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Scheduling 
With limited communication capabilities, it becomes very important to give our parents/students a 
simple way to request/schedule time with you.  Calendly allows you to offer a simple web link in an email 
to your parents/students to schedule a block of time to meet with you. 

Calendly 
Calendly allows you to schedule meetings with your parents and students in preparation for meeting with 
them virtually over Zoom. The directions below will help you get started with this service. 

1. Open a web browser and go to www.calendly.com. 
2. Click “Sign Up”. 
3. Enter your @wasdpa.org email address and then click “Get Started”. 
4. Next click “Sign up with Google” 
5. If your Google account pops up on the next screen select that. It may ask you for your 

email/password. Allow permissions. 
6. You will be asked to create a new URL on the next page. Enter “wasdpa(yourusername)” in the 

textbox and click Continue. 
a. Example - wasdpajbdoe 

 

7. Click on “Continue without Calendar” at the bottom of 
the page. 

 

8. Then, choose the dates and 
times when you are available to 
meet and click continue. 

 

 

9. Finally, click the radio button 
next to “Education” and click 
Finish. 

 

10. The “Getting Started” guide is now displayed on the right side of the window. Click X 
to close this window. 

 

 

http://www.calendly.com/
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11. You have the option of 15, 30, and 60 minute meetings. Click “Copy 
Link” under the meeting length of your choice. Send that link to your 
client in an email. 

 

12. When your client receives the email, they will be able to choose a time 
to meet by clicking on the link and following the prompts.  

13. You will receive an update once your client finishes the reservation 
14.  Send them the link for your Zoom room and wait for them to call in. 

Telephone/Texting (SMS) Protocols 
While parents are welcome to leave voicemails on our staff’s extensions, we are rather limited with 
regards to placing calls or sending text messages.  Below are protocols for hiding your telephone number 
when making calls and for sending/receiving text (SMS) messages.  

Dial-Out Calling-Only: 

*67 Calling - Blocking Caller ID 

● When calling a parent or guardian and you would like to make your phone number anonymous 
on their phone, you can dial *67 before the phone number. 

○ Example - *67-717-762-1191 
● The parent or guardian will see “No Caller ID” or “Unknown Caller” on their phone.  
● This will allow you to have anonymity when calling and the parent or guardian will not be able to 

call you back. 

SMS/Texting 

Remind  

Remind is a one-way messaging system. All personal information remains confidential. It is a website that 
provides a safe way for teachers to text or email students and parents. 

The service is free but messaging rates apply. Check your phone’s data plan for 
information. 

Getting started 

A free Remind account allows up to 10 classes with up to 150 people each.  

Step 1: teacher adds a class in Remind. This generates a unique code.  

Step 2: teacher shares the code with parents or students 
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Step 3: anyone who sends a text message with that code is now “subscribed” to that class. When 
teachers send a message to the class, everyone who subscribes receives it. No one can view the phone 
numbers of anyone on the list.  The teacher only sees a name, no phone number either.  

Sending a message is easy. It includes options for translation and adding images. 

 
Any phone that receives text 
messages can be used. There are 
also Remind apps available for 
iPhone and Android in the App 
stores. 
 
Unsubscribe:  
Text message: To unsubscribe 
from all classes, simply reply with 
the word "unsubscribe". 

 

Email: Reply to your teacher's 
email with the word 
"unsubscribe" in the subject field 
to stop receiving 

notifications for that class. 

To Learn More: Remind for Teachers 

 

Email to SMS/Text 

Text messages can be sent to parents and students can be sent through your district email address.  You 
will need two pieces of information in order to send your message - their Mobile/Cell phone number and 
their cellular carrier.  

For example - if your parent’s cell phone number is 717-555-1212 and they are subscribed to AT&T 
Wireless, the address you would use to send your message would be 7175551212@txt.att.net.  

A full list of carriers and email domains is listed below for your reference: 

1. AT&T: number@txt.att.net (SMS), number@mms.att.net (MMS) 
2. T-Mobile: number@tmomail.net (SMS & MMS) 
3. Verizon: number@vtext.com (SMS), number@vzwpix.com (MMS) 
4. Sprint: number@messaging.sprintpcs.com (SMS), number@pm.sprint.com (MMS) 
5. Xfinity Mobile: number@vtext.com (SMS), number@mypixmessages.com (MMS) 
6. Virgin Mobile: number@vmobl.com (SMS), number@vmpix.com (MMS) 
7. Tracfone: number@mmst5.tracfone.com (MMS) 
8. Simple Mobile: number@smtext.com (SMS) 

https://docs.google.com/presentation/d/133yZoCB-o8Xvc0YmgfThOIZUlgOjriyNXPJrAM-9IqI/present
mailto:7175551212@txt.att.net
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9. Mint Mobile: number@mailmymobile.net (SMS) 
10. Red Pocket: number@vtext.com (SMS) 
11. Metro PCS: number@mymetropcs.com (SMS & MMS) 
12. Boost Mobile: number@sms.myboostmobile.com (SMS), number@myboostmobile.com (MMS) 
13. Cricket: number@sms.cricketwireless.net (SMS), number@mms.cricketwireless.net (MMS) 
14. Republic Wireless: number@text.republicwireless.com (SMS) 
15. Google Fi (Project Fi): number@msg.fi.google.com (SMS & MMS) 
16. U.S. Cellular: number@email.uscc.net (SMS), number@mms.uscc.net (MMS) 
17. Ting: number@message.ting.com 
18. Consumer Cellular: number@mailmymobile.net 
19. C-Spire: number@cspire1.com 
20. Page Plus: number@vtext.com 

Video Conferencing 
In order to be able to meet with your parents and students efficiently, using either Zoom,Google Meet, or 
Google Hangouts will be key. These systems allow for parents and students to join via a computer or 
phone.  

Expectation of Staff: 
1. All attendees should follow the WASD dress code: Policy 325. This includes faculty or staff in 

attendance. Be mindful that you are a professional in this setting.  
2. Copyrighted materials may be used with screen sharing, but our acceptable use policy is still in 

effect for all technology.  
3. Do not record a video conference at any point and time unless you have used the Video 

Conferencing script below.  
4. No screenshots should be taken at any time by any staff member of WASD  
5. To avoid unwanted attendance or “hacking”, meetings should be launched with a 

unique meeting ID and password, NOT your personal meeting ID. 
6. Waiting rooms should be used on all Video Conferencing platforms to prevent Bombing. 

a. Check out this Zoom help article on Waiting Rooms. 
7. Only the host of the meeting should have the ability to share his/her screen unless it’s 

necessary for the lesson. 
8. Turn off private chat in your session so that people may only post where it is visible to 

everyone in the session. 
a. Check out this Zoom help article on chat features 

9. Learners can be removed from sessions if absolutely necessary, but this should be a last 
resort just as it is in a classroom. 

a. Check out this video to mute or remove a learner from Zoom 
10. Every attempt should be made to ensure that all learners have equal access to your 

video conference. If learners are not connecting, please follow up to check their status. 
11. Accommodations for learners receiving special education services must be made to 

make these meetings accessible to them. Special education teachers will work with 
classroom teachers to determine accommodations needed and both of them will be 
responsible for ensuring they are provided during each session. 

mailto:number@vtext.com
http://go.boarddocs.com/pa/wayn/Board.nsf/goto?open&id=9UZFEF3EC1C9
https://support.zoom.us/hc/en-us/articles/360022174112-Using-a-Waiting-Room-with-Zoom-Rooms
https://support.zoom.us/hc/en-us/articles/203650445-In-Meeting-Chat
https://www.youtube.com/watch?v=ozJS9bvdVp8
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Expectation of Learners: 
1. Learners should not share the meeting invitation, password, or other invitation with anyone. If 

someone who should attend is missing an invitation, contact your teacher to support that 
person.  

2. WASD dress code should be followed for all video conferences.  
3. No recording or screen shots should be taken at any time during the video conference.  
4. Learners and parents should work together to set up access to the video conference. 
5. Learners will not be able to share their screen unless the teacher requests them to.  
6. Private messaging in the video conference will not be permitted. Learners will only be 

allowed to chat with EVERYONE in a session.  
 
 

Security (FERPA) & Video Conferencing 
Zoom, Google Meet, and Google Hangouts encrypt all communications. Both are certified for any 
educational use.  

Physical security is often overlooked in these situations.  It is vitally important that no unauthorized 
parties are present when discussing personally identifiable information. Only authorized individuals are 
within eyesight and hearing of the video conference in order to maintain FERPA compliance.  

If you are interested in reviewing documentation on FERPA/HIPAA compliance for Zoom, please click 
here: 

●  FERPA and HIPAA Compliance of Zoom 

If you are interested in reviewing documentation on FERPA compliance for  Google Meet, Hangouts and 
G-Suite, please click on the following two links: 

● FERPA Compliance 

● G-Suite for Education Products Covered under FERPA  

https://docs.google.com/document/d/1jtWjxcKypJyB07GxhGf3hEU3T93Xv0JdhK4-Cw-R96A/preview
https://cloud.google.com/security/compliance/ferpa
https://edu.google.com/products/gsuite-for-education/?modal_active=none
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Video Conferencing Script for use when recording 
meetings: 
 

Hi _________,  

 

 

I have scheduled a video conference with you on ___________ at _________.  

Our appointment will be for 30 minutes. When it’s time for our appointment, click on this link to join 

me:  

You will need to enter the following password for security purposes: ____________  

You do not need to download anything to join the meeting, but you will need to allow Zoom to access 

your microphone and camera.  

There are a few important things to keep in mind for our meeting:  

1. Please be on time. I will wait up to 5 minutes for you to get to our meeting. If you do not 

arrive by then, I will end the meeting. You should email me immediately if you are having 

technical difficulties. If you miss the meeting for any other reason, please email me so that we 

can reschedule.  

2. Please find a quiet place in your house for our meeting. Distractions such as other people, the 

tv, cell phones, etc. make it difficult to have a conversation. If you have headphones with a 

microphone, it may be helpful to use them during our meeting. Please plan to devote your 

attention to our meeting, and I will do the same.  

3. Please be dressed appropriately. No pajamas or any revealing clothing.  

4. You will not have access to record our meeting. It’s important that we both respect the privacy 

and confidentiality of our conversation.  

5. Zoom and Google encrypt all communications and they are both certified for 

educational use, however, please know that WASD cannot guarantee this. We’ll do the 

best we can on our end to ensure your privacy.  

 

I’m looking forward to meeting with you soon!  
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Google Meet 
Google Meet is currently available for use until the end of the school year.  You can use your calendar to 
schedule meetings ongoing with parents and teachers which will allow them to connect via a computer or 
from a telephone/cell phone using a meeting number which will not change for the remainder of the 
school year.  

Scheduling an ongoing meeting in Google Meet 

21. Open a web browser and go to https://calendar.google.com. 
22. Click “Create” in the upper left corner of the window. 

 

23. A pop up will appear in the window.  Click “More options” to 
continue. 

 

24. In the upper left corner, place a checkmark in the box next to 
“All Day” and change the dates to go through the end of the 
school year.  

 

 

25. Fill out the calendar reservation as normal, but take special 
notice of the dropdown menu labeled “Add conferencing”. 
Click on this dropdown menu and select “Hangouts Meet”. 

 

 

26. Once “Hangouts Meet” is selected, a dropdown 
menu named “Join Hangouts Meet” will be added 
to the calendar reservation.  Click on this to show 
the web address for the meeting and the phone 
number/PIN which can be used to dial into the 
meeting. 

 

 

27. Under “Guests”, add the emails of your meeting 
attendees.  You can also send invitations  as text messages by using 
their ten digit phone number and the email domain of their cellular 
carrier.  For example, an AT&T cell number can receive emails by 
sending to the following address: 

https://calendar.google.com/
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(10digitphonenumber)@txt.att.net. 
 
A full list of carriers and email domains is listed below: 

a. AT&T: number@txt.att.net (SMS), number@mms.att.net (MMS) 
b. T-Mobile: number@tmomail.net (SMS & MMS) 
c. Verizon: number@vtext.com (SMS), number@vzwpix.com (MMS) 
d. Sprint: number@messaging.sprintpcs.com (SMS), number@pm.sprint.com (MMS) 
e. Xfinity Mobile: number@vtext.com (SMS), number@mypixmessages.com (MMS) 
f. Virgin Mobile: number@vmobl.com (SMS), number@vmpix.com (MMS) 
g. Tracfone: number@mmst5.tracfone.com (MMS) 
h. Simple Mobile: number@smtext.com (SMS) 
i. Mint Mobile: number@mailmymobile.net (SMS) 
j. Red Pocket: number@vtext.com (SMS) 
k. Metro PCS: number@mymetropcs.com (SMS & MMS) 
l. Boost Mobile: number@sms.myboostmobile.com (SMS), number@myboostmobile.com 

(MMS) 
m. Cricket: number@sms.cricketwireless.net (SMS), number@mms.cricketwireless.net 

(MMS) 
n. Republic Wireless: number@text.republicwireless.com (SMS) 
o. Google Fi (Project Fi): number@msg.fi.google.com (SMS & MMS) 
p. U.S. Cellular: number@email.uscc.net (SMS), number@mms.uscc.net (MMS) 
q. Ting: number@message.ting.com 
r. Consumer Cellular: number@mailmymobile.net 
s. C-Spire: number@cspire1.com 
t. Page Plus: number@vtext.com 

 

28. Click Save to complete the calendar reservation.  Your calendar will be updated and reminder 
emails will be sent automatically  

Zoom 
Zoom is currently offering free basic accounts to anyone employed in the field of education and we as a 
district have integrated this into several applications.  

Scheduling a Zoom Meeting 

1. Go to https://zoom.us/download. 
2. Under “Zoom Client for Meetings”, click Download. 
3. Double-click on the file to install the Zoom client on your 

computer* 
a. Some of you may have Zoom already installed. 

4. Launch Zoom and sign in using the Sign in with Google button. 
5. You will be presented with four options either joining or 

starting a meeting.  For this document, we will focus on 
scheduling a meeting with the parent or student.  

mailto:number@vtext.com
https://zoom.us/download
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6. Click on Schedule. 
7. Make sure to use the following settings 

a. Edit the topic 
b. Set a start time,  
c. Keep the audio at Telephone and Computer and K 
d. Click the radio button for Request Meeting Password and enter a password. 

i. This is designed to prevent eavesdropping and Zoom Bombing 
e. Keep Outlook as Calendar. 

 

8. When you click Schedule, Zoom will 
open Gmail and provide you with an 
email template to use as an 
invitation/reminder for your parents 
or students. Add the parent’s or 
student’s email and edit the message 
to reflect the details of the meeting. 
This could include a specific subject 
and personalized message.  

 
 
Your Zoom meeting is now scheduled and ready to go. For more information and resources go to Zoom 
How To’s and Best Practices. 

Google Hangouts 
1. Open a Chrome browser window and go to: hangouts.google.com  
2. Click New Conversation 
3. Enter the email address of the person/people  to “hangout” with you. Up to 10 can join at a time. 
4. Add a message. These can include emojis. Be careful with these, some don't convey a 

professional message. 
5. Hangouts can be named using the Settings gear. For example: Math Lesson 3/24/2020 or Test 

Hangout 
 
 

6. Video Hangouts are easy to start. Click on the Video Call link on the Hangouts screen to start 
 
You are NOT to use the phone option because it requires the user to connect to a phone number 
as part of the setup process.  
 

7. Once in the Video Meeting, Captions can be turned on. Click the 3 
dots on the bottom right of the video screen > Turn on Captions.  
 
Captions are enabled or disabled by each user 
and cannot be activated for other participants. 
 

https://5il.co/eufw
https://5il.co/eufw
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Scanning & Sending Secure Documents 

Microsoft Office Lens 
Microsoft Office Lens is an iOS and Android app which allows you to take photos of documents, convert 
them to PDF, and upload to Google Drive or send them as an email attachment. The directions below will 
outline the steps to use on iOS devices. 

1. Download Microsoft Lens from the App Store or Google Play Store. 
2. Tap on the Microsoft Lens icon to open. 

 

 

 

3. Near the bottom of the phone, swipe to select “Document”. 

 

 

4. Place the document you want to scan on a flat surface.  Take a photo of the 
document. 

 

 

5. Lens will automatically crop the photo to include 
only the page of the document.  Tap “Add More” to 
add pages or “Done” to continue. 

 

 

6. Under “Export To”, tap “PDF”. 

 

 

 

 

7. Tap “Phone Storage” 
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8. Your photos will be compiled into a single document.  Tap the 
document.  

 

 

 

 

9. Tap the sharing icon in the top right corner of the screen. 

 

 

 

10. Tap Google Drive to upload the PDF to drive. 
(Outlook is shown in the example) 

a. Uploading to Google Drive requires you 
to have the Google Drive app installed 
on your phone. 

 

11. Tap “Done” 

 

12. Delete the document from your phone after the file has been emailed or 
uploaded to Google Drive by tapping the three vertical dots in the bottom 
right corner of the document. 

 

13. Tap “Delete” 
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Firefox Send 
Firefox Send is a free service offered by the Mozilla Corporation designed to allow files to be encrypted 
and sent via email.  The directions below outline the steps for generating the link to send to your parent 
or student. 

1. Open a web browser and go to http://send.firefox.com. 

 

2. Click on “Select files to upload” to continue. 

 

 

3. Choose the file(s) which you want to encrypt. 

 

4. Next to “Expires after”, choose the number of downloads 
or the amount of time which needs to pass before the 
download is removed. 

 

5. Enter a password which will be needed by your parent or 
student in order to access the file.  Click Upload to 
continue. 

 

6. The final page displays the link which will need to be sent 
to your parent or student.  Paste this link into an email 
with the password and send it.  

  

http://send.firefox.com/
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WASDPA Communication Questions and 

Answers  

Q: Is it legal for teachers to video conference directly with students, even if they are in their own home?  

A: Yes – this is legal.  

Q: Isn’t it a privacy violation if other students can see inside another students’ home?  

A: No – not a violation of any law or constitutional provision. If it makes a student or parent 

uncomfortable, they can be encouraged to set the video conference up so that only the student 

is visible, sitting in front of a wall.  

Q: Should videoconferences be recorded?  

A: We recommended that videoconferences not be recorded. Recordings raise potential 

FERPA access questions and potential labor concerns.  

Q: Our teachers are expressing reluctance to do videoconferencing in case they see child abuse or other 

problematic conduct in the background. Is that a legitimate concern?  

A: This is similar to saying that teachers shouldn’t talk to students at all, for fear they will 

disclose child abuse. While mandatory reporting obligations continue into online education, it is 

unlikely that most teachers will encounter this type of scenario. If it makes teachers 

uncomfortable that they may see something in the background, teachers can encourage 

students to sit in front of a wall so that nothing is in the background.  

Q: Is it a FERPA violation for Parents to see the other students in a special education class or group?  

A: No – no student records are being disclosed. This is similar to a Parent walking through a 

school building and seeing students engaged in learning with a special education teacher. This 

does not violate FERPA. 

 

Q: Do school districts have to provide internet access and devices for students to access 

videoconferencing?  



15 

A: It depends. If the District is providing optional online learning opportunities and resources to 

ensure continuity of education, you do not necessarily need to provide devices and internet 

connections. However, not doing so increases the disparity between the haves and the 

have-nots because those who need continuity of education the most will not have access to the 

District’s online learning resources. On the other hand, if you are moving to online learning 

entirely, as a mandatory way to continue education for all students in the District, you must 

ensure that every student has access to a device and internet to provide equal access. Note that 

ensuring that each family has a device is not sufficient if you’re expecting multiple students from 

the same household to be educated online at the same time. Each student needs to have a 

device with an internet connection (can be a shared internet connection) where instruction is 

mandatory during certain hours.  

Q: If we provide an internet connection to some students who don’t have one (such as a wireless 

hotspot), do we have to reimburse families who don’t get one for part of the cost of their internet?  

A: No – this is not required.  

Q: If we provide an internet connection to students, must we filter that internet connection?  

A: No, not unless the internet connection is provided through E-rate funds. CIPA only requires 

that E-rate funded connections be filtered. You certainly may choose to filter the connection, 

but it is not required unless funded by E-rate. If you provide an unfiltered internet connection to 

a student, it is recommended that you advise parents that they are responsible for supervising 

the use of that unfiltered connection in the home, and that the District’s AUP still applies 

requiring the appropriate use of all District technology.  

Q: Does videoconferencing have to be accessible for individuals with disabilities?  

A: Yes – if you are providing an online learning environment through either optional learning 

resources OR through mandatory online learning, you must ensure that all of the resources 

provided are accessible to students with disabilities. Deaf and blind students, students with 

seizure disorders, and other related disabilities have the same right as other students to access 

online learning content. Documents that are provided along with videoconferencing lessons 

must also be accessible. We need to determine who would need an accommodation for this, 

what that accommodation would be, and who is providing it.  

Q: Can we use copyrighted materials in a video conference session on a shared screen or does this 

violate the copyright?  

A: In an educational video conference that is only open to students/parents in their homes for 
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educational purposes, it is permissible to use and share screens of copyrighted material without 

violating the copyrights to those materials.  

Q: What if a Parent takes a screenshot or photo of students engaged in a video conference and it includes 

students who have declined the media release?  

A: This is not a violation of any law or privacy right. This is similar to a Parent taking photographs 

in the classroom during a birthday celebration and posting to social media, or when a Parent 

takes a video at a school concert and posts to social media. The District does not have an 

affirmative obligation to prevent parents from taking photographs of students in the classroom – 

whether the classroom is virtual or not.  

Q: What if a student curses or shows inappropriate material to the video conference? Can the teacher 

mute the student and/or kick him/her out of the conference?  

 

A: Student discipline is handled the same way in an online environment as it is in school, even if 

the activities are optional. If a student’s behavior is inappropriate, it should be brought to the 

attention of the administrator. Wherever possible, schools should refrain from kicking students 

out of the online classroom just as they would in a physical classroom. But if the student is 

overly disrupting the learning process, the student can be removed and referred to 

administration, just as they would in the physical classroom. All learners should have screen 

sharing turned off unless the lesson requires it to be shared. Then it would need to be 

monitored.  

Q: Can we require that students wear appropriate attire for videoconferences?  

A: Yes – you should set expectations both for students’ attire and for students’ conduct for 

video conferences.  
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Q: Zoom’s terms of use state that users must be of legal age to consent to the use of the service. 

Does this mean that we can’t use Zoom with minors?  

A: Not necessarily. Zoom has drafted their terms to avoid having to secure explicit parent 

consent as required by the COPPA law. But so long as students are using Zoom along with their 

parents/guardians’ assistance, we don’t recommend that the district avoids Zoom for this 

reason alone. Zoom does not collect any personal information from students who are merely 

invited to a video conference and students do not have to create an account in order to use the 

service. The District Is not breaking any law or regulation by using Zoom with students. If strict 

compliance with the terms of use is a concern, this can be remedied by providing the following 

language along with the instructions for joining the video conference: “Students and 

parents/guardians should work together to set up access to the videoconference.”  

Q: We have heard that Zoom video conferences are not private, and that random people can join a 

conference. Is that true?  

A: Anyone with the proper meeting credentials for a Zoom conference can join that conference, 

but that does not mean that all meetings are public. Anyone with the proper credentials can also 

access your e-mail account, but that doesn’t make your e-mail public. If you want to ensure you 

have a private conference, create a unique meeting ID for each meeting – rather than using your 

personal meeting ID. If teachers create a unique meeting ID for a class, and don’t share that 

meeting ID with anyone outside of the class, it’s extremely unlikely that a random person could 

join the conference. For an extra layer of protection, you can also require a password to access a 

Zoom meeting. This is an option you can choose to select when you schedule a meeting. 

Teachers should be provided with instructions on how to set up a unique meeting ID and for how 

to require a password for this purpose. Never share a Zoom meeting ID on social media if you 

don’t want random people coming to your meeting. Technology Staff needs to create a video 

with these steps for our teachers so they are consistent.  

Q: What if someone joins a conference and they are not supposed to be in a conference, or 

someone who is supposed to be there is being disruptive. Can I remove a participant?  

A: Yes – the meeting host can remove participants through the Zoom participant controls if they 

are not supposed to be in the conference. If someone is being disruptive, they can be muted, 

their video can be stopped, or they can be removed depending on the severity of the disruption.  
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Q: We have heard horror stories about video conferences where the host controls are hijacked and 

taken over by someone other than the person who is supposed to be in charge. Can that be prevented?  

A: Yes – teachers should never assign the “host” duties in the meeting to another person, nor 

should they give up control over screen sharing.  

Q: Zoom has a chat feature. Should we be concerned about that?  

A: It depends on the audience. If you have concerns that the Chat feature is distracting or 

otherwise problematic, the host can turn off private chat in the meeting setting. This means that 

any chat would be visible to the entire group, but would not allow private chatting between 

participants.  

Q: Should a Video Conference meeting be recorded and retained as an education 

record?  

A: We do not advise that recording of group instruction delivered on ZOOM or similar platforms 

(for purposes of providing asynchronous access) should be considered or stored as a record 

subject to FERPA. We do, however, recommend recording and maintaining as a record 

one-on-one services and contacts. Because recording the audio component of an interaction 

can potentially violate Pennsylvania’s Wiretap Act, we recommend notifying parents and 

students of the intent to record one-on-one contacts prior to doing so. The purpose of this 

recommendation is to provide notice—not to obtain consent. The notice we recommend 

simply brings the recording above board, eliminating any argument that it was undertaken 

surreptitiously. The notice can take the following form and be provided by email or by general 

notice delivered to all families. Some students will receive virtual services or other contacts 

from school staff on a one-on-one basis during this period of school closure. These contacts will 

be recorded and maintained as part of the confidential education record of the student. We will 

not allow access to or disclosure of any such recording in any manner inconsistent with the 

Family Educational Rights and Privacy Act (“FERPA”).  

Q: Where should I store recorded one-to-one sessions? 

A: It’s recommended that you create a single folder within your Google Drive and upload all 

recordings.  It’s recommended that within this folder you ensure appropriate organization of 

files and folders.  It’s recommended that you have folders based on each student and date 

subfolders of meetings or folders based on the date of meetings then student subfolders. You 

then have the ability to share with your supervisor if needed. 


