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Friday, July 24th, 2020 

Dear BJP Community, 
 

With the uncertainty of the 2020-2021 school year related to 

Covid-19, BJP will plan to be in the building as much as 

possible 5 days a week.  There is no hybrid model like the 

public schools.  However, should we ever need to move to an 

online platform, this packet outlines the BJP@Home distance 

learning procedures. 
 

We have learned a lot over the past 4 months and have built 

upon our success online to develop this program so that your 

student can continue their education at home when/if we have 

to implement it.  The community will receive an email 

notifying everyone if we transition to BJP@Home, it will be 

posted on the Covid-19 page of our website, and the calendar 

will be updated to reflect which days are at-home learning. 
 

If we switch to BJP@Home, all work and links will be 

directed through the Homework Pad.  The main components 

of the program are: 

 Live classes from 9:30am-12:15pm Monday-Friday.   

See the schedules on page 3. 

 Afternoon “office hours” from 1pm-3:15pm for further 

help from a teacher.  Teachers may “invite” (require) 

students for more individual remediation. 

 Mondays, Wednesdays, and Fridays – All subjects will 

assign work, even afternoon office hour classes. 

 Tuesdays and Thursdays – Only reading, writing, and 

math will assign work.  However, other subject area 

teachers are still available in the afternoons to assist 

students with previous work assigned. 

 Grading – Number grades remain in effect just like  

while in the building. 

 Uniforms – Students should be in BJP gear while online. 

 Communication – Parents and students will receive two 

emails a week.  On Fridays, a weekly progress report 

will be sent home.  If missing work, students have until 

Monday morning and then the assignment will no 

longer be accepted.  On Mondays, everyone will 

receive my Weekly Notes Home. 
 

This packet will be in effect whenever we transition to 

BJP@Home and supersedes the Student and Family Handbook 

of 2020-2021, but it also remains in effect.   
 

If you ever have any questions, please email or call me. 
 

Sincerely, 

 
Mr. Arte 

Principal 

1. Log into your BJP Google account every 

Monday-Friday. (see guide on page 5) 

a. Check your Gmail. 

b. In Drive, check your “Shared with Me” folder on 

the left side and drag any shared files to  

the correct subject folder in your Drive.   
 

2. Complete assignments posted on the Homework 

Pad. (see guide on page 4 and 6) 

a. Monday, Wednesday, and Friday: all 6 subjects 

will assign work. 

b. Tuesday and Thursday: reading, writing, and 

math will assign work.  Do corrections or get 

caught up on missing assignments from other 

classes. 

c. Turn in work by 7PM the day it is assigned. 

i. Complete assignments in the Google 

Document teachers shared with you. 

ii. Click “Submit” on Google Forms or  

iii. If teachers sign students onto other websites, 

such as Khan or IXL, to complete work, 

students and parents will be emailed their 

usernames and passwords. 

iv. Always go back to see teacher comments 

and make corrections.   
 

3. Log into the virtual classroom. 

(see guide on page 7) 

a. Click on the grade level on the top of the 

Homework Pad to enter a video conference. 

b. Arrive starting at 9:30am.  Attendance will be 

taken and links will be closed, so do not be 

late!  Students must wear BJP gear on camera 

and cameras must remain ON. 

c. Participate in homeroom and assembly until 

10am and then the 3 scheduled live classes until 

12:15pm. 

d. If not talking, keep your microphone muted.  

Use the chat feature to “raise your hand”. 

e. Use the afternoon office hours to check-in with 

teachers and get more help. 

f. Do not misuse the technology.  Any reports of 

misuse, use of video links outside of scheduled 

times, or disruptive / inappropriate behavior 

will result in one warning and then removal 

from the entire BJP Google platform, which is 

already outlined in the BJP Handbook. 

Student Responsibilities 
 

Principal’s Memo 
 

http://www.brooklynjesuit.org/coronavirus-updates.html
http://www.brooklynjesuit.org/calendar.html
https://www.idealuniform.com/BJP
https://www.google.com/
http://www.brooklynjesuit.org/homework.html
http://www.brooklynjesuit.org/homework.html
http://www.brooklynjesuit.org/homework.html


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Below are ideas on how to create a learning 

environment at home: 

 Keep a routine.  Dedicated wake up times (well 

before class), work times, breaks, and bed times 

are important.  Get dressed for the day! 

 Keep track of your materials.  Clear a shelf for 

only your student’s BJP textbooks and materials 

so that they can be easily found and accessible 

(and returned when the time comes). 

 Set up a work space.  Find a corner of a living 

room or other common space where a computer 

can be used with a wall in the background to 

eliminate distractions on the video feeds.  When 

it is work time, honor that space/environment.  

Use headphones.  Don’t set up on your bed! 

 Keep a log of the work you are doing in your 

student planner.  Write things down. 

 Engage with academics beyond the computer.  

Ask your student what they are learning and 

review their work. 

 Schedule breaks and movement activities.  

Some ideas and challenges will be linked in the 

Main Office/Enrichment section of the 

Homework Pad. 

 Stay connected with your BJP community with 

the Weekly Notes Home emailed every Monday. 

Setting Up a Home Classroom 

1. Assign work each day by 8am (or the night before) 

that averages 15-30 minutes of total work. 

a. Turn in assignments to Mr. Arte and Ms. Shannon 

on the shared Lesson Template Google Sheet. 

2. Science, Social Studies, and Religion  

(Monday, Wednesday, and Friday) 

a. Assign either a textbook section (not chapter) or 

linked video/article to view/read. 

b. Share a Google Document with each student 

titled “Student’s Name – Subject”. 

c. Use this document to post 1-5 comprehension 

questions at the top of the document for students 

to answer each day. 

d. Alternatively, link a Google Form on the 

Homework Pad or assign work through a pre-

approved website, setting up and sharing student 

logins with admin., parents, and students. 

3. Math (Monday-Friday) 

a. Link to a Khan Academy video or set of 

videos/practice page or other pre-approved 

website, setting up and sharing student logins. 

b. Assign 10-15 problems of related work from the 

textbook.  

i. Consider alternating website & textbook days. 

ii. Collect completed work through emailed 

pictures, shared Google Docs/Forms, or other 

preapproved websites, sharing login info. 

4. Reading (Monday-Friday) 

a. Continue novel reading with study / 

comprehension activities in a shared Google 

Docs/Forms or other preapproved websites. 

5. Writing (Monday-Friday) 

a. Practice one grammar/writing skill through a 

shared Google Docs/Forms or other preapproved 

websites. 

b. Continue with other normal activities (i.e. 

vocabulary, punctuation, etc.).  One per day.  

6. Virtual Classrooms 

a. Conduct live classes when scheduled.  Be 

available for the afternoon virtual office hours 

when scheduled, even if no work is assigned that 

day.  Wait for the other teacher to arrive before 

leaving. 

7. Communication 

a. Email parents when necessary about individual 

concerns and successes. 

b. Complete the Friday Progress Report email 

Google Sheet by 6pm every Friday. 

c. Attend Friday full faculty meetings virtually 

from 3:30-4:30pm.  

d. Plan ahead according to dates on the calendar. 

Teacher Responsibilities 
 

Ms. Theroux and Ms. O’Neill will continue to 

check-in with their normal cases through cell 

phone/FaceTime.  They are, however, available to 

any student should they need someone to talk to.   
 
 

Ms. Theroux (7th and 8th graders): 347-436-6286 
 

Ms. O’Neill (5th and 6th graders): 347-436-5730 
 

Counselors will set up “groups” for continued 

social interaction and opportunities to learn from 

each other how to be successful during 

BJP@Home.  Please check your email for your 

group time and video link.  

 

Counseling Department 
 

Keep reading!  Ms. Stock has emailed every  

student an access code to Open eBooks.   

Download the app or read on your web  

browser on your computer.  Email 

stock@brooklynjesuit.org for assistance  

or to write a book talk for assembly! 

Open eBooks 
 

http://www.brooklynjesuit.org/homework.html
http://www.brooklynjesuit.org/calendar.html
https://openebooks.net/
mailto:stock@brooklynjesuit.org


 
 

Subject to change.  Check back to the linked version on BJPôs Covid webpage if we switch to BJP@Home. 

 
 

 5th Grade        6th Grade 
 

 

 

 

 

 

   

  7th Grade Boys      7th Grade Girls 

         

 

 

 

 

 

 

8th Grade            Assignment Schedule for All Grades 

        Mondays, Wednesdays, and Fridays 

All 6 subjects will assign work, even if it is not 

one of your live classes. 

        Tuesdays and Thursdays 

Only reading, writing, and math will assign work.  

However, other teachers are available in office 

hours for extra help. 

All work is due by 7pm the day it is assigned.  Late 

work will only be accepted for a reduced score until 

the end of the current week.  Parents and students 

will receive a weekly Friday student progress report. 

Notes 
 Attendance is taken and recorded on report cards. 

 Uniform - Whether for the mandatory live classes or the office hours, students should be in BJP uniform or 

sports and activities shirt.  No head coverings.  Students and faculty should present themselves as if they were 

in the school building. 

 Cameras are to remain on to be counted for attendance.  Any camera that is off is the same as not being 

present.  Teachers should not have to remind students to turn on their cameras. 

 Grades will continue as normal.  Report cards will show number grades and character grades as normal. 

Class Schedules 
 

https://www.idealuniform.com/BJP


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Go to www.brooklynjesuit.org/homework for the BJP@Home Homework Pad.  Past weeks are archived in links 

at the very bottom of the page in case you need to access the old assignments.  Refresh your web browser if the 

current day’s assignments or links are not loading. 
 

¬ Click on your grade level tab. 
 

 Complete the assigned work for that day (not with a peer).  Do NOT do assignments during live classes.  

Teachers will work with you on those during class and some will be for homework.  Assignments are due by 

7pm the day they are assigned. 
 

® Click on the links to be taken to assigned videos or online articles to watch or read before doing the work on 

Google Drive.  Anything that is underlined is a link.  Links may also be a Google Form that will have the 

video/article and assignment all in one place.  Save your usernames and passwords that teachers share to other 

websites, like Khan or IXL, where they may assign work, which will also be noted on the Homework Pad. 
 

 ̄The grade level on the top is a link to join the virtual classroom.  Click the link and you will be taken to a 

Google Hangout (see guide on page 7).  ALL students should arrive at 9:30am for attendance and stay 

for LIVE classes until 12:15pm with their cameras on and in uniform.  Teachers are available in the 

afternoons for further tutoring and check-ins about work according to the schedules on page 3.  On Mondays, 

Wednesdays, and Fridays, the afternoon teachers WILL assign new work.  Class is not live in the afternoon 

but it is highly encouraged to go on to do the work with the teachers.   

 

Homework Pad Guide 
 

http://www.brooklynjesuit.org/homework


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Go to www.google.com and click on the blue “Sign In” button on the top right to log into your BJP account. 
 

¬ Use the 9 dot icon to switch between your BJP Google Apps.  You will be using Drive and Mail. 
 

 Check the “Shared with Me” folder on the left to see if teachers shared a document with you.   

 If teachers did, or if teachers commented on your work, you will also get a notification in your Gmail.   

 However, click on the “Shared with Me” folder and drag the file into “My Drive” and the correct 

subject’s folder that you already have set up.  
 

® In “My Drive,” keep your folders and work organized by class.   

 Open a class folder to access the work you dragged from “Shared with Me” and complete the work as 

assigned on the Homework Pad when the teacher notes to complete work in a Doc. 

 There is no need to re-share it with the teacher.  They will have access to the document they shared to 

check on your work.  They will leave comments in the document.  Everything saves automatically.   

 ̄Use the + button to create a new document.  Your work will be done on a document your teacher shares with 

you or through Google Forms, so there is no need to make a lot of new documents.  However, to make a new 

document, open a class folder first and then click on the + button to make that document.  Name the 

document and share it with your teacher. 
 

Email Mr. Arte if you need virtual help navigating and setting up your Drive and documents. 

Google Drive Guide 
 

 

http://www.google.com/
http://www.brooklynjesuit.org/homework.html
mailto:arte@brooklynjesuit.org?subject=Distance%20Learning%20Help%20Needed


Google Forms Guide 
 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 
 

If teachers choose to assign work using Google Forms (or a website like Freckle, Khan, or IXL) instead of 

Google Docs, the link will be provided on the Homework Pad for that day’s assignment.  Click on the link and 

the Google Form assignment will open in a new tab on your web browser.  You do NOT need to access Google 

Forms in your Drive or Google Applications.  Be sure you are signed into your BJP account in another tab 

before clicking on the link so that it registers your name as completing the assignment.  Google Forms 

allows teachers to set due dates beyond the mandated time of 7PM to turn in the assignment, at which point the 

link will no longer work and you will have to request access to it from the teacher.  Teachers can also create 

settings to automatically grade the Form once you click submit and limit corrections, so do your best work. 
 

¬ Read the directions in the Google Form.  Without daily interaction, reading directions is more important than 

ever.  Log into the virtual classrooms if you are confused so that you can ask the teachers questions. 
 

 Watch embedded videos, read embedded articles, complete textbook readings as directed, or visit links as 

directed before answering questions. 
 

® Questions can range from multiple choice to paragraphs, plus other types.  Be sure to reread all your work for 

grammar and punctuation, always writing in complete sentences. 
 

 ̄Click submit only when you are fully done with the assignment because users may be limited to only one 

submission and no corrections depending on the settings the teachers created. 
 

http://www.brooklynjesuit.org/homework.html


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
 

 

 

 

After signing into your Google Apps, click on the grade level on the top of the Homework Pad and then “Join 

Now” to enter the video link.  Students are REQUIRED to be online from 9:30am-12:15pm all 5 days.  

Teachers are available in the afternoons for more help according to the schedules on page 3.  Do not misuse the 

program.  Teachers have the ability to remove students from the video link.  Misuse will be given one warning and 

then complete removal from BJP’s Google platform.  Set up the computer in an area free from distractions.  

Cameras are to remain ON and everyone should be in uniform whenever in a virtual classroom, for live classes 

and afternoon check-ins. 
 

¬ The small icons in your web address bar will enable and disable your camera and microphone if they are not 

working when you first enter.  
 

 Mute your microphone.  This helps so that background noise is not disruptive.  Click on it a second time to 

unmute.  Cameras should always remain ON with the student visible otherwise the student is not present. 
 

® Use the chat feature (speech bubble) to type to the teacher that you have a question.  They will say, “Greg, 

what’s your question?”  Unmute yourself to ask the question and have a conversation.  Click away from the 

chat box to close it.  Mute yourself again when done with the conversation.    
 

 ̄The three dots open a menu that enables you to change the layout of the screen.  The layout that is selected 

automatically is best.  
 

° To get help navigating the Homework Pad, Drive, Docs, Forms, or links teacher’s post, participants can share 

their screen with the “Present Now” button. 
 

± Hang up when done with classes at 12:15pm or in the afternoon. 

Google Hangout Guide – Virtual Classroom 

 

 

http://www.brooklynjesuit.org/homework.html

