
Blyth Academy – PowerSchool Policy 

1. Purpose 

To outline expectations, roles, and procedures for staff, students, and parents using 

PowerSchool, ensuring accurate records, timely communication, and consistent grading and 

attendance practices. 

2. Policy Statement 

PowerSchool is the official platform for attendance, assessment reporting, parent 

communication, and scheduling at Blyth Academy . All users must follow this policy to 

maintain accuracy, transparency, and consistency. 

3. Roles & Responsibilities 

A. PowerSchool Administrators • Provide Start-of-Semester materials (schedules, class lists, attendance sheets, photo 

directories) before Day 1. • Train staff on platform use; verify grade-scale setup and deadlines. • Enable grade locking and coordinate report card timelines. • Schedule students (7–9) and support course selection processes. • Maintain security settings per job role and adjust upon request. 
B. IT Administrator • Support start-up tasks and correct class-list issues; notify teachers of updates. • Verify all grade scales by Day 2 each semester. • Create and maintain JK–12 parent email list; update contact details. • Issue parent/student portal credentials within 1 week of registration; provide tech 
support. • Build enterprise reports upon request; coordinate Honour Roll generation each semester. • Register students in PASI and ensure integration requirements are met. 
C. Guidance Counsellor • Communicate add/drop procedures and deadlines; provide forms and guidance. • Meet students/teachers re: withdrawals; schedule students (10–12) on 

LIVE/PowerScheduler as appropriate. • Maintain and annually review graduation plans; lead parent/student course-selection 

sessions. 

D. Teachers • Review start-of-semester binder; report class-list issues by end of Week 1. • Set up grade scales/categories before Day 1 (7–12) and use PowerTeacher Pro 

consistently (JK–6). • Publish assignments to the portal within 24 hours of assigning; include due dates (7–12). 



• Post marks and feedback within 1 week of due date; meet report/ comment deadlines. • Take attendance on time (see Section 6); use Log Notes within 24 hours for noteworthy 
events. • Communicate add/drop timelines to students and meet as needed for course changes. 
E. Department Heads • Bi‑monthly check-ins with teachers to ensure timely mark entry and address platform 

issues. • Support parent communication expectations and escalate concerns when needed. 
F. Reception • Check attendance by 8:00 a.m.; contact parents of absent students. • Input attendance for PE/Foods/Substitute teachers based on received records. 
G. Nurse • Update medical alerts/notes in PowerSchool within 24 hours of receiving information. 
H. Students (Gr. 7–12) • Check portal regularly for due dates, marks, and feedback; use portal for course selection 
when directed. • Contact it@blythacademyqatar.com if access issues arise. 
I. Parents (Gr. 7–12) • Check portal regularly for due dates, marks, and feedback; request support at 
it@blythacademyqatar.com if needed. 

4. Key Procedures 

4.1 Start of Year/Semester • Administrators issue start-up package and training before Day 1 (all divisions). • IT verifies grade scales by Day 2 and resolves roster changes; notify affected teachers by 
email. • Teachers report roster issues by end of Week 1; ongoing issues to IT as they arise. 
4.2 Parent/Student Portal (Gr. 7–12) • IT sends login credentials within 1 week of registration (or during summer for new year 
entries). • Teachers publish assignments within 24 hours of assigning; marks and feedback within 1 
week of due date. • Parents/students use the portal regularly; access issues go to it@blythacademyqatar.com. 
4.3 Course & Schedule Changes (Current Year) • Students may change courses within the first 2 weeks (add/drop period) using the 

Guidance form. • Students must attend the current course until the change is approved by Guidance and the 
receiving teacher. 



• Post add/drop window, withdrawals require meetings with the teacher and Guidance; 
attendance continues until approved. 

4.4 Log Notes & Communication • Teachers post Log Notes within 24 hours of significant events; paste parent email threads 
into Log Notes. • Admin reviews automated Log Note notifications weekly and follows up as needed. • Deputy Head records cell‑phone warnings under the dedicated category. 
4.5 Gradebook Setup & Use (PowerTeacher Pro) • Gr. 7–12: Traditional grade scale; categories with weights totaling 100% (incl. final exam). 

Set up before Day 1. • JK–6: Consistent grade entry; upload final marks and comments by posted deadlines. • IT checks grade scales on Day 2; Administrators train and spot‑check setup. 
4.6 Parent Communication via PowerTeacher Pro • Use the email tool with “CC me”; paste sent/received emails into Log Notes. • After 3 weeks, if concerns persist (work completion, behavior, assessment performance, 
chronic lateness/absence): 

  1) Email parents and request acknowledgement; 2) paste to Log Notes; 3) if no reply, make 

one phone call and note it; 4) if no improvement in 1–2 weeks, request a parent meeting; 5) 

refer to Learning Support/Deputy Head/Guidance as appropriate. 

4.7 Attendance • JK–6 homeroom: take daily attendance within first 15 minutes of Block 1 (by 7:45–8:00 

a.m.). • JK–6 specialists: take attendance within first 10 minutes of the period. • Gr. 7–12: take attendance within first 10 minutes every period (first block by 8:00 a.m.). • PE/Foods: send photo of attendance sheet via WhatsApp or a student runner to Reception 
within 10 minutes. • Substitutes follow the same timelines; PE/Foods via Reception. 
4.8 New Student Procedure • Admissions sends new‑student pack to IT. • IT enters demographics, QID/ASN, email, emergency contacts; grants portal access (Gr. 7–
12) and emails credentials. • JK–6: IT assigns homeroom and updates the Teams class list; notify teacher. • Gr. 7–9: Administrator schedules courses; Gr. 10–12: Guidance schedules courses. • Teachers are notified when a student is enrolled in their class. 
4.9 End‑of‑Year (EOY) Process • IT commits the EOY process in consultation with Administrators per the EOY manual (end 
of June). 



4.10 Security & Access • Access levels (e.g., Super User, Office Staff, Guidance, Elementary Lead, Principal, Nurse, 
Resource Teacher, Admissions, Finance) are configured by PowerSchool Administrators and 

adjusted upon administrative request. 

4.11 Reporting & Data • Enterprise Reports: IT creates custom reports as requested (e.g., contact lists, final grades, 
medical alerts). • Honour Roll: Generated each semester and provided to Student Life for awards. • PASI Integration: IT and Guidance ensure compliance with Alberta Education. 
4.12 Medical Alerts • Nurse updates medical alerts/notes in PowerSchool within 24 hours of receiving 
information. 


