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How Online Sessions are Similar to Face-to-Face Teaching 
 

• You are teaching vulnerable students on a weekly basis. 

• You’re “seeing” the students and continuing or building a new relationship with them. 

• You’re talking and modelling all the time. 

• You’re accessing Learning Links’ resources to find suitable materials to download. 

• You’re communicating with families about their child’s progress. 

• You’re making a difference in a child’s life every time you see them. 
 

How Online Sessions Differ to Face-to-Face Teaching 
 

• The “seeing” is through a camera. 

• You aren’t printing resources; you’re sharing these on the screen or by email. 

• You may need to email resources to parent or speak to them on the phone. 

• You may need parents to send screenshots of their child’s work for marking or observations of their 
working out processes or writing. 

 

Considerations for Preparing Your Home Workspace for Online Sessions 
 

• Even though you’re at home, you’ll be working with students and may need to get up out of your 
chair and move around – please be mindful of this when dressing for work. 

• Consider where you’ll work. It needs to be at a desk and not in a bedroom. It also needs to be free 
from distractions, just as we are in the office. If you’re concerned about your background you can 
use the virtual background setting within the settings option in Zoom – it’s not fabulous and I’d 
recommend working out the background of your room instead. 

• Normal lighting will be fine – you may just need them all on if you’re tutoring at night. 

• Headphones may help you and the child focus but aren’t necessary – this is more a personal 
preference based on your setting. 

• Please ensure you have downloaded the Zoom application to use on your computer.  
 
Administrative Note: Donna will send you a copy of the Working from Home Checklist to complete along with 
a photo of your home workspace to be reviewed by Sam and attached to your HR file. 
 

Considerations for Preparing the Learning Links Workspace for Online Sessions 
 

• Education @ Learning Links is now both face to face and online delivery. You may be in a Learning 
Links location providing face to face services and then have an online booking as well. 

• Please ensure you’ve checked Salesforce to identify this so that you are fully prepared and have your 
laptop with you. 

• You may wish to borrow the document camera at each location to attach to your computer via USB 
to assist in deliver whilst at a Learning Links location. 

• Consider where you’re sitting – a painted wall will reflect better than a whiteboard but angling to a 
corner may let you have a wall and refer to the whiteboard if you wish. 
  

  

https://www.ipevo.com/products/do-cam#graphiteGray
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Preparing Resources 
 

First Session – New Student 
 

• We still conduct our screening procedures for all online students, the specific instructions are 
outlined in the Screening & Assessment Stimulus Booklet. 

• In most cases the only modification is that the bound stimulus booklet you place on the table in 
front of your students is now a PowerPoint file in SharePoint. The students read from the stimulus 
on the screen, and you’ll record their responses in the Recording Document as you do when they 
are sitting beside you. 

• For the spelling test and writing sample you may choose to have the student write their responses 
on paper and the parent send a photo or scan of the page to you for scoring. The parent can also 
assist in identifying 10 incorrect responses (if that’s appropriate). 

• For mathematics, please email the appropriate recording sheet to the parent prior to the session to 
print. 

• The online screening process may take a little longer, but still works. 
 

Ongoing Sessions – All Students 
 

• Download any files you plan to use from SharePoint to your computer prior to sessions starting. 

• Save them in a folder for each student – you may have duplicates, but that’s ok – you’re not using 
bandwidth to be on the internet to simply view a PDF and you have less buttons to accidently press 
in the PDF viewer. 

• Once you’ve downloaded the file you can then delete pages you don’t need if you wish so that the 
first page is the page you’re about to use in sessions. 

• Instructions are available at the end of this package if you only want a section of a page or a collection 
of pages to email to a parent. 

• Access (through Salesforce) the phone number and email address for all of your students. The email 
will be attached to the parent, not often to the child (you’ll need to ring a family if they don’t turn up 
or call them if they are really unable to get the session started – we run the session to the best of our 
abilities). You may need to be a little patient here and keep clicking through Salesforce within the 
account – I promise the phone number is attached to the Parent’s contact details. 
 

Gold Standard Online Sessions 
 

• Google Jamboard provides an amazing complement to online teaching to overcome any of the 
challenges associated with not being able to see a child’s writing or their difficulties with using the 
keyboard if younger. Google Jamboard is many things, but for Education @ Learning Links it is an 
app – that works on both Android and Apple devices as a free download.  

o You’ll set up a Google account (recommend you set one up with your Learning Links email 
address to keep this separate from your personal life); 

o Create a board for the child (simply click the plus button on the screen);  
o Follow the prompts to Share the Jamboard with the email address for the students’ parent.  
o Begin with a discussion with the parent, send the links during the week and you should be 

live at the next session. 
o With the app open on both of your devices you can write and draw at the same time as your 

student is doing this all in real-time. 

 

https://learninglinksorg.sharepoint.com/:b:/g/client%20Services/EcUEnG_pketLo1qkKaQLw6gB-Dqtaz7R4isoWp-d8SibOQ
https://learninglinksorg.sharepoint.com/:f:/g/client%20Services/EjxKaO9phFdMvB58B9C7g7oBbLTcWRA99diFyPqfgU_EyA
https://learninglinksorg.sharepoint.com/client%20Services/Shared%20Documents/Recommended%20Teaching%20Resources/SCREENING%20AND%20ASSESSMENT/Recording%20Document%20Education%20Screening%202020.pdf
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Setting Up for Zoom Sessions 
 

• Hide your mobile phone number in case you need to call the parent in the session (see “Using Your 
Mobile Phone to Call Families” instructions at the end of this package). 
 

• Start a new email and drag any of the attachments you’re using into the email, so it is ready to go. 
Email is how you’ll communicate with the family if they don’t turn up or are needing work sent to 
them. If using Google docs, you can enter this directly into the doc and no email is necessary. 
 

• Turn off other programs and notifications on your computer. 
 

• Open up Zoom on your computer (depending on your computer’s settings you may be asked to sign 
in – this is fine, if you have multiple Zoom accounts please ensure you are in the Learning Links 
account). You have been sent an email with your meeting room link and password if required. 
 

• Login to Salesforce and click on the Personal Meeting Link in the booking for your first client – this is 
your personal Zoom room. This will open Zoom and your room. This is the link we’re providing to 
families; they can click the link at the time of their session, and you’ll be aware of them waiting when 
you receive an orange message at the bottom of the screen near the Manage Participants icon 
requesting to let them on.  

 
 

• Click the Manage Participants and the Chat so they appear in a white bar at the right of your screen.  
 
 

 

• Set your screen up so that it doesn’t take up the full screen size and you 
can still see the icons at the bottom of your screen. This is achieved as you 
resize all programs on your computer, click on the corners of the screen 
and a resize arrow should appear (ESC often minimises a program too). 
 

• You can move any part of the Zoom screen by hovering your mouse over 
the top border of the screen, clicking and holding your mouse down so that 
you can move this. 
 

• Open up all of the programs and applications you may need for the session, 
including a blank composing document (i.e., word or alternative).  

 



Logistics Handbook Online Sessions 
 

March 2021 5 

Your Student Has Arrived 
 

• You’ll know your student has arrived by receiving a waiting room notification on your screen, 
requesting access for your student to join the session. 
 
 
 

• You will see there is more than one participant in the Manage Participants icon at the bottom of 
the screen. 
 

• Your students and families will undoubtedly have some tech issues at the beginning, 
just be patient.  Give them a moment to work through it. As the presenter you can 
help your students by encouraging them to look for the microphone or video 
camera to turn it on.  You can also hover over the student’s name in the Participant 
window, click on More and Ask to Start Video to get their video working again.  

 
 
 
 
 
 

• Remind the child to click on Chat when they start a meeting, so you have this functionality at all 
times. 
 

• Begin your sessions with a discussion as you would normally and then begin. 
 

• This will involve some screen sharing, composition, bookwork … Just be patient with yourself and the 
child as you navigate this. 
 

• At the end of the session invite the parent back in (if they headed out) to wrap up, explain what you 
did and what homework is required as you’re typing directly into the email and press SEND at the 
end of the session. If using Google docs with your students, you can enter this directly into the doc 
and no email is necessary. 
 

• Ask the child to Leave Meeting and your next client should be waiting for you in the waiting room. 

 

• At the end of the set of sessions, head back to Salesforce to change the booking status to Complete. 
Simply open up the booking, double click the status Booked and choose Completed. Please 
remember to press SAVE at the top of the screen before moving on. 
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Your Student Does Not Attend 
 

• If the child did not attend, attempt to call the client via mobile phone (please ensure you’ve blocked 
your caller ID – instructions at end of this package) twice during the first 15 minutes of the session. 

• Add a note in Salesforce to reflect you’ve made these calls. There is a button New Note appearing at 
the top of the Contact tab for your child. A new window appears on your screen to type the note. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Important Note: A note is also required if you’ve been provided with any advance notice of a student 
not attending or an email from the family. Our Customer Care team take care of all aspects of billing 
with your families, we need to take care of our families by ensuring the Customer Care team has all 
of the necessary information to help our families. You don’t need to do anything except let the team 
know. 
 

• If you reach the parent and they indicate a reason for missing the session, please reflect this in 
Salesforce - Cancelled – Non-Attendance. 
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• Then identify the reason for Non-Attendance Reason, there are several please pick the one that 
matches what the parent has told you. 

 

 

• If you’re unable to reach the parent, please reflect this in Salesforce as below - Cancelled – Non-
Attendance and then ensure you identify the reason for Non-Attendance Reason to be NO SHOW.  
This is in line with the NDIS requirements. 
 
No Show – Health Reason (for the child or parent if they are sick) 
No Show – Other (eg if they forgot, or they have another appt) 
No Show – Reason Unknown (when we haven’t been able to contact them & don’t know the 
reason) School Event 
 

• The Notes section should also include a copy of an email received or details of the contact made 
with the client which will also assist with the correct cancellation fees being applied. 

 
Please ensure you press SAVE at the top of the screen before moving on. 
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Troubleshooting 
 
As long as the child can hear you and respond in the Chat bar you have a lesson! 
 
When you’re at the beginning of a session just on camera (i.e., before any sharing) your controls are at the 
bottom of the screen. 

 
 
 
When you’re sharing, these controls appear at the top of the screen. 

 
 
Depending on the size of your screen you may see some or all of the controls.  
 
 
In Zoom, look for the words More or three dots … or an arrow v to indicate 
there are more options. 
 
 
 
 
 
 
If you lose any part of the screen look for options on your screen to Return to 
Meeting, press ESC or locate the Zoom icon at the bottom of your desktop. 
 
 
There are some settings you can select to help facilitate a smoother Zoom session. When you’re in a meeting 
click on the arrow near Stop Video and from there select Video Settings. 
 

 
 
 
 

 
 
 
 
 
 
This brings you into the Settings options within Zoom – from here you can make two significant settings 
changes to support your Zoom sessions, particularly in relation to full screen settings and scaling content. 
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The highlighted settings below, particularly in relation to unticking things to do with the full screen. 

 
 
The Annotate tool is wonderful and allows you both the write on the screen. Once you’ve clicked Annotate 
a separate floating toolbar appears (remember that if these toolbars cover your work or your student’s work, 
just hover near the edges of the bar and click and hold the mouse to move it to somewhere else on the 
screen). 

 
 
 
You may need to share permissions first; this is done through Remote 
Control (simply click on the child’s name). 
 
 
 
 
 
 
 
If you’ve shared the screen and handed over Remote Control, but the student still can’t write or do anything 
on the screen, encourage them to look to the top of the Zoom screen where there’ll be an orange bar 
indicating they are Sharing Your Screen. Next to this is a View Options menu, clicking this allows the student 
to select Annotate and they should be fine to proceed.  
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If they cannot do this, this is related to their security settings and it 
may not  You need to click annotate again or close the annotate tool bar if you wish to move pages on a PDF 
you’re sharing or go back to the controls (while you’re drawing you’ll draw everywhere). 
 
Just keep in mind that when you’re in the Annotate tool your mouse is the pen or stamp or whatever tool 
you’re using. You need to close the Annotate tool by clicking the red cross on the floating toolbar to resume 
your mouse to click elsewhere on the screen. 
 

 
 
 
There is one more work around for sharing (thank you to Nienke who taught me this!). You can send a file 
in the Chat window, this is an option at the bottom of the Chat window. 
 
 
 
 
 
 
 
 
 
 
Attach the file you want to send, and it appears in the Chat 
window for the student to click on, download & open. 
 
 
 
 
 

 
 
The student can then open this file and work on it as well as Share Screen so you can see what’s happening. 
They can send the file back to you via Chat so you can see their work. This could be a simpler way to share 
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and work on materials if the students aren’t familiar with Google Docs and you wish to remain in the Zoom 
environment. 
 
If you are sharing a video (e.g., YouTube) in the Share Screen option, you will need to select share sound at 
the bottom of the screen so that the sound playing on your computer also plays on their computer. An image 
of this is shown on the next page. 
 

 
 
 

Most importantly, be clear on why you’re doing something so if it 
goes wrong you can more easily pivot. It’s never about the activity, 

it’s always about the outcome – what were you trying to achieve for 
the student. 
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Official Zoom Training & Materials 
https://zoom.us/docs/en-
us/covid19.html?utm_source=website&utm_medium=postattendee&utm_campaign=COVID19FY21&zci
d=3709  
 
 
Official G Suite Training  
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaig
n=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-
CRE_304711114212-
ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%
5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-
314662683538-userloc_9071810-
network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIV
VI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds  

  

https://zoom.us/docs/en-us/covid19.html?utm_source=website&utm_medium=postattendee&utm_campaign=COVID19FY21&zcid=3709
https://zoom.us/docs/en-us/covid19.html?utm_source=website&utm_medium=postattendee&utm_campaign=COVID19FY21&zcid=3709
https://zoom.us/docs/en-us/covid19.html?utm_source=website&utm_medium=postattendee&utm_campaign=COVID19FY21&zcid=3709
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
https://gsuite.google.com/intl/en_au/training/?utm_source=google&utm_medium=cpc&utm_campaign=japac-AU-all-en-dr-bkws-all-all-trial-b-dr-1008070&utm_content=text-ad-none-none-DEV_c-CRE_304711114212-ADGP_Hybrid%20%7C%20AW%20SEM%20%7C%20BKWS%20~%20BMM%20%7C%20Docs%20%7C%20%5BM:1%5D%20%7C%20AU%20%7C%20EN%20%7C%20Learning-KWID_43700037909624896-kwd-314662683538-userloc_9071810-network_g&utm_term=KW_%2Btraining%20%2Bgoogle%20%2Bdocs&gclid=EAIaIQobChMIr56v0tnX6AIVVI2PCh2tWAhGEAAYASAAEgLQTvD_BwE&gclsrc=aw.ds
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Using Your Mobile to Call Families 
 
You may need to call a family if there are issues during the session or if the child hasn’t attended the 
session (after 15 minutes, like we do in offices in line with the Delivery & Collection of Children Policy). 
 
As you’re not in an office to make that call, you’ll need to use your mobile for this. 
 
Here are instructions to turn off your caller ID when making those calls so that you’re not sharing your 
mobile phone number. 
 

Hide your number on an iPhone 
 

1. Go to Settings 
2. Tap Phone 
3. Press Show My Caller ID 
4. Toggle this off 

(toggle back on when not working) 
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Hide your number on an Android device 
 

1. Press the Phone icon. 
2. Press the Settings icon. 
3. Press Carrier Call Settings. 
4. Press Additional Settings. 
5. Press Owner's Number. 
6. Press Hide number to turn off caller identification. / Press Show to turn back on. 

 

      
 
 
 

    
 
 
 

Please note that you may need to Google “Your device + hide number” 
for specific instructions for your unique phone. 
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Screenshots & Printing to PDF Instructions 
 

Screenshot on Mac (text & video instructions) 

 
Official Apple Documentation: https://support.apple.com/en-au/HT201361  
Video Demonstrations: https://www.youtube.com/watch?v=NbB3Cm2ejkg  &  https://youtu.be/89GA6a4lAn4  
  

  

https://support.apple.com/en-au/HT201361
https://www.youtube.com/watch?v=NbB3Cm2ejkg
https://youtu.be/89GA6a4lAn4
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Screenshot on PC – using Snipping Tool (text & video instructions) 
 

1. To open Snipping Tool, select the Start button,  type snipping tool in the search bar, and then select 

it in the search results.  

 
 

2. To choose the type of snip you want, select Mode.  You can capture any of the following types of 
snips: 

- Free-form snip. Draw a free-form shape around an object. 
- Rectangular snip. Drag the cursor around an object to form a rectangle. 
- Window snip. Select a window, such as a browser window or dialog box, that you want to 

capture. 
- Full-screen snip. Capture the entire screen. 

 
The most common one is Rectangular.  When making rectangular snips or free form, use your 

mouse to select the area that you want to capture. 

 

3. To take a new screenshot, select New button (next to mode).  Using your mouse drag the mouse 

over what you want to snip. 

 

4. Click the “Save” button to save the image to file, the “Copy” button to copy the image to the 
Clipboard using copy & paste, or the “Email” button to open a new email message with the image 

already  

 

 

 

https://www.howtogeek.com/wp-content/uploads/2016/11/wst_8.png
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Video Demonstration Snipping tool – How to take a partial screenshot 
https://www.youtube.com/watch?v=O_55eg00H-w 
https://www.youtube.com/watch?v=2O932t8-k2A 
Microsoft Documentation: https://support.microsoft.com/en-au/help/13776/windows-10-use-snipping-
tool-to-capture-screenshots 
 

Printing to PDF (PC) (to have only a few pages from a whole scanned book) 
1. Open the PDF as you would normally 
2. Select your print function as you would normally 
3. Select the page range you need for this session 
4. Select a PDF printer  

 
On a Mac you select “PDF” at the bottom of the print screen and then “Save as PDF” 
 
Click the link for a how-to video: 
How to save a selection of pages from a PDF 
 
  

https://www.youtube.com/watch?v=O_55eg00H-w
https://www.youtube.com/watch?v=2O932t8-k2A
https://support.microsoft.com/en-au/help/13776/windows-10-use-snipping-tool-to-capture-screenshots
https://support.microsoft.com/en-au/help/13776/windows-10-use-snipping-tool-to-capture-screenshots
https://learninglinksorg.sharepoint.com/:v:/g/client%20Services/Earh36vl0RBCskZJDhhQqiEBnVnDKbp2GLzqDSowZLy9XA?e=HKXTGp
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Jamboard App 
Jamboard is a free Google app and online application providing you with an interactive 2-way whiteboard, 
when both you and the student have a second device (e.g., your Zoom session occurs on your computer 
while you each have access to a tablet.  
 
This is the absolute solution for our spelling, writing and mathematics students and well worth the time to 
set this up. 
 

Step One: Set Up A Secondary Google Account with your Learning Links email address 
 
You may already have a Google account (or more than one). Please don’t use your personal accounts for 
this, set up another free Google account using your Learning Links account. 
 
Simply click on your initials for your existing login and choose “Add” option (on my Mac it sits as a bubble 
at the top of the screen, simply search “adding a new google account device name” if you require more 
specific instructions). Use your Learning Links email address and add a password and you can now switch 
between your personal account and your Learning Links Google account.  
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Step Two: Access Jamboard from Google apps 
 
Jamboard is simply an application within the Google suite – you can access from your desktop after signing 
up (see image below) – this is recommended if you wish to insert images of textbooks into the Jamboard 
for your student to work from. You will also need to download the app on your tablet to use interactively 
during sessions. 
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Step Three: Set Up a Jamboard 
 
You can do this either from the desktop or your tablet, simply click on the plus sign to start a new 
Jamboard. 
 

  
 
Re-name the Jamboard with the child’s name so you can easily access. 
 
 
 

 
 

Step Four: Share the Jamboard before the session you plan to use this 
 
At this stage we aren’t mandating a second device or use of the Jamboard, so this is a manual set up after 
discussion with the family if you feel this is something you’ll be using regularly. 
 
I recommend setting up a dummy Jamboard to demonstrate to the family. 
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Once the family have agreed to use the Jamboard during sessions let them know that before their next 
session you will have sent them a link to accept and then be able to access the Jamboard. They too should 
download the free app to their device. 
 
A stylus is also recommended – not essential, but does reduce some frustration for the student. 
 
 

 

 
Step Five: Use Your Jamboard 
 
If you’re planning to upload parts of a textbook, I recommend setting the Jamboard up first using the 
desktop application. 
 
Simply screenshot what you want to use (less is more on the Jamboard screen), save these screenshots to 
your desktop and them upload to Jamboards as an image. 
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If you’re not planning to upload anything (I only have 1 maths student I do this prep work for), then it is as 
simple as you opening the specific Jamboard on your device, your student opening it – both of you being 
on the same Jamboard screen (there are 20 screens to choose from and you can delete when finished with 
them) and you can both write and see each others’ writing instantaneously. 
 

 
 
Then just play – it is such a useful tool once the set up is there, I use this with Year 1 students through to my 
Year 10 mathematics student – it removes all of the challenges of not being able to “see” the child’s work 
and just get in there and edit. 
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