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Returning to School Toolkit for Principals

Dear Principal,

Returning to school each fall brings its own mix of challenge and excitement for a principal, and this year
that is true more than ever. You are returning after a long and unwanted separation, and your return
may mean everyone is again in their classrooms, a new year begins with digital learning at home, or you
are blending home and school learning. Every year, you, the principal, are deluged with information
about changes in procedures and schedules, new policies, and new expectations. Each year, you absorb
the information, sort through it, and incorporate it into your planning for your school. This year, the
inflow of information takes on a very different character, and you greet it with a heightened sense of
concern. There is much to get right for the students, teachers, families, and staff within your direct circle
of responsibility.

This toolkit is meant to help you structure your thinking about the return to school, in whatever form
that takes. Realizing that you are receiving an avalanche of information from many directions, we have
attempted to keep to the point and direct you to where you can find more help. We offer context for the
use of the tools and tip sheets, and suggestions for actions you might consider.

The Returning to School: A Toolkit for Principals is organized around four sections:

» Change

» Communication
» Collaboration

» Care

These sections of the Toolkit for Principals are not meant to be sequential; one is not more important
than the others. Scan the four sections and consider how they might support your preparation for a
successful return to school, and your transition to schooling in this new reality. Make use of what fits
your needs.

Change. Some changes come from the outside—states, Federal Government, school boards, districts,
community organizations, and for schools located in tribal communities, their tribes. You are getting
information about these changes every day. The trick is to stay current in understanding them, to take
them into account in your planning but not be overwhelmed by them. Other changes are ones that you
and your school may want to make for the betterment of the school and the benefit of your students.

Communication. Plan how to welcome back your students, families, teachers, and staff, whether in
person or by other means. Learn from them how they are doing and what they see ahead so that you can
plan how to meet their needs. Let them know about changes the school is making, reassure them, inform
them, and convey excitement about the changes and opportunities.

Collaboration. Consider how decisions are made in your school and how different groups are involved,
especially teachers, staff, families, and students, but also vested stakeholders and community groups.
Engage them in your preparation for the return to school. Working together is especially important at
this time, and you may be establishing new ways to collaborate, which will carry your school through
this difficult transition and continue to serve as effective methods for shared leadership and decision
making.

Care. Care requires “collaboration” and “communication” as you prepare to meet the needs of your
students, families, teachers, and staff under the peculiar circumstances of this year’s return to school.
Caring is not an emotion, it is an action, and effective action takes careful planning, communication, and
working together. It requires close attention to each group and individual within your care.

We hope the suggestions and resources offered here are helpful to you.

Wishing your school the best!
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Change

As schools begin to reopen, with everyone returning to classrooms, or restarting school with digital
learning at home, or a blend of both home and school, at least one constant will be clear: The K-12
educational system as we have known it for decades has changed. While brick and mortar
structures remain, teaching practices and the delivery of educational services within those
structures will look and feel different. Some changes will come from the outside—state, Federal
Government, and for schools located in tribal communities, from the tribal governments. You are
getting information about these changes every day. The trick is to stay current in understanding
these changes and to take them into account in your planning, and not be overwhelmed. There will
be other changes you choose to make for the betterment of the school and the benefit of students.

One of the most trusted voices on managing change and transitions in the workplace is William
Bridges. In his bestselling book, Managing Transitions, Bridges (2016)! reminds us that to deal
successfully with change, the leader must be crystal clear during the transitional phase, precisely
defining changes that are expected to existing practices.

A. Things That May Have Changed

Things have changed since everyone left their school building a few months ago. Initially, you were
challenged to triage the situation. Teachers and staff may have responded by continuing to provide
nutritious meals to students in non-traditional ways; creating packets of instructional materials for
distribution to students; expanding access to electronic devices and internet services; developing
distance learning lessons; rethinking grading policies and longstanding traditions such as proms
and graduation ceremonies; and employing innovative technological applications to allow face-to-
face communication with students, faculty, staff, and families. These responsive, early actions to
this unexpected disruption served to reassure and promote a sense of normalcy.

As shelter-in-place or safer-at-home orders may remain in some of our communities, guidance from
state officials and public health leaders continues to emerge, requiring new administrative actions
from the principal. Keeping students, as the lens through which all change is considered, initiated,
and supported will remain your North Star.

The Need for Social Distancing

Social distancing is one of the most precisely defined components within pandemic guidance
resources. Minimum “people spacing or seating” requirements, limitations on the size of group
gatherings, and intensified sanitation precautions (e.g., personal protective equipment-PPE, gloves,
handwashing stations), will significantly affect schools.

As principal, you have many things to contemplate about what may need to be changed to
accommodate social distancing.

1 Bridges, W. (2016). Managing transitions: Making the most of change. MA: Da Capo Lifelong Books.
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1. Hygiene and Cleaning Protocols

Hygiene and cleaning protocols are critically important in response to COVID-19. You will need
answers to a few basic questions, including:

» Are students and staff required to wear a face covering or mask?

» What hygiene practices will students and staff follow?

» What protocols will staff follow for cleaning and disinfecting classrooms, restrooms, sports
equipment, cafeterias, playgrounds, and buses?

The Centers for Disease Control and Prevention (CDC) provides resources to support school leaders
in reopening schools, including protocols for cleaning and disinfection, frequently asked questions,
tips for talking with children, and other useful tools that are updated often.

Please consider actions you can take to support good hygiene and cleaning protocols as suggested
in Table 1.

Table 1. Hygiene and Cleaning Suggestions

[0 Remind staff and students to consistently use good hygiene practices to stay healthy and avoid
spreading the disease:

[0 Avoid close contact with people who are sick.

Stay home when you are sick.

Cover your cough or sneeze into your elbow or a tissue, then throw the tissue in the trash.
Avoid touching your eyes, nose, and mouth.

Wash hands often with soap and water (20 seconds).

If you don’t have soap, use hand sanitizer (60—95% alcohol based).

OO00O0aoOoad

Clean and disinfect frequently touched objects and surfaces using a regular household
cleaning spray or wipe.
[0 Team up with school nurses and local health providers to review your school wellness policies

and procedures. Modify them as needed to reflect best practices in preventive health
measures.

[0 Place hand washing (or sanitizing) stations in all publicly accessible areas—building entrances,
classrooms, restrooms, hallways, cafeterias, libraries, school offices, buses. Be sure that hand
washing (or sanitizing) stations are well maintained and stocked.

[0 Determine if any PPE will be required for staff and students. Will the school provide PPE such as
face masks for students, staff, and visitors?

[0 Ensure that all janitorial, maintenance, cafeteria, and transportation staff are trained in
disinfection protocols and equipped with necessary PPE.

[0 Clean and sanitize high-traffic areas and multi-use items multiple times during the day (e.g.,
restrooms, computer labs, buses, copy machines, phones, drinking fountains, door handles).
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Table 2 describes additional resources that expand upon this topic.

Table 2. Suggested Resources for Hygiene and Cleaning
Suggested resource Type Description
Reopening Schools Tip Sheet This tip sheet is designed to be used with the Four
Scenarios Scenarios for Instructional Delivery and the

Instructional Planning Guide for 2020-2021
produced by the National Institute for Excellence in
Teaching. It provides school teams with a structure
to determine what “opens,” what will be required,
and what restrictions will be in place in each of the
operational areas.

Social Distancing Guidelines | Tip Sheet This tip sheet provides practical suggestions and
ideas for ways schools can establish and implement
the social distancing practices advocated by the

CDC.
Implementing Hygiene and | Tip Sheet This tip sheet provides practical suggestions for how
Cleaning Protocols schools can establish appropriate hygiene and

cleaning protocols to help stop the spread of the
COVID-19 virus according to CDC guidelines.

Opening and Ending Day Tip Sheet Routines and rituals are important activities that can
Routines help children, students, and staff feel safe and
secure. This tip sheet provides suggestions for
opening/ending day rituals and routines that
teachers can easily implement in their classrooms.

Four Scenarios for Tool As any teacher, school principal, or district
Instructional Delivery Tool superintendent can tell you, returning to school in
periods of normalcy is hard. Doing so in the face of
COVID-19, a public health epidemic with extreme
uncertainties, will be monumentally difficult. These
tools are intended to be used as guides for school
administrators as they design their reopening plans
for the 2020-21 school year.

Instructional Planning
Guide for 2020-2021

Return to School Roadmap | Tool The roadmap is produced by Opportunity Labs and
| Where Public Education is informed by evidence-based practices and the
and Public Health Meet direct feedback of epidemiologists, child infectious

disease physicians, psychologists, district
superintendents, leaders of public charter school
management organizations, and school leaders. The
tool provides a roadmap of essential actions to help
district and school leaders plan and implement a
safe, efficient, and equitable return to school.
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Suggested resource Type Description

Blueprint for Back to School | Document With many decisions to make, this document
provides helpful suggestions and ideas for
prioritizing those decisions as schools plan for
reopening in six different buckets of work: school
operations, whole child supports, school personnel,
academics, distance learning, and general
considerations.

Shifting School Culture to Tool During times of trauma and stress, the creation of a

Spark Rapid Improvement: positive culture is critically important. This tool

A Quick Start Guide for provides helpful suggestions for how to move a

Principals and Their Teams school from a negative culture to a positive one that

— Center for School fosters student learning and success.

Turnaround &

Improvement

Considerations for Schools | Website The CDC website provides suggestions and
considerations for ways in which schools can help
protect students, teachers, administrators, and staff
and slow the spread of COVID-19.

CDC Cleaning Disinfection Document/Tool | From the CDC, this document/tool provides a

Tool: Public Spaces,
Workplaces, Businesses,
Schools and Homes

general framework for cleaning and disinfection
practices.
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2.  Use of Public Spaces (Cafeteria, Library, Classrooms, Gymnasium, Buses)

The essence of social distancing is limiting proximity between people. School facilities and activities
were not designed for social distancing, yet, that is the reality that everyone must now face. Here
are some important questions to answer:

» How many people will be allowed in the cafeteria, library, and auditorium at the same time?

» What are maximum class size numbers, and how will desks and seating in classrooms be
reconfigured?

» What effect will social distancing have on arrival and dismissal routines, deployment of
personnel, academic clubs or organizations, special ceremonies, and extracurricular activities?

Please consider actions you can take to manage your public spaces as suggested in Table 3.

Table 3. Suggestions for Use of Public Space

[0 Convene a Reopening School Leadership Team to distribute the work of preparing for the return
of teachers, staff, and students.

[0 Understand and implement seating/spacing capacity guidelines. Communicate and post in a
highly visible manner.

[0 Develop procedures for arrival and dismissal of students. Consider if you will employ a staggered
schedule for arrival and dismissal. Be sure to include information about students transported to
and from school via multiple modes: school bus, public transit, car, or pedestrian.

[0 Review your School Safety Plan. Will you have to change procedures for fire, severe weather, or
intruder drills? Update your plan as warranted to reflect public health officials and the Federal
Emergency Management Agency’s (FEMA’s) guidance.

[0 Design recess and physical education activities to allow sufficient spacing between students. This
may involve securing additional recreational equipment and modifying equipment cleaning
practices.

[0 Collaborate with organization sponsors, the athletic director, physical education coaches,
transportation director, and cafeteria manager to design alternative “people — spacing”
arrangements and schedules. For example, modifying the practice schedule for the sports team
or band so that fewer students are together at once, hosting virtual programs using video or
digital solutions.

[0 Establish policies for extracurricular and athletic events. Address how you will handle practice
events, spectator participation, physical contact sports, and equipment disinfection procedures.
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Table 4 describes additional resources that expand upon this topic.

Table 4. Suggested Resources for Use of Public Space

Suggested resource Type

Description

Blueprint for Back to Document
School

CDC Community-Schools-  \website
Childcare FAQs

With many decisions to make, this document provides
helpful suggestions and ideas for prioritizing those
decisions as schools plan for reopening in six different
buckets of work: school operations, whole child
supports, school personnel, academics, distance
learning, and general considerations.

This site is updated regularly by the CDC and provides
answers to frequently asked questions for
administrators, teachers, and parents about
COVID-19.
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3. Campus Visitors — Parents, Visitors, Volunteers

During a typical day, many people cross the threshold of the school door. What will be different
when school reopens? For example, will parents still be allowed to visit classrooms and under what
conditions? What about visitation protocols for volunteers, student teachers, and vendors?

Please consider actions you can take to prepare for your visitors as suggested in Table 5.

Table 5. Suggestions for Preparing for Visitors

[0 Work with your Reopening School Leadership Team and a representative group of parents to
develop clear procedures for campus visitors. Include information that aligns with your school
safety plan and addresses social distancing guidance.

[J Design an alternate process, if needed, for conducting phone or virtual parent-teacher
conferences. It is important to keep in close contact with families during the reopening of school
transition. They will need frequent updates on their child’s adjustment both academically and
socially. Remember, students and their families may still be uncertain and fearful about the
reopening of schools.

[0 Communicate your desire for continued partnerships with existing volunteers and community
partners. Collaborate with these partners to explore new, innovative support roles. For example,
hosting a virtual job fair, virtual field trips, recorded book readings, online study, or tutorial
groups.

[J Conduct product reviews or vendor meetings either by phone or virtually.

Table 6 describes additional resources that expand upon this topic.

Table 6. Suggested Resources to Prepare for Visitors
Suggested resource Type Description
National Association of Tool Children and students will have many questions about
School Nurses and the pandemic and COVID-19. This resource provides
National Association of suggestions for how to talk to children and answer
School Psychologists their questions about COVID-19. While it is designed
Publication for use by parents, the suggestions are applicable for

school personnel as well.
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4. Schedules and Curriculum

When students across the nation departed their beloved alma mater for the joys of spring break,
many had no foreshadowing of the inevitable closure of schools for the remainder of the academic
year. As days progressed to weeks, and weeks to months, concern about the loss of opportunity to
learn also escalated. As principal, it is your responsibility to determine and execute short-term
solutions that have a long-term, significant effect on academic outcomes for students. As your
school rallies to reopen, there are many considerations to drive your thinking about what may have
changed within the instructional realm, especially schedules and curriculum.

Please consider actions you can take to adjust schedules and curriculum as suggested in Table 7.

Table 7. Suggestions for Adjusting Schedules and Curriculum

[0 Work with teachers, parents, students, and colleagues to implement innovative approaches for
scheduling. Consider:
»  Will all students return to school at once or in a phased approach?
»  Will students attend on alternative days? How will this be designed?
» Will there be a split daily schedule — morning or evening classes? How will this be designed?

» Will there be an A/B schedule or year-round or split sessions for students needing in-person
supports for a hybrid setting and let others be fully online?

» Which students get to come to the building — specific grades, students with disabilities (SWD)?

»  Will you shift to more distance learning or online course offerings?

» Will the school use online curriculum already developed?

» Does the school only have students who take a specific number of classes, for example, take
three classes at a time to better manage the number of interactions and assignments the
school is asking students to do?

» How does the school keep parents and students up to date with choices teachers make?

» How do you limit the platforms and apps teachers are choosing to use so everyone is familiar?

[0 Review guidance provided from the state/district education departments that relates to course
offerings and scheduling. For example, many states and accreditation agencies require a defined
number of days and/or hours to assign course credit or to define the academic year.

» Determine what flexibilities are available and what waivers your school or district may request
to modify the academic day, week, term, or year.

[0 Collaborate with university and community colleges to seek additional opportunities for dual
credit and distance learning.

0 Initiate robust, extended year, and/or day learning programming for students, grounded in state
standards and individualized student learning pathways.

[0 Review new and revised policies to ensure your school handbook is aligned, keeping in mind that
changes should remain grounded in what is best for students.
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Table 8 describes additional resources that expand upon this topic.

Table 8. Suggested Resources for Adjustments to Schedules and Curriculum
Suggested resource  Type Description
Blueprint for Back to Document With many decisions to make, this document provides
School helpful suggestions and ideas for prioritizing those

decisions as schools plan for reopening in six different
buckets of work: school operations, whole child
supports, school personnel, academics, distance
learning, and general considerations.

Best Practices in Document Online course delivery quickly became the reality for
Engaging the Next many schools, and may still be a component of return
Generation of Students to school plans. This document provides information

on best practices in instruction, support services, and
student engagement strategies for online course

delivery.
Best Practices in Flexible  pocument Flexible school day schedules may be a part of the
Instructional Days reopening for schools. This document provides reviews

of current literature and best practices on flexible
instructional days (FID) to identify challenges that
districts commonly face during FID implementation
and provides recommendations for solutions and
strategies to address these challenges.
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https://www.aei.org/research-products/report/a-blueprint-for-back-to-school/
https://www.aei.org/research-products/report/a-blueprint-for-back-to-school/
https://cdn2.hubspot.net/hubfs/3409306/Best-Practices-in-Engaging-the-Next-Generation-of-Students.pdf
https://cdn2.hubspot.net/hubfs/3409306/Best-Practices-in-Engaging-the-Next-Generation-of-Students.pdf
https://cdn2.hubspot.net/hubfs/3409306/Best-Practices-in-Engaging-the-Next-Generation-of-Students.pdf
https://cdn2.hubspot.net/hubfs/3409306/Best-Practices-for-Implementing-Flexible-Instructional-Days.pdf
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5. Instructional Delivery and Approaches

Instructional delivery is no longer limited to face-to-face or paper-pencil delivery modes. Many

students are digital natives and may prefer online and digital learning methods that allow for

independent, self-paced learning. As principal, you must ensure that your teachers and students are

equipped to transition to a more digitally based, remote learning format.

Please consider actions you can take to adjust instructional delivery and approach as suggested in

Table ©.

Table 9. Suggestions for Adjusting Instructional Delivery and Approach

[0 Collaborate with technology leaders to design, disseminate, and analyze the availability and
accessibility to online learning for both teachers and students.

» Assess the equitable access to reliable internet services and devices

» Assess the knowledge, skill, and comfort level of staff/students to transition to online learning

[0 Assess the current state of delivery for all courses and all grade-level content. What courses are
offered or can be offered through remote learning, distance learning, blended learning, or hybrid

formats?

[0 Design, in collaboration with teacher teams, a transition plan to shift to a more online delivery

format. This will likely require the revision of course lessons, course syllabi, handbooks, and
policies.

» ldentify priorities for personnel (technicians, instructional designers, support)

» |dentify technology priorities to support implementation of distance learning opportunities,

including devices, network equipment, learning management systems, and digital content

0 Identify and provide professional development, training, and support to enhance effective daily
use of instructional technology by general education teachers, special education teachers, and

career and technical education (CTE) teachers, including online or electronic professional
development.
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Table 10 describes additional resources that expand upon this topic.

Table 10. Suggested Resources to Adjust Instructional Delivery and Approach

Suggested resource  Type Description

Four Scenarios for Tool As any teacher, school principal, or district

Instructional Delivery superintendent can tell you, returning to school in

Instructional Planning Tool periods of normalcy is hard. Doing so in the face of

Guide for 2020-2021 COVID-19, a public health epidemic with extreme
uncertainties, will be monumentally difficult. These
tools are intended to be used as guides for school
administrators as they design their reopening plans for
the 2020-21 school year.

Maintaining Student Document Remote learning presents challenges for students and

Engagement teachers in terms of engagement. This document serves
as a resource for teachers seeking to understand best
practices and identify strategies for maintaining student
engagement during remote learning.

Professional Tool This tool is a questionnaire that can be used to survey

Development Needs school staff about perceptions of professional

Assessment=Survey development needs and current offerings.

Instrument

Continuity of Learning Document The purpose of these documents is to support local

Plan Example (Miami) efforts to leverage the Coronavirus Aid, Relief, and

Digital Access Continuum Economic Security (CARES) Act funds to implement

Example of Distance digital learning programs, and it outlines a broad array

Learning Guidance of topics related to digital learning.

(Mississippi)

Resources for Online Document To support districts in exploring online learning options,

Learning Hanover Research prepared a research review. This
review includes links to prior Hanover reports as well as
recent resources examining outcomes of online learning
and best practices for implementing online learning.

Personalized Learning Document The handbook provides a guide for schools interested in

Handbook

clarifying and organizing the many aspects of
personalized learning. Each of the chapters in the book
includes a list of action principles for states, districts,
and schools to be used as a resource for
implementation and sustainability of the principles of
personalized learning.
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https://www.niet.org/assets/Resources/fdb8146812/school-year-considerations-2020-21.pdf
https://www.niet.org/assets/Resources/fdb8146812/school-year-considerations-2020-21.pdf
https://www.niet.org/assets/Resources/e9924d60b1/school-year-planning-guide-2020-21.pdf
https://www.niet.org/assets/Resources/e9924d60b1/school-year-planning-guide-2020-21.pdf
https://insights.hanoverresearch.com/hubfs/Strategies%20for%20Maintaining%20Student%20Engagement%20During%20Remote%20Learning.pdf
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https://cdn2.hubspot.net/hubfs/3409306/Professional-Development-Needs-Assessment-Survey-Instrument.pdf
http://icp.dadeschools.net/#!/fullWidth/3072
http://icp.dadeschools.net/#!/fullWidth/3072
https://msachieves.mdek12.org/wp-content/uploads/2020/03/Digital-access-continuum.pdf
https://mdek12.org/sites/default/files/documents/digital_learning_district_guidance.pdf
https://mdek12.org/sites/default/files/documents/digital_learning_district_guidance.pdf
https://cdn2.hubspot.net/hubfs/3409306/Resources-for-Online-Learning.pdf
https://cdn2.hubspot.net/hubfs/3409306/Resources-for-Online-Learning.pdf
http://www.adi.org/downloads/Personalized_learning_entirehandbook.pdf
http://www.adi.org/downloads/Personalized_learning_entirehandbook.pdf
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6.

The Need for Learning Recovery

One ever-present and very real concern of both educators and families is that of recovering “lost

learning.” One of the first things teachers will need to do when students return to school is assess

their students’ current performance levels by content area.

Please consider actions you can take to address the need for learning recovery as suggested in
Table 11.

Table 11. Suggestions for Addressing the Need for Learning Recovery

a

o ad

Build in dedicated time for teachers to collaboratively adapt curriculum pacing guides based on
priority grade-level expectations and objectives while keeping at the forefront mitigation for the
“loss of learning” that may have occurred.

Inventory sources of data that document student academic work while out of school (e.g., parent
feedback, submitted assignments, submitted projects).

Administer and analyze diagnostic assessment results by content area and student.

Determine actions that will be implemented immediately to target learning gaps for the most
vulnerable or significantly affected groups of students (e.g., SWD, English-language learners
(ELLs), homeless students, children in poverty).

Once academic strengths and learning deficits or opportunities are identified, there will be

additional decisions you and your teachers will make regarding instruction.

O

Schedule time each day for teachers to meet with colleagues in a structured manner to design
lessons, analyze student work, develop individualized student learning plans, and leverage their
collective expertise.

Work with special education staff and Individualized Education Program (IEP) teams to
determine assistive technology needed to meet the individual needs of SWD.

Identify students who are on track academically and provide them with accelerated learning
programming.

Identify current intervention supports available to students in your school. Are these
interventions evidence based, standards aligned, and appropriate for the identified students?
Determine additional material and human resources needed to bridge learning gaps.

Keep equity at the forefront as you leverage various funding streams to secure needed
intervention support such as tutorial services, extended day/year programs, online course
access, computer-based programs, specialized instruction, or a combination of any of these.

Work with teachers and community partners to design innovative, individualized learning
pathways for students that link in-school and out-of-school intervention services (e.g., Boys and
Girls Clubs, faith-based programs, 215 Century).

Review updated guidance from the state and district officials regarding annual assessment
requirements and reporting.
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Table 12 describes additional resources that expand upon this topic.

Table 12. Suggested Resources to Address the Need for Learning Recovery

Suggested resource Type Description
Response to Intervention Website The Response to Intervention website provides
Network valuable information for schools on the essential

Intervention Central
High Leverage Practices

Personalized Learning Document
Handbook

Learning Loss Discussion Document
Guide

components of response to intervention: tiered
instruction/intervention, ongoing student assessment,
and family involvement.

The primary purpose of High-Leverage Practices in
Special Education is to provide those involved in special
education teacher preparation and professional
development with a set of critical practices that every
K—12 special education teacher should master.

The handbook provides a guide for schools interested in
clarifying and organizing the many aspects of
personalized learning. Each of the chapters in the book
includes a list of action principles for states, districts,
and schools to be used as a resource for
implementation and sustainability of the principles of
personalized learning.

This document is a resource guide designed to help
district leaders and others educate stakeholders about
how COVID-19 has created new learning gaps for
students. The document includes a discussion guide for
district and school leaders to use with various working
groups, task forces, administrative meetings, etc.
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http://www.rtinetwork.org/essential
http://www.rtinetwork.org/essential
https://www.interventioncentral.org/home
https://ceedar.education.ufl.edu/high-leverage-practices/
http://www.adi.org/downloads/Personalized_learning_entirehandbook.pdf
http://www.adi.org/downloads/Personalized_learning_entirehandbook.pdf
https://cdn2.hubspot.net/hubfs/3409306/Learning%20Loss%20Discussion%20Guide.pdf
https://cdn2.hubspot.net/hubfs/3409306/Learning%20Loss%20Discussion%20Guide.pdf
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B. Things You May Want to Change

School is a safe haven for children where vast worlds of learning open up to them, and in a post-
pandemic world, school rituals and routines may stay the same, may change, and may even improve
out of necessity. Children will continue to learn and play surrounded by friends and with the
example and guidance of teachers. In School Culture Rewired: How to Define, Assess, and Transform
It, Gruenert and Whitaker (2015)2 say routines are things that leaders do to help schools run
efficiently, while rituals are the "stylized expressions of ...values and beliefs." Routines, performed
daily with fidelity, become rituals that followers come to expect and rely upon. The rituals and
routines of the school day give students and staff a sense of order, belonging, and common
experience with their peers. Students connect with the values, rituals, traditions, and practices that
are distinctly their school’s very own. How does the school’s curriculum teach and honor the rich
and diverse cultures, histories, and contemporary lives of their students’ communities? Each
classroom contains its own cues that put students in a mind to learn, to let go of burdens, to thrive.
Beginnings and endings each day are great opportunities for common experiences, for happy
rituals. The techniques listed below may prompt ideas for how to strengthen your students’
common experience and ready them to learn! Practice them with joy!

1. Schoolwide Routines and Practices

Like getting out of and getting into bed on the right side, good days in good schools start and end
with good routines. Daily, predictable practices like schoolwide morning greetings, be it in person
or over the PA system, can have a comforting, calming effect on students and staff. The same applies
to morning announcements, standing and saying in unison the pledge of allegiance, reciting school
mottos, and in some cases a daily learning challenge inspires students to do their best, knowing that
their teachers and principal are there to help. Students look forward to that routine of a midday
lunch break from their learning where they have a chance to refuel not only their bodies, but their
friendships and their stamina so that they are ready to return to an afternoon of more learning. And
perhaps as important as getting the school day off to a good start are the culminating or ending of
the day routines. Maybe end the day with special traditions or ceremonies that reinforce important
community or tribal values and norms as well as remind students that they worked hard in school,
they have gained new knowledge and skills, strengthened their learning habits, and have lots to
share with their families when they get home. The daily routines and practices in your school can
be the conduits for reinforcing essential knowledge about the community, and for schools located in
tribal communities, sharing and strengthening tribal values and cultural attributes.

2 Gruenert, S., & Whitaker, T. (2015). School culture rewired: How to define, assess, and transform it. VA: ASCD.
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Please consider actions you can take to renew schoolwide routines and practices as suggested in
Table 13.

Table 13. Suggestions to Renew Schoolwide Routines and Practices

a

Identify and/or establish a predictable, done with fidelity, schoolwide morning routine/ritual
such as announcements, the pledge of allegiance, flag raisings, morning greetings, reciting your
school motto, etc.

Define and adhere to a procedure to smoothly usher in staff and students to the building and
their respective classrooms.

Revisit curriculum to ascertain those lessons that uphold the culture and values of the students
and families represented in your school and community.

Develop and implement lunchtime routines that simultaneously meet student dietary, social, and
safety standards in a post-pandemic world.

Strengthen your school’s positive culture by adopting and infusing routines and rituals that
represent and honor the uniqueness of the community the school serves.

Implement an end of the day routine that celebrates the day and/or certain groups or individual
accomplishments.
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Table 14 describes additional resources that expand upon this topic.

Table 14. Suggested Resources for Renewing Schoolwide Routines and Practices

Suggested resource Type Description

Shifting School Culture to Tool This tool provides helpful suggestions for how to move

Spark Rapid Improvement: A a school from a negative culture to a positive one that

Quick Start Guide for Principals fosters student learning and success.

and Their Teams — Center for

School Turnaround &

Improvement

Routine, Ritual, and School Website Routines and rituals are important activities that can

Community help children, students, and staff feel safe and secure.
This website provides examples of ways that school
and classroom leaders can build a sense of community
through the use of routines.

Inspirational Good Morning Website This site provides lists of motivational quotes and

Messages: Motivational inspiring messages that teachers and others can use to

Quotes and Wishes support positive school/classroom environments.

Essential Understandings Website The National Museum of the American Indian

Framework | Native (NMALI) Native Knowledge 360° Essential

Knowledge 360° Understandings About American Indians is a framework
that offers new possibilities for creating student
learning experiences. Building on the 10 themes of the
National Council for the Social Studies' national
curriculum standards, the NMAI's Essential
Understandings reveal key concepts about the rich and
diverse cultures, histories, and contemporary lives of
Native Peoples. These concepts reflect a multitude of
untold stories about American Indians that can deepen
and expand your teaching of history, geography, civics,
economics, science, engineering, and other subject
areas.

Smooth, Swift and Efficient Website This site provides information on why transitions are

Classroom Transitions — Why important for the efficient functioning of classrooms

Are They Important? and provides practical suggestions for teachers to build
smooth transitions into their classrooms.

The Top 10 List for Creating a Tool This tool is a list of 10 ideas for creating a positive

Positive School Culture

school culture.
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https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://www.edutopia.org/blog/routine-ritual-and-school-community-greg-schnagl
https://www.edutopia.org/blog/routine-ritual-and-school-community-greg-schnagl
https://wishesmessages.com/inspirational-good-morning-messages-motivational-good-morning-wishes/
https://wishesmessages.com/inspirational-good-morning-messages-motivational-good-morning-wishes/
https://wishesmessages.com/inspirational-good-morning-messages-motivational-good-morning-wishes/
https://americanindian.si.edu/nk360/pdf/NMAI-Essential-Understandings.pdf
https://americanindian.si.edu/nk360/pdf/NMAI-Essential-Understandings.pdf
https://americanindian.si.edu/nk360/pdf/NMAI-Essential-Understandings.pdf
http://www.margarethoward.com/smooth-swift-efficient-classroom-transitions-important/
http://www.margarethoward.com/smooth-swift-efficient-classroom-transitions-important/
http://www.margarethoward.com/smooth-swift-efficient-classroom-transitions-important/
https://meteoreducation.com/the-top-10-list-for-creating-a-positive-school-culture/
https://meteoreducation.com/the-top-10-list-for-creating-a-positive-school-culture/
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2. Classroom Routines and Practices

What would Harry Wong say? He and his wife in their highly acclaimed book, The First days of
School; How to be an Effective Teacher (Wong & Wong, 1998),3 offer practical, evidence-based
advice to teachers on how to establish classroom management through the use of practiced
routines and procedures. Poor behavior is often the byproduct of the absence of routines. Most
important, teachers have to TEACH procedures that will eventually become routines. First, they
explain, model, or demonstrate the procedure. Next, teachers must rehearse and practice the
procedure with the class, and finally, when students get reinforced with praise and lots of practice,
the procedure will become the routine.

Wong believes classrooms must have norms; agreed upon and accepted, expected behavior. Norms
must be reinforced and consequences applied if disregarded. Consistency is key.

Another precursor to classroom misbehavior can be traced to a lack in student engagement. How
can active student engagement be increased? A few successful strategies that teachers can employ
are active student response methods like choral response, using response cards, and guided notes.

Discussion is the heart of learning.

» What student discussion protocols do teachers use to promote civil discourse and help
classmates listen to and build upon each other’s thinking?

» Do teachers ask higher order thinking questions, ones that require more than a yes or no
response and require students to go back to the text to defend their reasoning?

» What procedures are in place to smoothly handle classroom materials as well as orderly
transitions between content and/or classrooms?

Technology cannot replace the teacher as we were all reminded during the stay-at-home orders
that closed many of the nation’s schools.

» Upon return to school, is technology use appropriate and does it serve as a vehicle for learning
rather than a replacement for the teacher?

Classrooms can and should be incubators for success. A hallmark of a classroom environment that
breeds success is frequent and timely feedback from the teacher. Teachers need to let students
know when they are succeeding and just what skills are contributing to that success. Teachers,
through reflective feedback, support students to mastery.

3Wong, J. K, & Wong, R. T. (1998). The first days of school: How to be an effective teacher. CA: Harry K. Wong Publications.
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Please consider actions you can take to renew classroom routines and practices as suggested in
Table 15.

Table 15. Suggestions to Renew Classroom Routines and Practices

a

o O

o O

On the first day students return to classrooms, seek their input on establishing post-pandemic
norms that support safety and successful learning.

Commit to modeling, practicing, and reinforcing the agreed upon classroom norms so that they
become standard operating routines.

Respond quickly and consistently to students who disregard the norms.

Discontinue asking yes/no questions and instead ask higher order questions that promote critical
thinking.
Build transition procedures into your norms.

Continue to use available technologies as vehicles for learning, not as a replacement for the
teacher.

Create a safe classroom environment that supports students through their struggles and
celebrates their successes.

Circulate the classroom giving reflective, frequent, timely feedback that lets students know when
they are “getting it” and lets students know when they are not “getting it” with the reassurance
of added support until they do “get it.”

Table 16 describes additional resources that expand upon this topic.

www.compcenternetwork.org



Returning to School Toolkit for Principals

Student Success

Table 16. Suggested Resources to Renew Classroom Routines and Practices

Suggested resource Type Description

Shifting School Culture to Tool This tool provides helpful suggestions for how to

Spark Rapid Improvement: A move a school from a negative culture to a positive

Quick Start Guide for one that fosters student learning and success.

Principals and Their Teams —

Center for School Turnaround

& Improvement

Classroom Routines and Tool This tool provides teachers with practical suggestions

Schedules for Teachers for setting up routines and procedures on the first day
back. New teachers will find this resource particularly
valuable.

Back-to-School Resources, Website This website has multiple resources, including lesson

Lessons & Printables plans, activities, and advice ranging from assisting
students in learning the school's layout and taking
attendance, to learning names. There are suggestions
for icebreakers for getting to know students'
personalities, advice on seating charts and arranging
the classroom, teacher timesavers, behavior
management tips from veteran teachers, advice for
communicating with parents, and much more.

Higher Order Thinking Skills Document This document provides question starters for the

Question Templates higher order thinking categories of recall, analysis,
comparison, inference, and evaluation.

Harry Wong Characteristics of Website This website provides a summary of major concepts

an Effective Teacher — The covered by Harry Wong in his book, The First Days of

Busy Educator School. Additional links are included that allow users
to hear actual interviews with Harry Wong on the
topics of classroom management, behavior problems,
discipline, and more.

Norming: A Practice That Document This document provides information on norming as an

Encourages Social/Emotional important factor in developing positive classroom and

Competency school culture. The document provides direction for
teachers on how to establish norms in the
school/classroom.

Enhancing Motivation Document This document provides information and specific

Through Active Student suggestions for how to incorporate active student

Response response during instruction. Procedures are clearly
described for choral responding, response cards, and
guided notes. Additional strategies are also briefly
discussed.

37 Classroom Rules for Document This document lists 37 rules as a way to help teachers

get started with creating classroom rules of their own.
The list is downloadable.
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https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://csti.wested.org/resource/shifting-school-culture-to-spark-rapid-improvement-a-quick-start-guide-for-principals-and-their-teams/
https://www.teachervision.com/curriculum-planning/routines-schedules
https://www.teachervision.com/curriculum-planning/routines-schedules
https://www.teachervision.com/back-to-school-headquarters
https://www.teachervision.com/back-to-school-headquarters
https://medicine.wright.edu/sites/medicine.wright.edu/files/page/attachments/QuestionTemplates.pdf
https://medicine.wright.edu/sites/medicine.wright.edu/files/page/attachments/QuestionTemplates.pdf
http://thebusyeducator.com/harry-wong.htm
http://thebusyeducator.com/harry-wong.htm
http://thebusyeducator.com/harry-wong.htm
http://www.centeril.org/resources/conversations/Norming-Big4.pdf
http://www.centeril.org/resources/conversations/Norming-Big4.pdf
http://www.centeril.org/resources/conversations/Norming-Big4.pdf
http://www.centeril.org/resources/conversations/ActiveStudentResponse-Big4.pdf
http://www.centeril.org/resources/conversations/ActiveStudentResponse-Big4.pdf
http://www.centeril.org/resources/conversations/ActiveStudentResponse-Big4.pdf
https://www.prodigygame.com/blog/classroom-rules/
https://www.prodigygame.com/blog/classroom-rules/
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Communication

Everyone wants to feel informed, and no one likes to be the last to know. Even during a regular
school year, the school may face challenges in communicating with students and their families.
Given the current pandemic, providing clear and consistent communication in a timely manner is
extremely vital. Therefore, a plan to communicate with all school stakeholders becomes paramount
when delivering information and ensuring that the information is communicated in a manner for all
to receive and understand. In consideration of dual language or monolingual communities,
including for schools located in tribal communities, efforts should be made to identify individuals or
groups who can translate messages from English to families’ home language(s).

There are universal steps inherent in an effective communication plan to ensure systematic
information sharing within and outside the school. For example, communication can take many
forms, but should take the form that is most easily and readily received by the staff and students
and families. These approaches might occur verbally; one-on-one; in person; in a group; at the
school; before, during, or after the school day; out in the parking lots; via telephone; robocalls;
special events; open houses; or even with a visit to a home. For schools located in tribal
communities, there may be extended family members who reside inside the student’s home, so
include all members of the tribal home when communicating about school-related matters.

A. Creating (or Revising) Your Communication Plan

Communication involves more than the sharing and collection of information. It is the foundation
for a healthy relationship, which establishes trust through listening, collaboration, and partnership.
Communication is a two-way street. As you are eager to reopen school to returning students, staff,
families, and community, you will also want to hear from them. Developing an effective
communication plan will ensure everyone is receiving information and is also able to submit
feedback in a timely manner.

In the absence of an internal and external school communication plan, critical and impactful
information may be missed or misconstrued. Principals can strengthen connections and
relationships within the school building between adults and students as well as outside the building
with families and the larger community when addressing the social fabric within a student’s home
and their community.

Building the communication capacity of those you lead should be part of the plan. Communicating
within your school to the teachers and staff is as important as communicating outside the school.
Good practices include being a champion and good role model for clear and consistent
communication. Being a model for good communication is key and develops your integrity as a
leader. We all understand that actions speak louder than words. One clear sign to model good
communication is to be a good listener. Build time in the communication plan to listen to teachers,
students and families, and staff. Now that you have included and dedicated time to listen to key
stakeholders in the plan, what is it you wish to hear, to learn, and to know that will best serve your
school?
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Getting information you need and want will be dependent on another communication skill; that of
asking the right questions. Asking questions that focus on the teachers, staff, student and family
well-being should also be considered in an effort to help all feel at ease and be open to continued
communication. In addition, now that you have a plan that supports internal communication,
consider a school communication plan that requires teachers and other support staff to contact
students at minimum intervals to strengthen school-to-home and home-to-school connections. A
schedule for those school-to-home contacts and a predeveloped script could be used for all staff to
keep the messages the same. In the early days of a return to school, sensible starting questions
include: How are you and your family doing? Is everyone staying safe and healthy? Encourage
communications that promote questions to show concern for the student and family, which will
build better community relationships and help put everyone at ease. Before the teacher launches
into any curriculum/lesson questions, encourage instructors to avoid invasive, very personal
questions, and opt for those that show appropriate concern.

Remember that old saying, if you want to catch fish, fish where the fish swim? If your stakeholders
were fish and you wanted to catch them, or at least catch their attention, you need to fish where
they swim. The internet and social media provide huge ponds of opportunities that cannot be
ignored in your communication plan.

What about your school website? First impressions last, and in today’s world, a school website can
be the first impression your school makes with students and their families. Chances are, after this
stay-at-home period, parents and students have relied on a school website as a primary information
and communication source.

But to be an effective communication resource, there are several important factors that the best
school websites maintain. Plan to keep it current and accurate, as incorrect, old, and obsolete
information will serve to usurp your credibility. Stakeholders will not return to the website if they
sense it is unreliable and not kept up. Plan to keep the school website a shrine for information not a
technology showcase. It can become the one-stop shop for information seekers and a primary
communication vehicle, so, plan carefully what information is and will be housed on it. Peruse other
school websites in your area and “borrow” ideas on what sorts of information are valuable. Better
yet, ask parents and students what information they would most like to find on the school website.
Building it with easy navigation, attractive branding, and valuable information ensures that more
stakeholders will come back to a trusted place for current communication.

Plan to find out at what levels students and their families are engaged in and using social media
technologies. Social media vehicles can be powerful tools to capture the attention of students and
parents and can serve as “ticklers and teasers” for more in-depth information housed on the school
website. Used wisely and well, social media messages can serve to engage those who previously had
not been part of the school’s communication plan.

Please consider actions you can take to develop a communication plan as suggested in Table 17.
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Table 17. Suggestions for Developing a Communication Plan

O

O O

O d

Identify how information is currently shared and received, and determine which communication
systems work, which do not, and which can be strengthened.

Communicate the rationale supporting school reopening.
Identify school and community ready access and barriers to receiving and sending information.

Identify which languages are spoken in and outside the school. Work to secure
translators/interpreters to assist in relaying all communications.

Design and implement a systems approach for an effective communication plan/process.
Identify the target audience and the mode to best use for information dissemination.

Remember that your school may open, close, and reopen, so your communication plan should be
based on these contingencies.

Your communication plan should take into account that you may begin or continue virtual
learning. The plan should include the method(s) that your staff will communicate with their
students and families. Scripted school messages will ensure that a unified and collective message
is provided to the student and their family.

Questions that focus on the student and family well-being should also be considered in an effort
to help the student and family feel at ease and be open to continued communication.

You will want a school plan that requires teachers and other support staff to contact students at
minimum intervals, such as weekly.

Plan on employing a variety of in-school communication strategies for different audiences,
including teachers, administrators, support staff, residential staff, specialists, cafeteria, office,
custodial, facilities, ancillary, and volunteers.

When using the telephone:
» Make person-to-person calls as opposed to sending pre-recorded messages.

» Use your emergency phone tree only as a tool to ensure all staff have received
communication from your office

When using email:

» Use email to communicate with staff, but be cognizant that not all staff may have access to
the internet. Perhaps, when sending emails, use your email function that asks for a “Read
Receipt,” which will help you to identify if the staff member has received your email

» Monitor e-mails; your staff may provide you with ideas and tools via email to help improve
communication

When using an in-person staff meeting:

» This method should be implemented only after consulting or referencing your school’s
expectations and standard procedures as a result of the pandemic

When using direct mail:

» While an effective method to communicate, timeliness may affect the receipt of
communication
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0 When using online meeting platforms:

» There are several platforms to conduct online meetings; select a platform that meets your
school’s safety requirements and is compatible with your school’s technology devices

» Training will need to be completed to ensure all parties are confident in using the selected

meeting platform

[0 Plan on employing a variety of out-of-school communication strategies for different audiences.

Table 18 describes additional resources that expand upon this topic.

Table 18. Suggested Resources to Develop a Communication Plan

Suggested resource Type Description

Communication Tip Sheet Schools serving tribal communities maintain special

Considerations for Schools in relationships with the tribes, tribal councils, tribal

Tribal Communities elders, and Tribal Education Agencies (TEAs). This tip
sheet reminds the principal of appropriate and
respectful means of communication.

Template: Develop a Tool A communication plan defines the approach that a

Communication Plan in Nine program will use to communicate with communities. It

Steps helps ensure systematic information sharing and two-
way communication. The nine steps in this template
address the key aspects that programs should
consider.

Chapter 6. Communications Tool Developing a communication plan can help focus your

to Promote Interest | Section message and reach your target audience. A plan can

1. Developing a Plan for also influence the efficiency and simplicity of your

Communication | Main communication methods. This tool looks at what a

Section communication plan entails, how and when to create
one, and how to use a communication plan to raise
awareness about the issues facing your school
community.

Resources: Coronavirus Website PRNEWS put together a list of resources for easy

Communications access, along with links to all of their COVID-19
coverage.
PRNEWS has information about creating a

How to Create a communication plan for reopening work sites, but it

Communications Plan for contains exclusive content that requires activating a

Reopening subscription for access.

Tribal Communications Website The National Congress of American Indians has

Resources multiple resources on this website to help strengthen
communications efforts throughout tribal
communities.

Working Effectively With Document This document is a pdf of a webinar that outlines how

Tribal Governments

employees of the Environmental Protection Agency
can work effectively with tribal governments.
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https://www.crs.org/sites/default/files/crs-files/communication-toolbox-template-develop-a-communication-plan.pdf
https://www.crs.org/sites/default/files/crs-files/communication-toolbox-template-develop-a-communication-plan.pdf
https://www.crs.org/sites/default/files/crs-files/communication-toolbox-template-develop-a-communication-plan.pdf
https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest/communication-plan/main
https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest/communication-plan/main
https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest/communication-plan/main
https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest/communication-plan/main
https://ctb.ku.edu/en/table-of-contents/participation/promoting-interest/communication-plan/main
https://www.prnewsonline.com/coronavirus-communications-resources-for-communicators/
https://www.prnewsonline.com/coronavirus-communications-resources-for-communicators/
https://www.prnewsonline.com/reopening-communications-coronavirus/
https://www.prnewsonline.com/reopening-communications-coronavirus/
https://www.prnewsonline.com/reopening-communications-coronavirus/
http://www.ncai.org/news/tribal-communications-resources
http://www.ncai.org/news/tribal-communications-resources
https://www.epa.gov/sites/production/files/2016-09/documents/working_effectively_with_tribal_governments_training_webinar.pdf
https://www.epa.gov/sites/production/files/2016-09/documents/working_effectively_with_tribal_governments_training_webinar.pdf
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Suggested resource

Type

Description

COVID-19 Crisis
Communications: Long-Term

Planning

Communications Best
Practices During the COVID-
19 Pandemic

Document

Document

Many governmental agencies and other sources are
predicting that the COVID-19 pandemic may last for
many more months and the long-term cultural effects
of the pandemic have yet to be seen, and as a result,
many organizations may need to adopt longer-term
crisis communications strategies that address their
ability to weather this extended period of adversity
while communicating a hopeful vision for the future.
This document provides observations on how crisis
management teams should adjust their strategic
communications plans in the wake of COVID-19.

Building robust communications plans is not always
top of mind for schools, particularly those with smaller
staffs where people wear many hats. However, in
times of crises it can become apparent how important
being able to communicate with your stakeholders
really is. This document provides some helpful tips for
building a proper communications plan in the midst of
a crisis and constructing effective, audience-specific
messages.
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https://icrinc.com/insights/adapting-crisis-response-plans-for-the-long-term-during-covid-19-coronavirus-pandemic/
https://icrinc.com/insights/adapting-crisis-response-plans-for-the-long-term-during-covid-19-coronavirus-pandemic/
https://icrinc.com/insights/adapting-crisis-response-plans-for-the-long-term-during-covid-19-coronavirus-pandemic/
https://www.tsne.org/blog/communications-best-practices-during-covid-19-pandemic
https://www.tsne.org/blog/communications-best-practices-during-covid-19-pandemic
https://www.tsne.org/blog/communications-best-practices-during-covid-19-pandemic
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B. Welcoming Everyone Back

Experience with major disruptions and natural disasters has taught us that everyone returns to
school changed from when they left—teachers, students, parents, staff, and, yes, principals and
administrators. For most of us, school is a place of safety, security, happiness, activity, friendship,
and joy. You want to be sure that is even truer this year. But some return also with a degree of
confusion over what has happened, what caused school to close, what will happen now. Those
anxieties deserve your attention, to lead everyone back to secure ground. Many of us have
rediscovered family warmth and fun and did well with our time at home. But for others, close
quarters with other people for days on end led to conflict and even abuse. For a few of us, closeness
to death or disruptive, unhealthy behavior by those close to us has affected us in ways that need
healing.

The principal’s communication with staff, students, families, and the school community at this time,
should focus on facts and discussions that provide reassurance that the school is prioritizing the
safety and health of everyone. Some staff and students/families will need time to re-acclimate to
the school setting and will have many questions regarding safety and health measures the school
has taken and will promote when schools reopen.

Within your communication plan, you will want to anticipate how teachers, as a whole faculty, may
want to communicate with families, and how individual teachers may want to communicate with
their students and students’ families. Again, communication is not only the outflow of information,
but also opportunities to hear from and learn from others.

Table 19 describes additional resources that expand upon this topic.
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Table 19. Suggested Resources for Welcoming Everyone Back

Suggested resource Type Description

Gathering Feedback From Tip Sheet This tip sheet was designed to provide principals and

Students, Families, other school leaders with examples of practical ways

Teachers to gather feedback from students and families and
staff in preparation for the reopening of schools. The
guestions provided are examples of the kinds of
guestions each school might want to ask and can be
modified and adapted to fit each school’s needs. The
tip sheet also provides suggestions for how to
analyze and share the feedback with the broader
school community.

Developing a Message Map | Tip Sheet A method that is recognized and recommended for

(see Appendix) developing consistent messages during an
emergency is the use of message maps. Message
maps are a useful tool that provide factual
information about the emergency that can be shared
quickly. This tip sheet provides information on how
to create a message map to address questions and
concerns that may arise as schools reopen.

Engaging ELL Families: Tips | Tool School leaders are in a unique position to create a

for School Leaders culture of success within their school community. As
with other students, an important aspect of ELL
success is family engagement. This guide offers
twenty big ideas to help principals create a
comprehensive ELL family engagement plan.

Making the Connection: Document/Tool | Connecting with ELLs and their families at this

Communicating With ELLs moment can pose big challenges due to language

and Their Families During and technology access. This document includes

School Closures multiple tools, resources, and tips for collaboration.

COVID-19 Communications | Document/Tool | Health news can change rapidly, so schools will need

Plan — Coronavirus disease

(COVID-19)

to be vigilant about communicating information that
is vital to parents in a number of different ways. This
document is an example of a communications plan
from a school district in Texas with a large ELL
population.
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https://www.colorincolorado.org/sites/default/files/Engaging_ELL_Families_FINAL.pdf
https://www.colorincolorado.org/sites/default/files/Engaging_ELL_Families_FINAL.pdf
https://www.colorincolorado.org/article/coronavirus-ells-families
https://www.colorincolorado.org/article/coronavirus-ells-families
https://www.colorincolorado.org/article/coronavirus-ells-families
https://www.colorincolorado.org/article/coronavirus-ells-families
https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/786912/COVID-19_Communications_Plan_-_English.pdf
https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/786912/COVID-19_Communications_Plan_-_English.pdf
https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/786912/COVID-19_Communications_Plan_-_English.pdf
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C. Connecting With Students and Their Families

Communication with all school stakeholders will be paramount, and must include the school staff,
students, students’ families, and the school community. For schools located in tribal communities,
principals should reach out and engage the social fabric of the tribal community. While schools seek
to open, in classrooms, at home, or both, there may be hesitation from the students, their families,
and staff members.

John Hattie (2009)* tells us that learners want to know two things about their teachers. Students
want to believe that their teachers know them and that their teachers care about them. If kids care
that teachers know them, how do teachers learn about their students in disruptive times like this?
Channels and methods of communication now must be planned and provided that allow students to
let their teachers know them, their interests, passions, dreams, dislikes, fears, successes, and
challenges. This learning about the student is imperative because a teacher cannot help a learner
overcome a barrier to learning if the teacher does not see and understand that obstacle. It is in the
learning about that fosters the relationship between.

Please consider actions you can take to connect with students and families as suggested in Table 20.

Table 20. Suggestions for Connecting With Students and Their Families

[0 Gather feedback about your students and their stay-at-home learning experience, successes, and
struggles.

0 Plan to get to know and care about your students so they will be confident in you, their teacher,
and in the learning you support them through.

[0 Plan to learn and understand every student's interests, passions, dreams, motivations, fears,
hesitations, and challenges to better prepare for their learning experience.

[0 Gather feedback from families regarding their digital teaching and learning stay-at-home
experiences.

O

Gather feedback from teachers about their remote, digital online teaching experience.

O

Develop a list of Frequently Asked Questions With Answers to help relieve hesitations and
anxiety.

[0  Provide opportunities for students and their families to share expectations and hopes for the
reopening of school and the coming academic year.

4 Hattie, ]. (2009). Visible learning. Abingdon, Oxon: Routledge.
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Table 21 describes additional resources that expand upon this topic.

Table 21. Suggested Resources for Connecting With Students and Their Families

Suggested resource

Type

Description

Gathering Feedback From
Students, Families, Teachers

Effective Communication —
ELL Considerations

Supporting Students With
Disabilities and Their Families

Communication Resources

School Community Network

CDC Communication Toolkit
for Limited English

Tip Sheet

Tip Sheet

Tip Sheet

Website

Website

Website

This tip sheet was designed to provide principals and
other school leaders with examples of practical ways
to gather feedback from students and families and
staff in preparation for the reopening of schools. The
questions provided are examples of the kinds of
questions each school might want to ask, and can be
modified and adapted to fit each school’s needs. The
tip sheet also provides suggestions for how to analyze
and share the feedback with the broader school
community.

Prepared by The National Content Center and based
on information from Colorin Colorado!, this tip sheet
provides suggestions for communicating with families
to position students who are ELLs and their families
for success during this time.

Prepared by The National Content Center and based
on information from the National Center for Learning
Disabilities, this tip sheet provides some suggestions
for communicating with families to position your
students with disabilities and their families for success
during this time.

This is the CDC website and the link connects to the
page of a variety of communication resources
including guidance documents, videos, social media
toolkit, digital press kit, and Spanish communication
resources.

The School Community Network website is loaded
with materials for engaging families, students, and
teachers in a school community focused on learning.
See especially resources on communication.

This CDC toolkit is especially helpful for
communication among migrant families, refugees, and
other limited-English-proficient populations.
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Collaboration

Collaboration. “Co” = together and “labor”= work.

Collaboration is the way in which we work together and learn together. Collaboration is different
from cooperation or coordination in that, together, people direct their thinking and energies around
a shared vision, and together something new and improved emerges as a result of that combined
effort. If the notion that every child returns to a school that is even better than the one the
student left becomes your school’s shared vision, what system is in place to promote a culture of
collaboration in your school? W. Edwards Deming (1993)5 reminds us that a bad system will beat a
good person every time. In a good system where the principal, teachers, staff, students, and families
embrace a culture of collaboration that becomes the common, routine practice in your school, it can
be the connecting tissue of your community. Collaboration that focuses on practices in your school
will aid in improving those practices. The Jump-Starting Instructional Transformation for Rapid
School Improvement: A Guide, (Redding, 2019)6 tells us that the intent of practice-focused
collaboration is not just to improve implementation of a given practice, but to begin to socialize a
collegial, productive, and nonthreatening process for examining and continuously improving so that
collaboration might become a norm at your school.

A. Making Decisions and Working Together

When thinking about how best to work together to make informed decisions about reopening
schools after a longer than usual time apart, here are some questions to consider.

» What if this was a brand-new school and we were all new leaders, teachers, and staff?

» How would you get to know each other?

» How would you make decisions about your school? How would you handle problems that arise?

» How would you work together to keep improving your professional practices for the benefit of
your students?

» How would you collaborate around a shared vision, outcome, or goal, to create something new,
something better, together?

»  Will you consider how decisions are currently made in your school and how different groups are
involved, especially teachers, staff, families, and students, but also vested stakeholders like
community groups?

» How will you begin to engage with this population, now, in your preparation for a return to
school?

There is lots to think about, and before school reopens, is the time to think and prepare.

5 Deming, W. E. (1993). Seminar speech, Phoenix, AR.
6 Redding, S. (2019). Jump-starting instructional transformation for rapid school improvement: A guide for principals. CA:
Center on School Turnaround at WestEd.
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1.  Envisioning New Ways to Work Together

Collaboration does not occur in a silo with one person making important decisions. Productive
collaboration occurs in teams of people inputting their best thinking and energy to work together
toward the same output. If the team does “x,” then “y” should be the result.

Please consider actions you can take to work together in new ways as suggested in Table 22.

Table 22. Suggestions to Envision New Ways to Work Together

[0 Collaborate and decide when, why, and where teams will meet. For instance, ask, Are the teams
meeting regularly over data analysis, instructional planning, by grade level and vertically, by
content area and department?

[0 Choose a common template for team meeting agendas that include required minutes/notes to
keep a history of the work done in and by teams.

O

Collaborate and decide on success metrics for teamwork.

a

Adopt a structure for teachers to give each other reflective feedback on their plans and on their
instruction.
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Table 23 describes additional resources that expand upon this topic.

Table 23. Suggested Resources for Envisioning New Ways to Work Together

Suggested resource Type Description

Planning a Collaborative Tip Sheet Effective collaborations, including meetings, require

Meeting planning and structure, especially in situations where
there is urgency to arrive at the best decisions. This tip
sheet provides school administrators with a step-by-
step process that can be used to set up effective
meetings.

Tools & Training Modules Tool School improvement takes teams of people working

Getting Better in Teams together toward the same goals. This tool is a
professional development training module that
includes a PowerPoint, activities, and a quiz to assess
learning.

Four Domains for Rapid Document Rapid school improvement, known most commonly as

School Improvement: school turnaround, has emerged as a focus of dramatic

Indicators of Effective and systemic efforts aimed at giving students better

Practice schools. The indicators presented in this document are
expressed in plain language by design so school,
district, and state teams can identify with greater
certainty whether a relevant practice from the four
domains is standard and routinely operational in their
part of the education system or whether more work is
needed.

Jump-Starting Instructional Document/ | This guide rests on the research and practice base of

Transformation for Rapid Tool Four Domains for Rapid School Improvement

School Improvement: A described above. This guide includes tools and other

Guide for Principals — Center resources that may be used to support principals in

for School Turnaround & transforming their schools.

Improvement

Indicators in Action Tool Indicators in Action provides an explanation and
videos of indicators of effective instructional and
leadership practices. The tool can be used for
professional development, faculty meetings,
workshops, and for individual educator development.

Principals: Our advice and Website Based on the research and experiences from the field,

resources for establishing
instructional leadership
teams

it is evident that without effective leaders who are
able to focus on instruction and instructional
leadership, meeting the needs of all students remains
out of reach. The Center for Educational Leadership
provides some helpful information for how to establish
and support the development and growth of an
effective instructional leadership team.
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http://www.centeril.org/toolstrainingmodules.html
https://www.wested.org/resources/four-domains-indicators-of-effective-practice/
https://www.wested.org/resources/four-domains-indicators-of-effective-practice/
https://www.wested.org/resources/four-domains-indicators-of-effective-practice/
https://www.wested.org/resources/four-domains-indicators-of-effective-practice/
https://csti.wested.org/resource/jump-starting-instructional-transformation-for-rapid-school-improvement-a-guide-for-principals/
https://csti.wested.org/resource/jump-starting-instructional-transformation-for-rapid-school-improvement-a-guide-for-principals/
https://csti.wested.org/resource/jump-starting-instructional-transformation-for-rapid-school-improvement-a-guide-for-principals/
https://csti.wested.org/resource/jump-starting-instructional-transformation-for-rapid-school-improvement-a-guide-for-principals/
https://csti.wested.org/resource/jump-starting-instructional-transformation-for-rapid-school-improvement-a-guide-for-principals/
https://csti.wested.org/resource/jump-starting-instructional-transformation-for-rapid-school-improvement-a-guide-for-principals/
http://www.indistar.org/action/
http://blog.k-12leadership.org/instructional-leadership-in-action/principals-our-advice-and-tools-for-establishing-instructional-leadership-teams
http://blog.k-12leadership.org/instructional-leadership-in-action/principals-our-advice-and-tools-for-establishing-instructional-leadership-teams
http://blog.k-12leadership.org/instructional-leadership-in-action/principals-our-advice-and-tools-for-establishing-instructional-leadership-teams
http://blog.k-12leadership.org/instructional-leadership-in-action/principals-our-advice-and-tools-for-establishing-instructional-leadership-teams
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2.  Getting a Grip on Data

So much data, so little time. Generally, most schools collect a lot of data. So much in fact that it is
sometimes helpful to conduct a data inventory that reveals what is assessed and collected, when is
it assessed and collected, when do results arrive, who gets those results, what do they respond to or
how do they act upon the results? Often, teams spend much of their time analyzing and strategizing
over the data, but the rubber meets the road when those teachers ACT upon or respond to the data
by adjusting instruction. Is the data summative or formative? Doing a data inventory now can help
teams collaborate and make decisions about current and future assessments. Collaboration can
help teams determine what data is worth collecting and why, and eliminate obsolete or duplicative
assessments.

Please consider actions you can take to get a grip on data as suggested in Table 24.

Table 24. Suggestions to Get a Grip on Data

[0 Conduct a data inventory to make collaborative decisions about what data should be analyzed
and why. The inventory will help establish when data is collected, when it is available for review,
if any assessments are duplicative in the data that is gained, and what data is missing that should
be collected.

[0 Establish p