[image: ]Develop an Educator Schedule for Virtual Learning
Use the guiding questions below to help you prepare your virtual learning schedule.
	Considerations
	Example
	List/Times

	Which meetings do you need to schedule with colleagues?

	Meetings with general educators, Individual Check-in with Paraprofessionals
	

	Which meetings are mandatory and facilitated by administration?
	Professional Learning Committee Meetings, Department Meetings
	

	When and how often will you model academic skills for both families and students? 

	Daily Student Check-in 30 minutes, Weekly family check-in 30 minutes
	

	When and how often can you hold open office hours to accommodate questions from families or students? 

	MWF-4:00-5:00pm
	

	How will you make this schedule easily accessible to yourself, co-workers, and families? 

	Share on LMS, Email
	

	If your schedule changes, how will this change be communicated with families, students, colleagues, and leadership?
	Email, LMS Message, Text, Phone Call 
	

	In order to accommodate your planning needs as an educator, identify time you reflect, research and plan?
	Lesson planning time, time to grade and provide student feedback, time for lesson plan reflection and research on curriculum, tools and resources, and time for self-care
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