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Getting Organised
Create a timetable or schedule this will help you organise your time. Work out when you will study and what you
will study breaking it into manageable chunks of time. Use a timer to keep track of your activities and once the timer
goes off reward yourself with something. Like an episode of your favourite series – you have earned it after all.

Times
9am –
10am
10 – 11
11-12
12- 1
1-2
2-3
3-4
4-5
5-6
6-7

Monday

Tuesday

English
English
D +T
Lunch
Free Time

Wednesday Thursday Friday

Saturday Sunday

Science

Geography Maths

Science

Geography Maths

English

Maths

Maths

English

Science

Science

Free time

Business
Lunch
Free time

Free Time

Free Time

Free Time
RS

Maths
Maths

English
English

Science
Science

RS
RS

Free Time
Business
Business

In school
attending
lessons

If you don’t want to do a weekly timetable, create a Daily plan

Example Daily Plan:
Task

Did you complete it?

Go for walk (20 minutes)
Complete P1 and 2 lessons
Tidy my room and have a snack
Complete P3 and 4 lesson
Have lunch
Complete P5 lesson and watch BBC bitesize (1
hour)

2

3

Plan everything from getting up, dressed, showered, eating, work , exercise to tv and try to stick to it. You will be
amazed at how much you can achieve.

Getting Organised

Get all the equipment you may need
• Pen
• Pencil
• Ruler

Any books or sheets you may need or any online resources

Find somewhere comfy and with as little distraction as possible to work.
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Accessing and Completing Your Work at Home
How do I access FROG?
1) Open the internet e.g. Internet Explorer or Google Chrome and type
www.theradclyffeschool.co.uk into the address bar. Log into the School Intranet (“Login”
button in the top right of the school website). Log in using the username and password you
use for the school computers e.g. rad12345.

2) Click on the FrogOS icon to open Frog.

Alternatively, you can access Frog directly by typing the website into your browser
address bar https://vtle.theradclyffeschool.co.uk/app/os. Enter your usual username and
password.
From a mobile phone, click FROG VLE at
the top of the school website to get the
log in page.
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How do I find the work set?
1) On the Frog home page, you can click on the ‘quick launch’ button then ‘Assignments’ to
see your open assignments. Alternatively, you can see you have a new notification from the
small bell symbol, showing you may have a new message, assignment or feedback. Click on
your initials to check.

2) You can also click on the circle with the number which shows how many assignments you
have, when they are due and how many activities they include. Click on the assignment
title/box to open the assignment.

These steps are the same from a mobile
phone or tablet.

Alternatively, you can access Frog directly by typing the website into your browser
https://vtle.theradclyffeschool.co.uk/app/os.
Enter your usual username and
3)address
Click onbar
‘My
Area’ and then ‘My
password.
Home Learning’ to see an assignment
calendar for the week.
How do I complete the assignment? Part 1
6

This shows there are 3 activities
to complete for this assignment.
File drop (uploading your work),
typing an exam answer and quiz.

1) Read the instructions from your teacher
carefully.

3) This is where you will
upload (drop) your work once
complete. It is currently empty
as it says ‘no files currently in
the file drop’.

2) Download or view
any files e.g.
PowerPoints, Word
Documents by clicking
on the blue boxes. On
a mobile phone or
tablet, click ‘view’
rather than download.

3) You may have
activities to complete that
mean you can type an
answer to your teacher.
Just type it in this area
and click ‘save changes’.
Alternatively, you can access
Frog directly by typing the
website into your browser
address bar
https://vtle.theradclyffeschool.co
.uk/app/os. Enter your usual
4) You may have a quiz to
username and password.
complete. If so, just click
‘Launch Quiz’.

These steps are the same from a mobile
phone Alternatively,
or tablet.
you can access Frog directly by
typing the website into your browser address
bar
https://vtle.theradclyffeschool.co.uk/app/os.
Enter your usual username and password.
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Alternatively, you can
access Frog directly by

How do I complete the assignment on a computer?
1) When downloading documents (e.g. PowerPoint or Word) from your teachers, the
document may go to the downloads folder on your computer or it may appear in the bottom
left if using Google Chrome. Click on the arrow and then ‘open’ to view the document.

If you do not have Microsoft Office on
your computer, go to
https://theradclyffeschool.co.uk/office
365-proplus-for-students/ where you
can download it for free.

2) Once the document is open, click on ‘file’ in the top left hand corner before clicking ‘Save
As’ and ‘Browse’. Here, you can rename the document and choose where to save it on your
computer. This means you can now edit (make changes) to the document before handing it
in to your teacher. Remember to click ‘save’.
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3) Complete the work on the PowerPoint or Word document and then save it.
4) Upload (drop) your work into Frog by going back to the assignment. Click upload, choose
files, find the file you would like to upload and click ‘open’. If you’d prefer to email your
work, see the communication section of this booklet.

2
3

1

5) You should now see the file
in the file drop area. You can
upload more than one file.

6) Once all activities are
complete, click ‘Hand in
Assignment’ at the bottom of the
page. This does not automatically
upload your work. You must have
uploaded it first.
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How do I complete the assignment on a mobile phone or tablet?
1) Open the assignment and view the documents in the same way. You may have to write
down what the task is asking you to do if you have borrowed the mobile phone or tablet.
2) Complete the task on paper and then upload it to Frog using the ‘Upload’ function that
was on the previous page.

3) Click choose files.

4) Click ‘Take a photo or Video’ to take a photo
of your work that you have completed on
paper.

Alternatively, you
can access Frog
directly by typing the
website into your
browser address bar
https://vtle.theradcl
yffeschool.co.uk/app
/os. Enter your usual
username and
password.

5) Once uploaded and you see a green tick,
click ‘Done’.
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How do I receive feedback on my work?
Your teachers may leave you feedback in different ways. Some teachers may email,
message on Frog and some may use the feedback function on Frog.
Feedback function

1) Notifications for feedback appear a day after
the assignment was due. Click on the
notification to view the feedback.

2) Here, you can see there is 1 new
comment, click on the ‘Comments’ tab.

3) The comment will then appear
below.

Alternatively, you can access Frog directly by
typing the website into your browser address
bar
https://vtle.theradclyffeschool.co.uk/app/os.
Enter your usual username
andcan
password.
4) You
also check for
feedback any time by going to
your assignments page on going
on the ‘Handed In’ or ‘Closed’
tabs. If there is feedback, the
highlighter symbol will be pink for
you to click on.
Alternatively, you can access Frog
directly by typing the website into your 11
browser address bar
https://vtle.theradclyffeschool.co.uk/app

5) Then click on the work with
the highlighter symbol and then
‘Feedback’.

The feedback function is not available on a
mobile phone but does work on a tablet.

Feedback through messages from a computer

1) You will receive a notification
for messages on an assignment.
Click on the notification which will
take you to the assignment page.

2) At the bottom left of the page,
click on the blue speech bubble
showing the number of messages
received.

3) Here, you
can read the
message and
post a reply.

Alternatively, you can access
Frog directly by typing the
website into your browser
address bar
https://vtle.theradclyffeschool.co.
uk/app/os. Enter your usual
username and password.

This is not available on a mobile phone or
tablet.

Alternatively, you can access
Frog directly by typing the
website into your browser
address bar
https://vtle.theradclyffeschool.co
.uk/app/os. Enter your usual
username and password.
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Alternatively, you can access
Frog directly by typing the

Feedback through messages from a mobile phone or tablet
1) Go to your assignment page by
clicking on the quick launch menu
button at the top and then
‘assignments’.

2) If the assignment has already
been handed in or has closed, click
on the relevant tab.

3) Click on the blue speech bubble
that shows you how many
messages you have got.

4) Here, you
can read the
message and
post a reply.

Alternatively, you can access Frog
directly by typing the website into
Alternatively,
you canaddress
access Frog
your browser
bar
directly byhttps://vtle.theradclyffeschool.co.u
typing the website into your
browser address
barEnter your usual
k/app/os.
https://vtle.theradclyffeschool.co.uk/ap
username and password.
p/os. Enter your usual username and
password.

Alternatively, you can access Frog
directly by typing the website into
your browser address bar
https://vtle.theradclyffeschool.co.u
k/app/os. Enter your usual
username and password.

Feedback through emails

You should be able to check emails on a
mobile phone or tablet. If asked for
another username and password, enter
your usual rad login.
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1) On the Frog home page, scroll
to the bottom to find the link for
the School Intranet (this is the
same page that shows your
PEP4U appointments and ELAT).
2) Click on the Office 365 symbol
and then the Outlook logo to go
to your inbox. You can also reply
from here.

https://theradclyffeschool.co.uk/how-to-access-student-email/

How do I check my inbox on Frog?
1) Click on the inbox
symbol and then click the
message to read it in full.

This is not available on a mobile phone or
tablet unless using the MyFrog app.
Alternatively, you can access
Frog directly by typing the
website into your browser
address bar
Alternatively, you can access
https://vtle.theradclyffeschool.co
Frog directly by typing the
.uk/app/os. Enter your usual
website into your browser
username and password.
address bar
https://vtle.theradclyffeschool.co
.uk/app/os. Enter your usual
you can
username andAlternatively,
password.
access Frog directly by
typing the website into
your browser address bar
https://vtle.theradclyffesch
ool.co.uk/app/os. Enter
your usual username and
password.
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How do I complete my work on other platforms?
Your teacher may set work on other online platforms such as Doddle, Kerboodle, Seneca or
Hegarty Maths.
www.doddlelearn.co.uk
www.kerboodle.com
www.senecalearning.com
www.hegartymaths.com

KERBOODLE
To login to Kerboodle, Years 7-9 username is ‘rad’ followed by your rad number (eg:
rad12345). For Year 10 the username is your initial and surname (with some followed by a
number e.g: mahmad4). Your password is the same unless you have changed it once you
have logged in. The institution code is ‘ge4’.

If you have forgotten your password, click on
‘Trouble logging in?’ and enter your student email
address (format: rad12345@trs-mail.co.uk). This
will email a reset password link to your student
email account. If not, email your teacher who will
help to reset your password.
DODDLE
To login to Doddle, your username is your rad
number e.g. rad12345. Your password is the same
unless you have changed it.
If you have forgotten your password, click on ‘Forgotten your password?’ then enter your
student email address (format: rad12345@trs-mail.co.uk). A reset password link will be sent
to your student email account.

SENECA
To login to Seneca, use the account you have signed up with which should be your student
email address (format: rad12345@trs-mail.co.uk) and your chosen password. Click on
15

forgotten password to have a reset link sent to your student email account.
HEGARTY MATHS
To login to Hegarty Maths, enter the school name, your first name, surname and date of
birth. The password is what you have changed it to. If you have forgotten your password, it
can be reset by clicking on the ”forgot password” link. The password reset link isn’t visible on
the main login page, it shows up on the section when you enter your password for login.
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Communication

Communication is key! While you're studying at home it's
important to stay in touch. Students across the country are
having to change they way they study due to the ongoing
COVID-19 situation. Take comfort from the fact that
everyone's in the same boat but if you're struggling to adapt
to this new way of studying, we are here to support you.
The Radclyffe school website- Regularly check the TRS website
as there are regular updates on there and things are being
added on there all the time to support you. It might be that
your question is answered in the first instance when you visit
the TRS website.

PLG Lifeline- Remember your PLG is your biggest connection
to school. Ensure that you are available to speak to your PLG,
even if you don’t have any problems/ questions, it’s good to
have a catch-up about the things which you have done that
week. Make a note of any questions which you have
throughout the week, so that when your PLG calls you can ask
them. Be honest with them if you are struggling with
something. This might be as simple as being unable to access
your online learning, not understanding a task or being
worried about something in general. Remember your PLG is
there to support you in any way that you might need them.
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Regularly check in with your teachers and don't be afraid to ask
for clarification if there's anything that you don't understand.
• Keep your teacher informed: let them know if you are ill,
unable to log on. If you are struggling and can’t meet a
deadline, request an extension.
• Ask for support: If you are unable to access a resource or
you need additional support email your teacher. They will
be able to send you documents as attachments.
• Request feedback: You can do this on Frogos but if it’s
easier to email, use this facility. Send your teacher a
photograph of your work or attach a word or powerpoint
document.
Peer Support- There are a number of online tools such as Skype
or Zoom that you can download for free. These will enable you
to coordinate video chats with groups of people. Use these
programs to set up study groups with your friends and
classmates so you can spend some time discussing ideas,
analysing texts together and swapping study tips.
This is a great way to keep in touch with other students in your
class, and for making sure you are maintaining the collaborative
aspect of class room learning. It also helps to add some social
contact so you don’t feel too isolated studying alone.
Ensure that you plan what you are discussing beforehand and
try to stick to the topic so that the discussion remains
productive and you don’t get distracted chatting about other
things.
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Subject Teacher Support- Your teachers take the time to set your online
learning every single week. If at any point you are unsure about your online
learning use the staff contact list at the bottom of your timetable to contact
your teachers.
Step 1- Login to Frogos.

Step 2- Go onto your timetable

Step 3- At the bottom of your timetable you will see a staff contact list. This
will have all your teachers. Click on any teacher to send them an email.

19

Active Learning
Learning at home can be a challenge for many reasons,
particularly because your teachers are not there to help
and guide you with your work.

Top Tips:

•

•
•
•
•
•

•
Look at the work you have to complete each day and
decide what order you are going to complete the work.
Before you get started think about; Do you understanding the instructions? Do
you need any more help? What equipment resources will you need? Do you
need an additional log in for a website e.g. doddle? How long are you going to
spend on each part of the work? How will the work be submitted? How will you
know you are on the right track?
Ask for help via a message on Frog or an email if you need it.
Use rough paper or an exercise book to make notes even if you are working
from a computer/ laptop/ tablet.
Avoid trying to complete too many things at once, focus on one piece of work at
a time.
Remove distractions such as social media and music while you are working.
Use the internet to research and problem solve if you can.
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Metacognition is a part of selfregulation: those self-directive
processes that direct our learning., it
requires:
● Knowledge of yourself as a
learner
● Knowledge of appropriate
strategies
● Knowledge of the task
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Well Being- what does this mean? ‘the state of being comfortable, healthy, or happy.’
Do you know how to look after your own personal well-being? What can you do to stay happy
and healthy when out of your normal routine of school and home?
Here are 5 simple steps to stay happy and healthy while you are away from school.

Research suggests that these are the core group of actions we can proactively adopt to
improve our levels of wellbeing and mental health.
Reflect upon your own well being during your time away from school. What have you been
doing to make sure you stay happy and healthy? Try to think of one or more things you
have already done or would like to do for each of the actions.
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CONNECT- Talk and listen to each other. Be there for yourself, your family, friends and
neighbours. Connect with those around you; this could be through social media or visits at a
safe and social distance. Building these connections will support and enrich you everyday.
BE ACTIVE- Excerise makes you feel good. Why not go for a walk or run, step outside, cycle,
play a game, take part in Joe Wicks PE lessons, dance. Most importantly try to find a physical
activity that you enjoy and one that suits your level of mobility and fitness.
KEEP LEARNING- It’s never too late to start your FROG learning. Work from your teachers is
uploaded on a weekly basis. You’ll find different levels of challenge and activites to complete.
You will receive feedback and can have learning conversations with your Teachers.
GIVE- Do something nice for a friend, or a stranger. Thank someone. Smile. Volunteer your
time. Look out as well as in. Be there for each other.
TAKE NOTICE- Be curious. Catch sight of the beautiful and unusual. Notice the changing
seasons. Savour the moments whether you are walking, eating lunch or talking to friends. Be
aware of the world around you and what you are feeling. Reflecting on your experiences will
help you appreictae what matters to you.
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Remember structure is key to keeping yourself
motivated, happy and healthy. How will you fit
everything into each day? Remmeber to be realistic,
do what you can and work to your own strengths.
Use structure to try to create balance in each day.
Make a timetable to help you achieve this.
Timetables; like the one used in school and for our
online learning can help you find the calm needed to
learn, play, communicate and relax in moderation.
Use the templates below to help you create a personal timetable that suits you.
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