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Introduction to SpeedAdmin

Lessons with Wandsworth Music are managed through SpeedAdmin (SA), an online lesson management
system. SA is used for viewing timetables, completing registers, setting homework, communicating with
parents and completing annual reports. Parents and secondary-aged students will also receive a
SpeedAdmin account, through which they too can view the functionalities just mentioned.



Video tutorial
View our webinar tutorial from September 2022 by clicking here.

Logging in
You will receive your login details by email. If you haven’t received them yet, please get in touch with us.
Logins will usually only be sent to active tutors, once pupils, ensembles or classes have been allocated.

Timetable
There are two ways to view your timetable and term dates:
1) Select 'Studyplan' to view a list of upcoming lessons for the year (a limited number of lesson can be
viewed this way, but it's the clearest layout)
2) Select the red calendar icon in the top right for a weekly view:
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Please check your timetables at the start of each term and let us know if you spot any issues or mistakes. If
you teach in-school lessons, it is particularly important that your dates are correct - as this is what the
parents will see too.

We will communicate any mid-term timetable changes with you via email or over the phone, but at the
beginning of term, please check SA regularly to receive live updates.

Viewing pupils
To view a list of your current pupils, including information on year group, school, and whether they are a
new student, select the blue icon in the top right of your screen, next to the calendar icon:
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To view a specific student's profile, click on the 'Student ID' number on the left-hand column. From here,
you can view important information such as medical conditions, special educational needs, or any
comments that the parent entered when signing up (for example: previous playing experience). Any pupils
with Medical and/ or SEND details can also be viewed on the homepage, under 'Lists":

Lists

« Students with Medical Conditions

« Students with SEN/D



https://www.youtube.com/watch?v=GaVBdsf6s00

Registers

To view your register, select the 'Attendance' tab. Unfortunately, the numbers don't correlate well with
the academic school year (week 1 is at the beginning of the calendar year - in January), however, if you
complete the register each week, it will be clear which lesson you are on. Registers should be completed
either during the lesson, or at the end of the teaching day. We recommend setting your register date
parameters to the whole term, so that you can view all ten lessons, as below. Once you have set the start
week as the beginning of term, and the end week as the end of term, select 'Display list'. Your register will
display these date parameters until you change them again:

Attendance

Select teacher and week

Teacher Christopher Spreadbury W
Start week: Week 37 (12/09 - 18/09) 2022
End week: Week 52 (26/12 - 01/01) 2022

Column width: @ 12

Display list View as PDF || Print |

Srientation of POF: () Portrait () Landscape

Registers must be completed for all individual/ small group lessons, as well as certain ensembles (see email
from Dan re: WMA Saturday ensemble attendance). Completing weekly registers will help us to chase up
absences, and contact parents where necessary. It also allows parents to keep track of attendance for in-

school lessons.

If a student misses two weeks or more in a row, please contact your manager to report this. They will then
get in touch with the necessary parties (parent, school, class teacher etc.).



StudyPlan - homework and communications

This is the section where you can set homework, upload resources, and communicate with parents/
guardians. Below is an example of how the StudyPlan might look:

WMA Trumpet - Reece Leslie C= LEER
Search for study Q I & save as “ 1 Reorder “ Y Filter I
BT e

Chris Spreadbury

Great first lesson today, well done Reecel This
week, | would like you to practice:

~ Playing C and G. Now ~ Va

Click the link below to watch the video.

Buzzing on the mouthpiece: don't puff your cheeks
out! See if you can make both a high sound, and a
low sound

Playing C and G on the instrument (high & low, no
Playing the notes C, and G fingers)

Practicing the piece; C and D march. Start slowly,

~ Making a sound Now + Va and then gradually speed it up
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Click the link below to watch the video. Aim for 10 minutes practice each day, 6 days a
week. We agreed in the lesson that Mica would do
this in the morning before breakfast on school days.

6 Sep 2022 13:15
How to make a sound =

ur message here

> Holding the trumpet Done ~ Va

Click the link below to watch the video.

Practice notes for individual/ small group lessons at WMA/ in school

Practice notes for individual and small group lessons should be sent using the 'Studyplan’ function on SA.
Weekly practice instructions can be set in the 'chat function', as per the example below:

Great first lesson today, well done Reece! This week, | would like you to practice:

- Buzzing on the mouthpiece; don’t puff your cheeks out! See if you can make both a high sound, and a low
sound.

- Playing C and G on the instrument (high & low, no fingers) - watch the video on the left!

- Practicing the piece; C and D march. Start slowly, and then gradually speed it up.

- Aim for 10 minutes practice each day, 5 days a week. We agreed in the lesson that Mica would do this in the
morning before breakfast on school days.

- Let me know if you have any questions about the above.

If you aren’t happy with what you have written, or you press 'enter' too early, click on the message to
reveal the delete icon and then hit delete.

If any parents have specifically requested that practice notes be communicated via a written diary - or in
student's music books, please let us know by writing in the 'chat' - "practice notes written in book" (or
something similar).



Sharing resources

We actively encourage tutors to use the Studyplan to share resources. You can upload PDFs, audio, video,
and links (to videos, book purchases etc) - and add them to your student's Studyplan. To add a resource or
link, select '+ New study', and enter the details. Make sure to use a clear title such as 'Playing loud and
soft', or 'C Major Scale - contrary motion'. For sharing links to videos, | recommend writing in the
description - 'click the link below to watch the video', or something equally clear.

Once you have added a study, change the status to 'Now', so that they know they should be practicing that
study this week. Once a study is no longer needed (i.e. the task has been completed), change the status to
'Done’. This will remove it from the student's own Studyplan:

Upcoming

Mow
Dane
Extra (Hidden)

Be careful not post to too much each week as it can become overwhelming for the students (and their
parents!). We recommend a maximum of two or three resources each lesson (indeed some weeks, there
will be no resources to share - as they will be continuing work from a previous week).

You can organise your 'Studies' into groups in the 'Studyplan Library'. This is particularly useful for those
teaching lots of pupils, or multiple instruments. Once saved to the library, you can share that resource with
other pupils:

Studyplan Library

Search S q
Piano - beginners _
m
Studies: 7
Trombone - beginners _
_ m
Studies: 6
Trumpet - beginners _
: m
Studies: 6




Purchase requests

If you would like a student to buy a book, accessory, or instrument, you should add this as a 'Study’, the
same way that you share links to videos. It's important that you include the hyper-link itself (i.e. Amazon,
or Chamberlains) so that they can click through and buy exactly what you would like. Just giving the name
of the book or instrument often leads to confusion, so it's always better to post the link:
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v Please buy this book! Now - Va

Click the amazon link below to purchase this book. It should be brought to every lesson

Click to purchase book on Amazon

book.ipg

Communications with parents

You can communicate with parents via the chat function(the same way that you are detailing practice
instructions). Please set all chat boxes to 'Two-way' so that parents can reply to your messages in return
should they have any questions. We don't expect tutors to be replying to parents every night, but during
the next lesson - have a look to see if they have replied to you and answer any queries they might have:

Chat Notes
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Notes

To write your own private notes about your students, switch to the notes function. If you click on the eye,
you can select who views this. The default is for it to be hidden from students, and super users (who are
the core team). Leave it like that and you can write your own private notes about your students.

Notifications

Once you have posted something in the chat, the parent will receive both a notification in SpeedAdmin,
and an email. Emails are limited to once per day (at 4pm) so if you write multiple messages, or delete and
restart a message, they will only be notified once. If you are concerned that a parent/ guardian (and
therefore the pupil) isn't accessing the notes, please get in touch with us and we'll try to help them.

If you have any questions at all, don't hesitate to ask one of our team.
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