
 
 

 

 

 

 

 

 

 

 

 

INTEGRATED BASIC EDUCATION DEPARTMENT 

 

   STUDENT POLICIES AND PROCEDURES FOR ONLINE CLASSES 
 
    A. Before Class 
 

1. Dress up casually and decently. 
2. Before logging in to your account, make sure that your laptop, mobile phone, tablet, or iPad is 

ready for use for education purposes. Perform an audio test. 
3. Choose a comfortable and quiet workspace for your online classes. 
4. Log in 15 minutes before your scheduled time. 
5. Be ready to learn, mute your microphone upon entering the virtual classroom. Turn on the 

video throughout your class schedule. 
6. Place all the educational materials within your reach. Keep away materials or anything that 

will distract you. 
7. Wait for the instructions that the teacher will give on how to use the icons at the bottom e.g. 

unmute, start the video, share, participants, chat box, reactions. 
8. Choose a casual and decent background for your online classes via zoom. The use of virtual 

backgrounds in virtual classrooms is prohibited.  
9. Do not share your video conferencing link to unauthorized individuals.  

 
      B. During Class 
 

1. Wait for the instruction/s of the teacher in charge of the class. 
2. Place all educational materials within your reach. Keep away everything that will distract you. 
3. Have a separate place for eating or taking breaks. 
4. Only post comments that are school-related.  
5. Take note of the important concepts discussed by the teacher. 
6. Use the reaction button as instructed to provide non-verbal feedback to your teacher. 
7. Separate chat using other messaging applications is highly discouraged, be respectful to your 

classmates and teacher. 
8. Take turns in speaking, no student should dominate the discussion. 
9. Avoid sharing/uploading inappropriate images or links while class is ongoing. 
10. Set the chat box in private for personal necessities or for technical problem/s. 
11. Do not do other tasks irrelevant to your class. 
12. When asking a question or expressing an idea, organize your thought/s well, conduct a quick 

check on your spelling, punctuation, and sentence before you hit enter. 
13. The recording of virtual classes is strictly prohibited in compliance with data privacy law. 
14. Participate actively all throughout the session. 

  

        C. After Class 

1. Participate properly and actively in closure activities set by the subject teacher.  

2. Prepare for the next class. 
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