curriculum delivery modalities (virtual, face-
to-face or blended), as needed.  The School will make every effort to ensure the completion 
of the agreed curriculum for the current term.   
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SECTION 4.0 

PARENT-TEACHER COMMUNICATION 

Class Meetings 

Parents are expected and encouraged to work collaboratively with teachers and respect the 
authority of the class teacher in the virtual classroom. Class meetings typically take place 
during the first two weeks of the term.  At these meetings, parents will have the opportunity 
to discuss the main teaching and learning objectives and emphases for the term ahead. Class 
and Subject Teachers will share curriculum objectives in the Subject Outlines of the students’ 
learning for the term ahead. Class and subject teachers will also inform parents of classroom 
matters, rules, expectations and upcoming events as they relate to the individual classes. 
They will inform parents of specific class projects and any special materials which may be 
needed for the term. Class and subject teachers will indicate their availability for virtual 
parent conferences for which appointments are usually required.  Any parent who is unable 
to attend the class meeting should seek to find out what information was conveyed to 
parents.  This is typically done via the PTN Class Representative. Electronic copies of the 
meeting handouts and Subject Outline are also usually disseminated in advance of the Class 
Meeting by the Class Teacher or School Office. 

Information and Updates 

Class teachers will provide parents with bi-weekly updates via email. Other whole-school 
messages will be conveyed via the School’s newsletter or by email. The School’s Facebook 
page and website are other sources of up-to-date information. 

Parent Conferences 
A guide to the recommended lines of communication for parents who require information 
or who have concerns is given in the Parental Code of Conduct in Appendix 3 of the Parent 
Handbook. 

PTN Class Rep 
Each class typically has at least one nominated Class Representative who serves as a liaison 
between the teacher and the parents of the specific class.  To assist with managing the flow 
of communications, the Class Rep often provides important updates and information on 
teaching and learning (T&L) as well as class-related matters to the rest of the parents in the 
class, on behalf of the Class Teacher.  Class Reps are appointed every year usually in Term 1. 
 
 
Class WhatsApp Groups  
All classes are encouraged to set up a WhatsApp Support group, which allows for quick and 
easy dissemination of important information on behalf of the teacher; the sharing of 
information linked to the curriculum, homework, projects, etc.; and the exchange of 
information to support parents’ and/or students’ awareness of or participation in school 
activities.  
 
It is expected that parents will observe the WhatsApp Protocol for Class Group Chats in 
Appendix 2. 
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SECTION 5.0 
  

BEHAVIOUR FOR LEARNING AT THE UNIVERSITY SCHOOL  

 
5.1 Behaviour Policies for Children and Parents 

It is our mission to develop kind, responsible and confident children, and parents have a vital 
role to play in supporting the school’s effort to cultivate an atmosphere in which students 
consistently make positive behaviour choices.  All parents and guardians are expected to read 
and be familiar with the school rules as stated in the School’s Behaviour for Learning Policy 
document. It can be found in Appendix 4 of the Parent Handbook on The University School 
website. Our school rules represent the School community’s expectations of acceptable 
standards of behaviour.  Students are expected to have high standards of conduct at all times 
in the virtual classroom. Parents and guardians are encouraged to ensure that their children 
meet the expectations outlined on pages 11 and 12 of this Virtual T&L guideline document.  

 5.2 Parent Code of Conduct 

At The University School, we encourage parents and guardians to participate fully in their 
children’s life at the school even in the virtual environment. Each parent or guardian is 
expected to be fully conversant with the expectations outlined in the Parental Code of 
Conduct which is found in Appendix 3 of the Parent Handbook on The University School 
website.  

For virtual school, parents shall take appropriate measures to ensure that all virtual platforms 
are protected from the sharing of any forms of media or other electronic material, which 
might seriously impair the physical, mental or moral developments of minors, in particular 
media that involve explicit adult content or gratuitous violence. 
 
Parents are hereby reminded that The University School is a private institution that is 
committed to maintaining high standards of student performance, discipline, safety and 
overall school management.  
 
In keeping with The University School’s Parent Handbook, The University School Council 
reserves the right to immediately terminate the registration of a student for the following 
reasons:  

 Persistent lack of parent support for and/or student compliance with the School’s 
teaching and learning as well as behavioural requirements (e.g. repeated late 
submission or non-submission of homework, persistent irregular attendance without 
justified reason/excuse);  

 Serious or repeated infractions of the School’s Code of Conduct for Students;  

 Serious or repeated infractions of the School’s Code of Conduct for Parents;   

 Non-payment of any fees due to the school by the specified date.  
 
Where there has been wilful disregard for the School’s rules/policies and this has resulted in 
the de-registration and/or withdrawal of a student, the School will not refund any pro-rated 
portions of the school fees. 

http://www.universityschool.edu.tt/for-parents/
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5.3 Online Etiquette 

  

Do’s  Don’ts  

Speak loudly and clearly.  Where possible, avoid connecting to a live class 
using cell phones that pick up background noise.  

When asking a question, please address 
the teacher/person by name.  

Don’t assume everyone recognises your voice so 
do state your name when asking a question or 
making a comment.  

Do practise using the mute button and 
mute your microphone when not 
speaking.  

Don’t interrupt the teacher during a live class to 
ask a question not related to what is being 
taught. You can send a message or email to your 
teacher afterwards.  

Do get comfortable with the fact you will 
be talking to a group online and will not be 
able to receive visual cues or feedback.  

Don’t shuffle papers, scrape chairs, tap pencils, 
hum or engage in other distracting or noisy 
activities.  

Do use your laptop, tablet or other device 
in a quiet, undisturbed room.  

If you don’t have anything to add, you do not 
need to say anything.  

Do make use of the chat option if your 
microphone is not working.  

Don’t leave the conference on MUTE and go for a 
short break. Do let your teacher know if you need 
to step away or go to the bathroom.  

  

Six Rules for Online Etiquette  
 
1. Be respectful. Although you may not be interacting face-to-face, it is important to 
remember that your classmates and teachers are affected by the words you say and type. It 
is essential to keep in mind the feelings and opinions of others, even if they differ from your 
own. If you wouldn’t say it to someone’s face, please don’t say it online either.  
  
2. Be aware of strong language, all caps, and exclamation points. It is easy for written text 
to be misread and misunderstood. Have you ever sent a text or WhatsApp message with good 
intent but your recipient thought you were being rude? If so, then you’ve experienced this 
first hand. By being cognizant of strong language, you can identify potential confusions before 
sending messages. Tip: Read everything out loud before you send it. Additionally, please 
remember when addressing your teachers online that you are in a classroom setting and 
the usual good manners apply.  
  
3. Be careful with humour and sarcasm. Certainly, you shouldn’t avoid being funny. We love 
to see your personality shine through in online classes. Many of our teachers are exceptionally 
funny too. But like mentioned in Rule #2, make sure that it is clear you are being funny and 
not being rude. Emoticons and smileys can be helpful when conveying humour or sarcasm so 
that it is read correctly. Just remember to keep the smiley faces out of your assignments.  
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4. Grammar and spelling matter. While texting, textspeak can b gr8 4 ur friends. In an 
educational setting (even online) however, do keep it formal. Your written communication 
should reflect proper writing style. Save written shortcuts and less than stellar grammar for 
Snapchat if you must, but follow grammar rules for school.  

5. Don’t post or share (even privately) inappropriate material. Enough said there. Always 
remember - nothing is truly private online.  
  
6. Be forgiving. Try to be understanding of others even if you can’t see them face to face. 
Communicating online can be very different than simply talking to a person face-to-face. 
There may be delays in their response because they are busy with other duties. Try not to 
take things personally. Work with each other to agree on best times and ways of 
communicating so as to maintain positive friendships online.  
  

 

5.4 Behaviour for Learning Policy for Virtual School 

 

Online Classroom Code 

  
As a student of The University School I will always: 

1)    Be ready and equipped for online classes. 
2)    Come online five minutes before class is due to start. 
3)    Maintain appropriate online etiquette.  
4)    Respect others and myself. 
5)    Show kindness to everyone and our environment. 
6)    Wait my turn with my mic on mute and listen to the speaker.   
7)    Follow instructions carefully. 
8)    Work with effort, positivity and focus. 
9)    Try one more time and encourage others. 
10)  Do the right thing, because it’s the right thing to do. 

  
Infant Department Online Classroom Code 

I will always: 

1)    Be ready and equipped for online classes. 
2)    Come online five minutes before class is due to start. 
3)    Wait my turn with my mic on mute. 
4)    Be kind and honest. 
5)    Be a good listener. 
6)    Make good choices. 
7)    Try my best. 
8)    Be positive. 
9)    Try one more time. 
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Students shall ensure that their online and social media activity, both in virtual school and 
outside virtual school hours, is respectful and will not cause the school, the staff, students or 
others distress or bring the school into disrepute.  Further, students shall not deliberately 
browse internet sites or view content that is illegal, violent or offensive.  Parents are strongly 
encouraged to monitor their children’s online activity and to speak with their children about 
following the school’s guidelines on behaviour for learning in the virtual environment. 
 
 
The University School may explore continuing to reinforce our students’ positive behaviour 
through the distribution of virtual UStar tickets. The UStar is typically awarded for a child’s 
excellent behaviour throughout the school week. The UStar could be emailed to the children 
at their University School email address.  Additionally, the points attributed to UStars could 
be given to the houses to help determine the house with the best behaviour for learning at 
the end of the term.                   

  
We have high expectations of our students and these include:  

i.  Being ready for live sessions  

Students are expected to be dressed in appropriate attire for school, with their hair 
groomed. Additionally, students should avoid eating their breakfast or lunch while 
they are in class. Our goal is to make the most productive use of the time students 
spend in front of the screen. Once our students come prepared and are ready for their 
classes, this allows us to achieve our target together while being effective and efficient 
with our time.  

 
ii. Productive Classroom Behaviour  

The University School has taken measures to help support student readiness for 
learning in the virtual classroom with the implementation of a buddy teacher. The 
Junior 3 class and below will have two teachers assigned for all classes. This will allow 
the students to receive assistance with technical problems. The buddy teacher will 
support the class teacher by answering any technical or housekeeping questions that 
may come up, thus allowing the class teacher to focus on the lesson at hand. With this 
new implementation, we anticipate that behavioural issues in the virtual classroom 
will be minimal. However, if the teacher does have to issue repeated reminders, the 
dot system will be put into effect. 

Examples of poor behaviour choices:  
- Deliberately and inappropriately turning mic on and off. 
- Speaking in the chat about non-class related/inappropriate activities. 
- Deliberately distracting other members of the class. 
- Deliberately not completing classwork that has been assigned.  

 
iii. Completing Homework 

Over the initial weeks of remote teaching, students will be given time to get familiar 
with the uploading and completing of their online assignments. We are aware that 
sometimes there are technical difficulties that could prevent a student from uploading 
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homework. Any student that has technical issues, will not be penalized for the late 
submission of homework. However, if your child experiences technical difficulties with 
uploading an assignment, we ask that the parent send an email to the teacher to make 
them aware of the issue.   

iv. No cyberbullying 
Cyber bullying is defined as the electronic posting of mean-spirited messages about a 
person (such as a student) often done anonymously. The University School does not 
tolerate bullying of any kind. We expect that our students use appropriate language 
and behaviour towards their peers at all times. If any students are found guilty of 
cyberbullying a fellow student, The University School will impose the Behaviour for 
Learning (BFL) consequences for this serious misconduct. These may include the 
Principal giving a Gross Misconduct Suspension for up to 5 days (and notifying the 
Council).  
 

v. No Irrelevant Chatter in the Online Chat 
We ask the students to refrain from placing irrelevant messages about non-school 
related activities in the live chat as it may be distracting to other students. The class 
chat in a live session is an open forum for all students and we ask that this area is kept 
for the posting of work-related comments or questions. Teachers will make every 
effort to include opportunities for students to suitably socialise with each other at a 
specified time. 

 

5.5.    Missed live sessions 

If a student has missed a live session, s/he is required to make a reasonable effort to catch up 
with missed work and complete the assigned tasks. Where there are any issues, the parent 
should get in contact with the class or subject teacher for further guidance.   

 

Concerns 

If you are concerned about your child’s social-emotional well-being during this time, please 
alert his/her class teacher who can guide on what type of additional support can be provided. 
This may include a 1-1 session, a phone call or a referral to one of our trusted partners trained 
in psycho-social therapy for primary school children.  
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SECTION 6.0 
  

TUITION FEES & REGISTRATION PROCEDURE 
 
For Term 3 (2019-2020 academic year), because of the national closure of schools, The 
University School Council has approved a temporary waiver of site-related fees for 
swimming, security and art supplies (until further notice).  

 
Regular tuition fees (for Term 3 only) have also been discounted by 20%.  

 
Parents were also given the option of making payments in 2 parts (end April, May) or in 3 
parts (end April, May, June) and these payments plans were approved by The University 
School Council on a case by case basis.   
 
All enquiries regarding the payment of fees should be sent to Ms Vidale at: 
finance@universityschool.edu.tt.  
 
Following the Office’s confirmation of online tuition fee payment (in full or in accordance with 
the approved payment plan), students would be considered registered and be granted access 
to the School’s online platforms for classes. 

 
Only students who have successfully completed Term 3 will be eligible for promotion for the 
2020-2021 academic year starting in September.  It is not possible for the School to promote 
students who have not demonstrated the required proficiency in the curriculum and thus, 
academic readiness for the next level.  
 
Students who may not have registered for Term 3 and who wish to be considered for entry 
into the 2020-2021 academic year (starting September 2020) will need to do an academic 
assessment in July/August 2020 in order to be considered for placement in the new academic 
year.  
 

Consistent with Section 3.0, should adjustments need to be made as a result of developments 
in the external environment or other unforeseen circumstances, the School is not obliged to 
issue a pro-rated refund of the fees paid for the term. 

 
Complaints in the Virtual School Setting 

The University School has adapted its school operations and curriculum content for virtual 
delivery and will work steadfastly at ensuring that live sessions run smoothly.  

In the unfortunate event that you have a complaint about student behaviour during a live 
session, please raise it with the teacher of the class in question via email within 1 day of the 
incident. If you are not satisfied that the situation has been addressed, then please bring it to 
the attention of the relevant Curriculum Lead as listed below who will alert the Dean, as 
needed. 
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Should you be dissatisfied with the teaching of any live session, please send an email to the 
Principal who will provide a response within 48 hours.   

 

Ongoing Communication  

We look forward to your support as we work together to guide the students through these 
unprecedented times and help them adjust to virtual school.  Together, we can ensure that 
the feel part of a resilient school community, in which they can learn, grow and be creative.   

Should you have any questions, ideas or comments, please feel free to liaise with your child’s 
class teacher as your first point of contact. 

The contact details for staff are provided in Annex 1. 

 
 
  

______________________________________________________ 
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APPENDICES 

  
Appendix 1 

2019-2020 STAFF LISTING AND CONTACT DETAILS 

Ms. Odessa Vincent Brown                    
Principal   
Email: principal@universitychool.edu.tt 

  
Mrs. Zaphina Hosein-Chin                      
Vice Principal 
Email:vice.principal@universityschool.edu.tt                                                                   
  
Office Staff 
 
Ms. Donna Vidale                                            
Accounting Assistant 
Email: finance@universityschool.ed.tt 
  
Ms. Leisl Julien                                                
Administrative/ Facilities Assistant 
Email: administration@universityschool.edu.tt 
  
Ms Crystal Charles                                  
Finance Assistant 
Email: finance.assistant@universityschool.edu.tt 
  
Teaching Staff 

Ms Tabitha De Four                                                                               Reception 
tabitha.defour@universityschool.edu.tt 
 
Ms Rachel Bobb                                                                                     Reception 
rachel.bobb@universityschool.edu.tt 
            
Ms Sherna Assoon                                                                                 Prep 
sherna.assoon@universityschool.edu.tt 
 
Ms Sioux Bhola                                                                                       Prep 
sioux.bhola@universityschool.edu.tt 
 
Ms Zaphina Hosein-Chin (VP; Curriculum Lead Lower School)     Junior 1HC 
vice.principal@universityschool.edu.tt 
 
Ms Kachet Henry (Deputy Dean)                                                         Junior 1H 
kachet.henry@universityschool.edu.tt 
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Ms Sarah Fernandez                                                                               Junior 2F 
sarah.fernandez@universityschool.edu.tt 
 
Ms Maria Ann Tan                                                                                   Junior 2T 
maria.tan@universityschool.edu.tt 
 
Ms Judy Aziz                                                                                              Junior 3 
judy.aziz@universityschool.edu.tt 
 
Ms Lydia Lydgerwood (Curriculum Lead Middle School)                 Junior 4L         
lydia.ledgerwood@universityschool.edu.tt    
           
Mr. George Martin                                                                                   Junior 4M 
george.martin@universityschool.edu.tt 
 
Ms  Augustine Diaz Padia                                                                        Junior 4 
augustine.diaz-padia@universityschool.edu.tt 
 
Ms. Jade Nunes (Curriculum Lead Upper School)                              Junior 5 
jade.nunes@universityschool.edu.tt 
  
Subject Teachers 
Ms Latisha Griffith (Music) 
latisha.griffith@universityschool.edu.tt 
 
Ms Vidy Rahman (Science; Curriculum Lead Special Subjects; Senior Teacher) 
vidy.rahman@universityschool.edu.tt 
 
Ms Joanne Daniel (Physical Education; Dean) 
joanne.daniel@universityschool.edu.tt 
 
Ms Nora Molina (Spanish) 
nora.molina@universityschool.edu.tt 
 
Ms Kajaal Kanhai  (Literary Appreciation)  
kajal.kanhai@universityschool.edu.tt 
 

Curriculum and Behaviour for Learning (BFL) School Leaders 
 
Curriculum Lead - Upper School (J3-J5)          
jade.nunes@universityschool.edu.tt 
 
Curriculum Lead - Middle School (J1 and 2)   
lydia.ledgerwood@universityschool.edu.tt 
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Curriculum Lead - Lower School (Reception and Prep)              
vice.principal@universityschool.edu.tt 
 
Curriculum Lead - Specialised Teachers              
vidy.rahman@universityschool.edu.tt 
  
Dean                                                      
joanne.daniel@universityschool.edu.tt 
 
Deputy Dean                                         
kachet.henry@universityschool.edu.tt 
 
 

__________________________________ 
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Appendix 2 
 

THE UNIVERSITY SCHOOL PTN 
WHATSAPP PROTOCOL FOR CLASS GROUP CHATS 

 
The purpose of WhatsApp groups of The University School PTN is to facilitate communication 
between parents (and teachers where applicable) who, as important stakeholders in the 
School community, work together to enact the vision of the School, viz. to be an innovative 
model primary school in Trinidad and Tobago.  Each group chat should have at least one active 
moderator/administrator, and this may be the PTN representative of the class. This 
moderator should exercise good judgement in fostering a positive and constructive tone on 
the chat.   
Participants should use this forum to:  

 Disseminate factual information related to the class e.g. work missed by an absent 

student, deadline reminders.  

 Share ideas and constructive suggestions about school matters. 

 Facilitate the organisation of class events. 

 Post news items or public service announcements from reputable, verifiable sources 

only if they have a direct relation to the school population (e.g. weather warnings, 

local traffic announcements). 

 
Participants must: 

 Show respect in all communications, showing regard for fellow parents, for the 

status of the teaching profession and for the community of The University School. 

 Show restraint and use professional, courteous language at all times.  

 Avoid making sarcastic comments which serve to diminish the authority and integrity 

of school staff.  

 Avoid making snide or derogatory comments which damage the reputation of any 

stakeholder be they a parent, student, staff member or Council member. 

 Avoid posting messages about a stakeholder on the chat which they would not say to 

the stakeholder face-to-face.  

 Remember that communication on tricky or sensitive topics may be hampered by 

using text-based methods only. If a tricky or sensitive topic needs to be discussed, do 

so face-to-face and with compassion.  

 Avoid getting into in-depth conversations or arguments in online chats. 

 Note when a dialogue is developing with a single person on the chat and move to 

direct messaging instead. Keep the chat relevant to everyone. 

 Never send messages in anger. Avoid using the chat to “offload” or rant.  

 Contact the group moderator/administrator if inappropriate messages are being 

posted. 

 Avoid posting spam messages which may include memes, religious messages, 

generic greetings or chain letters. 
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 Be considerate of other people’s time. Do not post on group chats during unsociable 

hours (for example between 9 p.m. and 6 a.m.). Allow others time to respond to 

posts.  

 Avoid allowing students to post on parent chats. 

 

________________________________________ 
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Appendix 3 
CONSENT FOR MEDIA USE 

To Parents and Guardians, 
 
At The University School we use G Suite for Education, and we are seeking your permission to 
provide and manage a G Suite for Education account for your child. G Suite for Education is a 
set of education productivity tools from Google including Gmail, Calendar, Docs, Classroom, 
and more used by tens of millions of students and teachers around the world. At The 
University School, students will use their G Suite accounts to complete assignments, 
communicate with their teachers, and learn 21st century digital citizenship skills.  
The notice at https://support.google.com/a/answer/7391849  provides answers to common 
questions about what Google can and can’t do with your child’s personal information, 
including: 
 

 What personal information does Google collect? 
 How does Google use this information? 
 Will Google disclose my child’s personal information? 
 Does Google use student personal information for users in K-12 schools to target 

advertising? 
 Can my child share information with others using the G Suite for Education account? 

 

Please read carefully and let us know of any questions, and then sign below to indicate that 
you’ve read the notice and give your consent.  You should scan your signed form and send by 
email to: administration@universityschool.edu.tt  
 
If we do not receive your signed form and have received no written objection from you to the 
setting up of a G Suite for Education account for your child/children, it will be understood that 
you are in agreement with the principles outlined in this consent form as well as the School’s 
Virtual T&L Guidelines. 
   
I give permission for The University School to create/maintain a G Suite for Education account 
for my child and for Google to collect, use, and disclose information about my child only for 
the purposes outlined in the above-mentioned notice. 
 
Thank you,  
 
O. Vincent Brown 
Principal 
 
________________________________________________ 
Full name of student    
       
________________________________________________       
Printed name of parent/guardian      
 
____________________________      _____________ 
Signature of parent/guardian         Date 
 

https://support.google.com/a/answer/7391849

