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Committed to Excellence 

 
Faculty/Staff Overview:  Transition to Fully Virtual Teaching 

 
We recognize fully virtual learning presents a unique set of challenges and opportunities for teachers and students.  The benefits of transitioning to our fully 
virtual schedule include: 

• Reduction in screen time and zoom meetings in comparison to our virtual Wednesday schedule 
• Increase in length of breaks and lunch 
• Balance of live instruction and self-paced learning days 
• Opportunity for students to engage with PE/Health teachers and be active 
• Office hours at both the beginning and end of the day 
• Continuous learning with feedback to support students 

Synchronous 
Learning Days 

 
 

Monday, Wednesday 
& Friday 

Teachers will… 
• Post meeting links for office hours and class in 

Schoology by 8:00 am 
• Follow the fully virtual bell schedule 
• Record student attendance in PowerSchool each period 
• Provide live instruction	

Students will… 
• Access Schoology and attend virtual class meetings 
• Follow the fully virtual bell schedule 
• Attend each class in their schedule (required) 
• Engage in learning	

Asynchronous 
Learning /Support 

Days 
 

Tuesday & Thursday 

Teachers will… 
• Post assignments and meeting links in Schoology by 

8:55am 
• Invite students who need support or enrichment to a live 

meeting during their regularly scheduled class period. 
• Follow the fully virtual bell schedule 
• Remain in each virtual class meeting for a minimum of 

the first 10-minutes.  If no students attend, teachers may 
log off, but are still available for help, if needed.	

Students will… 
• Access Schoology and engage in learning assignments 

and activities (required; attendance recorded via 
Schoology activity) 

• Seek support or enrichment via office hours or 
scheduled class times 

• The student day is flexible, so students are not required 
to follow the bell schedule. 

 
Please note:  The above is intended to be an overview of the teacher expectations and examples detailed on pages 3-9. 
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Fully Virtual Weekly Bell Schedule 
 

   Synchronous 
Instruction 

 

Asynchronous/ 
Support Day 

Synchronous 
Instruction 

 

Asynchronous/ 
Support Day 

Synchronous 
Instruction 

 
   Mon. Tus. Wed. Thu. Fri. 

Teacher Arrival 7:30 am Teacher Arrival 
Teacher Prep 35 mins 7:30 – 8:05 am  PREP PREP PREP PREP PREP 

Office Hours /Enrich.  35  mins 8:05 – 8:40 am Office 
Hours/Enrich 

PLT/Dept Office 
Hours/Enrich 

PLT/Dept Office 
Hours/Enrich 

Teacher Break 15 mins 8:40 – 8:55 am      
1st Bell/ HR  40 mins 8:55 – 9:35 am 1 1 1 1 1 

BREAK 5 mins 9:35 – 9:40 am 5-minute Break 
2nd Bell 35 mins 9:40 – 10:15 am 2 2 2 2 2 

BREAK 5 mins 10:15 – 10:20 am 5-minute Break 
3rd Bell 35 mins 10:20 – 10:55 am 3 3 3 3 3 

BREAK 10 mins 10:55 – 11:05 am 10-minute Break 
4th Bell 35 mins 11:05 – 11:40 am 4 4 4 4 4 

BREAK 5 mins 11:40 – 11:45 am 5-minute Break 
5th Bell 35 mins 11:45 – 12:20 pm 5 5 5 5 5 
Lunch 30 mins 12:20 – 12:50 pm 30- minute Lunch 

6th Bell 35 mins 12:50 – 1:25 pm 6 6 6 6 6 
BREAK 5 mins 1:25 – 1:30 pm 5-minute Break 
7th Bell 35 mins 1:30 – 2:05 pm 7 7 7 7 7 

BREAK 5 mins 2:05 – 2:10 pm 5-minute Break 
Office Hours/Enrich.   35 mins  2:10 – 2:45 pm Office Hours/Enrich. 

8th Bell 35 mins 
Virtual PE 

2:10 – 2:45 pm 8 8 8 8 8 

Student Dismissal  2:45 pm      
Teacher Dismissal  2:45 pm      
Mondays (Teacher)  3:30 pm       

 
ü Teachers who teach 5 periods will have a prep and duty period between the hours of 8:55-2:05 p.m. 
ü Teachers who teach 6 periods will have a prep and no duty period between the hours of 8:55-2:05 p.m. 
ü PE can be completed at any time during the day, students may choose to attend office hours and/or  live virtual PE on Mon, Wed, and Fri. 
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Expectations and Examples for Fully Virtual Teaching 

 
The virtual learning environment presents a unique set of challenges and opportunities that necessitate a clear definition of guidelines to ensure an effective and 
efficient learning environment and continuum. The following aim to identify the level of interaction expected between students and teachers to maintain a quality 
virtual learning environment that is defined by continuous learning, effective instructional practices, and personalized feedback that grows, supports, and enriches 
student learning.  Much of what we do in our in-person classroom can and should be adapted to the online classroom. 
 
Definitions:  

• Synchronous: Virtual learning and instruction occurs in real time such that the students and instructor interact in a specific virtual place, through a specific 
online medium, at the same time (e.g. video conferencing, teleconferencing, and live-streaming lectures).  

• Asynchronous: Virtual learning and instruction occurs at the student’s own pace and on a self-determined schedule; however, students must adhere to 
instructor due dates. The instructor provides materials for reading, lectures for viewing, assignments for completing, and assessments for evaluation to 
access and satisfy requirements within a flexible time frame.  

•  

 
Synchronous Learning Days 

 
Definition/Purpose Synchronous Learning Days are days within the week (M/W/F) that students follow the daily bell schedule, log into Schoology, and 

access a live-streaming app for each course (Schoology Conferences, Google Meet, Zoom). The purpose of synchronous learning days 
is to engage students in instruction that is new or deepens understanding of previously taught content.  Teacher and student 
interaction takes place in real-time in whole group or small group and students are required to attend.  Student attendance is 
required and taken by the teacher.  

Expectations 
 

During synchronous learning days, teachers shall: 
• Ensure the class period begins and ends on time. 
• Plan for a solid 30-minute lesson. 
• Build relationships and community. 
• Provide whole group instruction to introduce new concepts. 
• Engage with the students in frequent dialogue and provide opportunities for students to ask and answer questions.  
• Anticipate (or collect) students’ questions in advance and prepare individualized and differentiated resources in advance. 
• Provide opportunities for discussion with and among students. 
• Facilitate small group instruction (i.e. breakout rooms) to provide targeted instruction or time for collaborative peer-to-peer 

work. 
• Provide a mix of teacher-directed and student-centered activities.   
• Assign	independent	or	partner	work	to	take	place	while	students	are	still	in	attendance	of	a	live	session	and	the	teacher	

is	present	to	offer	actionable	feedback	and	support. 
• Be consistently "present" in your online classroom by logging in synchronously and remaining logged on for support/guidance 

during all scheduled periods. Both students and teachers are required to log in synchronously during this time. 
• If you choose, you may record the instructional portion of your lesson for students to view at a later date. 



4 

Things to Avoid During synchronous learning days, teachers shall avoid: 
● Beginning before or after the scheduled class start time and ending before or after the scheduled class end time. This is 

important for teacher and student transition time.   
● Heavy reliance on traditional, lengthy assessment while virtual – Student-teacher interaction is critical.  Refer to Tips for 

Assessing in a Virtual Environment.  
● Heavy reliance on non-personalized, lengthy resources; if using video clips (i.e. YouTube), they should not be long and checks 

for understanding should be incorporated.  
● Going extended periods without providing students feedback (i.e. comments on assignments, answers to questions, graded 

assignments, etc.) 
● Feedback that is vague (i.e. "good job" or "needs work" does not give them the information they need to succeed.) 

Examples Example 1:  
● (5 min) Students answer a prompting question for the lesson; teacher asks for some students to share-out 
● (10 min) Teacher introduces new concepts, skills via a prepared slideshow while students take notes; teacher stops periodically 

to check for student understanding 
● (8 min) Teacher engages students in independent practice of new concepts that has students process information 
● (7 min) Teacher has students share-out their answers and asks students to summarize key items learned 

 
Example 2: 

● (8 min) Teacher reviews the previous day’s lesson and conducts an introduction of an assignment to extend the previous day’s 
activity; teacher assigns students to breakout rooms to work on assignments collaboratively. 

● (15 min) Teacher goes into breakout rooms and works with groups (i.e. supports or extends thinking, answers questions, etc.) 
● (7 min) Teacher brings whole-class back together, summarizes group understandings, and assigns work for the next day.  

 
Example 3: (Students come in prepared by viewing lecture videos/resources from previous day). Class time is devoted to discussion, 
exploration, and deeper analysis 

●  (8 mins) Teacher reviews key takeaways from the lecture/resources with the whole group. 
● (15 mins) Students engage in a structured discussion, with students pre-assigned to specific topics or tasks in breakout rooms 

(i.e., debate, student-designed questions, informal writing responses, affinity mapping, etc.) 
● (7 mins) Teacher captures consensus, re-caps points made, and offers an extension to the lesson/how it will tie into the next 

topic. 
 

Asynchronous Learning Days/Support & Enrichment 
 

Definition/Purpose Asynchronous Learning Days are days within the week (T/R) that students work asynchronously to extend learning from the previous 
day or to prepare for the following day’s instruction and have the option to or are invited to attend synchronous sessions with teachers.  
During this time, teachers are logged into a live-streaming app on Schoology (Schoology Conferences, Google Meet, Zoom) and 
follow their daily bell schedule.  If no students attend the first 10-min of the session, the teacher will log off but is still available for 
support if needed.  Daily student attendance is required and recorded by Schoology activity. 

Expectations 
 

During asynchronous learning days, teachers shall: 
● Be available for regularly scheduled students to support their asynchronous learning.  
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● Be "present" in your online classroom for a minimum of the first 10-minutes of your regularly scheduled class by logging in  to 
a live-streaming app on Schoology (Schoology conferences, Google Meet, Zoom). If no student attend, you may log off – but 
still be available if needed. The student day is flexible, so students are not required to follow the bell schedule.  

● Provide activities that allow student to interact with the material in various ways:  
o Present new material via a video using a flipped classroom approach. 
o Provide a range of practice opportunities–from self-corrected multiple-choice items to free form expression on a 

concept. 
o Assign assessments to monitor student understanding and provide feedback. 
o Encourage students to work together in pairs or groups on asynchronous days to continue to build peer relationships.   

● Post assignment and meeting link on Schoology by 8:55 a.m. each day for students to access. 
● Actively monitor discussion boards to clarify students’ postings, highlight good or interesting comments and ideas, provide 

insight, etc. 
● Prepare supplemental support/enrichment activities/lessons for those students who would benefit from it; invite these students 

to join a live synchronous meeting during their regularly scheduled class period on asynchronous days and copy parents. 
These, however, could be available for all students if they find they would benefit from it. 

Things to Avoid During asynchronous learning days, teachers shall avoid: 
● Assigning long assignments/assessments that would extend beyond the traditional bell period (35 min) 
● Punitive action if the student doesn’t attend a session if invited.  Instead, ensure parents, school counselors, etc. are kept in the 

loop if a student needs extra support, is invited, and is not taking advantage of the extra help.  
● Solely relying on students to advocate/initiate meetings. 
● Heavy reliance on non-personalized, lengthy resources; if using video clips (i.e. YouTube), they should not be long and checks 

for understanding should be incorporated.  
● Going extended periods without providing students feedback (i.e. comments on assignments, answers to questions, graded 

assignments, etc.) 
● Feedback that is vague (i.e. "good job" or "needs work" does not give information students need to succeed.) 

Examples Example 1:  
(Plan for solid 30-35-minute lesson.)  

● (8-10 min) Teacher posts an instructional/demonstration video to Schoology using Edpuzzle.  As students watch the video, 
they are prompted to answer questions to check for understanding and/or build their understanding. 

● (8-10 min) Students are asked a question in the discussion board about what they learned and are asked to respond to two of 
their classmates’ posts by the end of the day.  

● (10-14 min) Students are assigned a section of an article to read on the topic and asked to come to class with 3 key points from 
their article. Teacher will open class the following day with a jigsaw activity in which a student from each of the assigned 
groups shares out their section.  

○ During this class period, the teacher is logged into his/her classroom and is monitoring the discussion board.  
Periodically, students are checking in with the teacher to ask clarifying questions.   

Example 2:  
(Plan for solid 30-35-minute lesson.)  
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● (5 min) Teacher uses recent feedback from an assignment/assessment to create two readiness groups (those that need added 
practice and those that are ready to go in-depth with the material).  The teacher posts assignment A (for support group) and 
assignment B (for extension group) 

● Teacher invites Group A students to a supplemental lesson during the first 10 min. of class & invites Group B students to an 
extension lesson during the second 10 min. of class 

 
Office Hours  

 
Definition/Purpose Office Hours refer to those times within the day in which teachers are available for students virtually.  Office Hours are used to review 

a brief lesson component with the students, build relationships with students, or provide support or enrichment for students based upon 
their needs.  Just like in SMART at the high school, teachers can infuse any form of support, recreation, or enrichment into office hours. 
Teachers must be available during Office Hours through a live-stream app (Zoom, Google Meet, Schoology, etc.). 

Expectations 
 

To ensure Office Hours are maximized, teachers shall: 
● Communicate a weekly or monthly view of what will be provided during Office Hour time (i.e. review a brief lesson 

component with the students, build relationships with students, small group support or enrichment, etc.) so that students (and 
parents) are aware. Place in Student Resources folder in Schoology.  

● Proactively reach out to students and personally invite (copy parents) who may need additional motivation to attend. 
Informally take note of students who do/do not attend when invited and share with parents, counselors, CST members, 
principals, etc. when concerns arise.  

● Include a combination of support, enrichment, and social interactions when planning Office Hours throughout the week.  
● Provide personalized review on concepts with feedback given on applications of the material (math concepts, procedure, 

analysis, evidence-based conclusions, etc.) 
Things to Avoid To ensure Office Hours are maximized, teachers shall avoid: 

● Requiring students to attend.  
● Unclear Office Hour focus.  
● Excluding parents, counselors, CST when students who are invited do not attend consistently.   
● Solely relying on students to advocate/initiate meetings. 

Examples: Example 1:  
● Post Office Hours support focus for the day in Schoology.  
● Use the time to review the asynchronous learning expectations for the day and answer any questions the students may have 

about the expectations/learning.  
● If you teach multiple subjects, break up the office hour time to address the different courses.  

Example 2:  
● Post Office Hours support focus for the day in Schoology.  
● Invite students from all of your courses to come together for a “Meet and Greet” and engage in virtual “ice-breakers” to get the 

students interacting with one another.  
Example 3: A student has not participated in synchronous learning for the week and is missing several assignments.  

● Send an invitation to the student inviting him to office hours (copy parents). Ask student to confirm attendance and set a 
reminder in their calendar. The invitation informs the student of the format and purpose of the meeting. 
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● When meeting, welcome him/her, discuss lack of participation and gauge possible issues, review expectations, and plan 
accordingly.  

● Reach out to counselor/CST member to let them know concerns or if they did not show (copy AP).  
 
Guidelines for all learning environments: 

• Meeting Links/Notices 
o Teachers may use Zoom, Google Meet, and/or the Conferences App within Schoology. 
o Post meeting links (for Zoom or Google Meet) or notices (to direct students to Conference app) in Updates section for each course in Schoology  
o Click HERE for tutorials and guides related to scheduling and facilitating meetings via Zoom, Google Meet, and Schoology’s Conferences App. 
o Tip:  In Zoom or Google Meet, create a recurring meeting/personal meeting so the same link can be used for each class each day.  The link then 

only needs to posted one time as an update that remains at the top of each Schoology course page.  Be sure to enable to waiting room to prevent 
students from entering prior to your arrival. 

• Communicate Early and Often to Establish & Maintain Solid Relationships  
o Monitor student completion of tasks, assignments, and assessments.  Proactively address student engagement concerns as per building protocol 

and involve parents, school counselors, etc.  
o Update and sync gradebook regularly (grades must be entered no later than 2 weeks after assignment is due)  
o Copy parents on emails inviting students to supplemental instructional opportunities.  
o Suggestion: Create a spreadsheet with the names of all your students. During the semester, reach out to them -- just a few each week -- and see 

how they are doing, tell them what you appreciate about their work, etc. This starts a conversation that allows you to connect with them and shows 
meaningful engagement. Check off on your sheet who you are contacting -- you don’t want to leave anyone out! 
 

• Instruction 
o Follow the established bell start and end time. Students, parents, & colleagues will expect that classes will start and end on time.  
o Chunk assignments/assessments into digestible bites that allow students and teachers to check for understanding along the way.  
o Differentiate the student experience based up student readiness. 
o Use virtual apps that are engaging for students’ online learning.  
o Create opportunities for your students to interact with one-another in the online environment. 
o Make the course as visual as possible. Video clips, images, graphs and charts are enormously helpful in keeping students engaged. Design 

experiences for your students that allow them to see you and each other. (i.e. Flipgrid or another app.) 

• Assessment/Grading 
o Ensure a mix of traditional and non-traditional assessment options to gauge student learning/understanding.  For example, replace some of your 

traditional assessment with non-traditional assessments (portfolios, open-ended questioning, etc.) that can be considered “open-notes” or “open-
ended.” 

o Post & return graded assignments within 2-weeks from the due date. 

• Focus on Feedback 
o Provide specific details on student performance expectations in student-friendly language (i.e. rubrics, examples of final products, etc.)  
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o Provide timely feedback to students using clear and concise language. (i.e. What needs more work and how can they improve the quality of their 
work?)  

o Reply to questions within 24-hours except during holidays or weekends or outside workday hours. If you cannot provide a detailed response 
within that time, it is good practice to respond to let them know when you will provide them with a more detailed response. 
 

A Weekly View : SAMPLE 

Note:  Synchronous/Asynchronous 
 Monday Tuesday Wednesday Thursday Friday 

Learning Goal: Students will be able to compare the concepts of power and governance under Jefferson with that of the presidencies of Washington and Adams. 

Obj. Use primary sources to determine 
the lives of "ordinary" 
Americans. 

Predict the change in American 
politics brought about by 
Jefferson's election. 

Predict the change in American 
politics brought about by 
Jefferson's election. 

Conceptualize how American 
expansion began and continued. 

Conceptualize how American 
expansion began and continued. 

A 

1. Warmup prompt/question 
for the lesson with student 
share-out     

2. Introduce new concept via 
a prepared slideshow 
including primary source / 
students take notes, ask 
questions, and discuss 

3. Independent practice with 
new primary source 
(teacher remains available 
for questions/feedback) 

4. Review practice activity 
and summarize key items 
learned 

1. Short instructional video 
via Edpuzzle 
2. Self-corrected multiple 
choice on Quizizz 
3. Independent Practice 
activity  (teacher provides 
feedback asynchronously or 
synchronously to students 
who opt to join live class) 
4.  Schoology discussion 
board prompt – students post 
a response and  reply to at 
least two classmates 
 

1. Students share 1 takeaway 
and/or 1 questions from 
yesterday’s video and 
discussion board; teacher 
clarifies 
2.  Structured discussion to 
deepen/extend understanding 
3. Informal writing response / 
practice 
4.  Students respond to exit 
ticket via FlipGrid 

 

1. Based on  feedback from 
yesterday’s exit ticket, 
create two readiness groups 
(those that need added 
practice and those that are 
ready to go in-depth with 
the material). 

2. Assignment A (for support 
group) and Assignment B 
(for extension group). 
Encourage students to work 
with a partner. 

3. Group A students invited to 
a supplemental lesson 
during the first 10 min. of 
class & Group B students 
invited to an extension 
lesson during the second 10 
min. of class	

1.  Explain directions, 
expectation, and sample for 
primary writing assignment  
2.. Begin organizing ideas on 
Google Doc assignment in 
preparation for primary 
writing assignment, with 
immediate feedback provided 
from teacher 
3.  Peer review of brainstorm 
4.  Share out student 
exemplars 
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Office 
Hours 

-Review learning activities for 
the day 
-Answer any questions 

-Schedule individual student 
meetings  

Invite students from all 
courses to come together for a  
relationship building activity. 

-Invite group 1 for support  
-Invite group 2 for 
extension/enrichment 
 

-Schedule individual student 
meetings  

 


