Manchester-Shortsville Central School District
Emergency Remote Instruction Plan

IN THE EVENT THAT SCHOOLS ARE REQUIRED TO MOVE TO ONLINE LEARNING:

The campus is closed for students; classes are held online. The essential questions are, “How do we support student
well-being and academic development in the midst of a major disruption to our daily operations for an extended
period of time? How do we continue to foster student learning without being able to meet our students in person?”

Following the District communication, each school will send out specific information through Parent Square
regarding their Remote Learning procedures. Please make sure your family contact information is up to date to get
important updates. Check Infinite Campus Parent Portal and contact your child's school to provide updated
information.

TEACHING AND LEARNING DURING REMOTE INSTRUCTION-
School is closed to students and possibly teachers/staff for a period of time

The school will be closed to all students, and students will be learning remotely.

During remote instruction, the way we teach and learn fundamentally changes. Teachers and students will use other
tools to communicate (Google Classroom, email, screencasts, GoGuardian, individual Google Meet sessions,
ParentSquare).




Instructional Framework for Short-Term Closure

Asynchronous (not real time) and Synchronous (live) Instruction of new material will be provided with support from
the student's teacher. This may include students' watching video lessons, students' watching digital lessons created
by individual teachers and/or direct contact between teachers and students through live Google Meet sessions.
Instruction will focus on standards that are foundational for future learning in other courses and/or grade levels.
Teachers will stick to the essentials. Concrete goals and detailed examples/modeling will be communicated.
Student practice and feedback will be incorporated to foster the ongoing learning cycle through asynchronous and
synchronous learning opportunities.

Instructional Framework for Long-Term Closure

During an extended school closure, the following structure will be followed:
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KEY TERMINOLOGY FOR ONLINE LEARNING
Though much of teaching and learning online is the same as in the shared physical classroom, there are a few key
terms that will help you navigate the shift.

Synchronous (preferred): Class interactions happen in real-time, at the same time. Students may virtually attend
class together via video conference, live stream, or chat. GoGuardian will be used for synchronous instruction and

Google Meet is available for synchronous meetings.

Asynchronous (not preferred, but may be necessary in some scenarios): Class interactions happen via Learning
Management System (Google Classroom) without real-time interaction. Students engage in class materials and




complete work at their own pace, typically within a given timeframe, often using discussion boards to drive
peer-to-peer engagement. If youre comfortable using Google Classroom, you are already totally capable of running
your classes fully online.

Video Conference: A virtual meeting in which participants in different locations are able to communicate with each
other with audio and video. We will use Zoom (adults only, to include CPSE/CSE meetings), Google Meet or Go
Guardian for this function.

Thorough Update in Google Classroom. \Xith every step away from the physical classroom and into the virtual one,
updates in Google Classroom will be more comprehensive and detailed. Teachers will give context for the assigned
work, including your learning targets (in student-friendly language), expectations for learning, a preview of the
assignments, and where to find the resources, assignments, and assessments.

Online Engagement. Teachers will make sure students are checking in daily in addition to responding to daily
instructions/assignments. Attending virtual classes, posting to discussion boards, email, submitting assignments, etc.,
all constitute attending class. If students are not engaging in virtual learning, teachers should reach out to students
and families via email and phone, then the administrators and school counselors will follow up with additional
communication including emails, phone calls, meetings, and letters.

EXPECTATIONS DURING REMOTE INSTRUCTION

EXPECTATIONS FOR CLASSROOM TEACHERS

Teachers will plan on being available to answer student questions during school hours. They may choose to host
office hours via email, 1:1 virtual meetings, small group virtual meetings (by opening up a meeting and posting the
code on Google Classroom), the chat function within Google Docs, or any combination of these methods. They will
post an update on Google Classroom explaining to students where they can reach them and/or how they can
schedule time with them.



EXPECTATIONS FOR PARENTS

All teachers will “invite" parents to see their Google Classroom and will reach out to them as partners in their child's
education. We need parents to encourage and support their children as well as check up on them and hold them
accountable. Teachers will reach out to parents, encourage parents to communicate with them, and beyond the
progress reports that are mailed home, provide parents with regular updates on their child's progress.

EXPECTATIONS FOR STUDENTS

As a remote learning student, the same rules and expectations apply for students who attend in person instruction
including the District's Code of Conduct and all other policies governing student behavior. Some additional
expectations will assist in this process. Attending virtual classes, posting to discussion boards, email, submitting
assignments, etc,, all constitute attending class. The recording of classmates or teachers during class time is strictly
prohibited. As to not distract other learners, students may be asked to mute the microphone during the delivery of
instruction. To support an efficient and safe learning environment, the teacher may have other specific classroom
expectations for students that will be followed

EXPECTATIONS FOR SPECIAL EDUCATION

The Manchester-Shortsville CSD will ensure the provision of free appropriate public education (FAPE) consistent with
DOH and CDC guidelines to protect the health and safety of students with disabilities and those providing special
education services. The District will ensure access to the necessary accommodations, modifications, supplementary
aids/services, and technology (including assistive technology) to meet the unique needs of students. During a
distance learning model, special education teachers will create an Individualized Distance Learning Plan for each
student which will document when and how services and accommodations are provided and how progress will be
monitored. These will be created in collaboration with parents/guardians and school personnel. CPSE/CSE
meetings and communications will be conducted in the parent's choice of preferred modality (ex. virtual meeting,
conference call, etc) as well as the family's preferred language. Progress monitoring will be collected through
multiple means on a regular basis and progress reports will be shared quarterly with parents. Evaluation requests will
be reviewed on an individual basis to determine if each can be completed in person or virtually.



ELL CONSIDERATIONS

The District will provide required instructional Units of Study to all ELLs based on their most recently measured
English language proficiency level during in-person instruction. The District purchased ParentSquare to utilize as it's
primary source of communication, in part based on the need for regular communication with parents/guardians of
ELLs to ensure that they are engaged in their children's education during the reopening process, and to provide all
communications for parents/guardians of ELLs in their preferred language and mode of communication.

EXPECTATIONS FOR MENTAL HEALTH STAFF

Counselors will be available to meet/work with students. They will continue providing services to their caseloads
throughout the course of each work day. Our School Psychologist, School Social Worker and School Counseling staff
will be available to help support students who are absent/cannot participate, and may choose to lead small groups
online for study sessions, tutorials, or personal support. Counselors will work with the Administration to communicate
with families about attendance/participation concerns and support students in getting back on track.

EXPECTATIONS FOR LIBRARY MEDIA SPECIALISTS

The library media specialist at Red Jacket is an exceptional resource as you plan and design your courses. The LMS is
expected to be available to students and faculty during normal school hours, 7:45-3:15 for middle and high school.
The LMS should connect with department heads to see how they can support the program via databases and other
materials teachers can include in their lessons. They may be added as teachers to Google Classrooms as
appropriate.

WHAT YOU CAN EXPECT FROM ADMINISTRATORS

Administration is here to support teachers and students in these learning scenarios. We will be here in school and
virtually "walking the halls” by checking into Google Classrooms and being in communication with teachers and staff.
We will monitor the attendance of students and reach out to families when needed to help get students back on
track. Staff members and students should reach out at any time with questions or concerns, we are here to help and
support you.



WHAT YOU CAN EXPECT FROM TECH

The tech department will be working from campus to support online instruction. If you are on campus, please submit
work orders to the Tech department with questions or issues. Please use the email ritechhelp@redjacket.org to report
issues and ask questions. All efforts will be made to quickly contact you to resolve any issues.

CONTINGENCY PLANS FOR TEACHERS: IF A TEACHER IS SICK AND CANNOT FACILITATE CLASS

If the teacher is unable to facilitate your class, they will communicate with their students, their parents (if age
appropriate) and Principal. Principals will already have access to all courses in Google Classroom and could step in to
help.

TECHNOLOGY AND CONNECTIVITY

Access to technology is essential for the successful roll-out of this plan. The Manchester-Shortsville CSD has been
committed to ongoing planning and implementation of district technologies to ensure equitable access for staff and
students. The team has initiated plans that are mindful of student home access to reliable internet and computers.

e The Manchester-Shortsville CSD recently gathered data through our Digital Equity Survey to identify families’ levels
of access to devices and high-speed broadband from their residence. The district will continue to assess the
ongoing needs of our families for technology and connectivity (survey, interviews, school outreach, etc.)

e All students in the district have been assigned a school-provided Chromebook. The district will provide all students
with access to learning materials and resources in multiple formats, wherever possible.

e The district has identified which students, families, and staff have district assets in their possession, and have
provided devices and/or internet access to students by providing mifi devices and providing access to school wifi
from parking lots..

e The district has identified professional learning needs for teachers and continues to support their development of
skills and pedagogy in remote learning environments.
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RESOURCES

Resource: Discussion Board DOs and DON'Ts for Students

Do think before you post. Complete the reading or preparation work before you write.

Do post your response early to give your classmates more time to reply. Check back later to see what comments
have been added.

Do explain your opinion and use examples to help others understand your points.

Do post something that furthers the discussion and shows depth of thought. The best part of a discussion board is
that you get lots of think time before you post. Use it.

Do reply to several of your classmates’ posts, adding examples or asking questions.

Do remember that it is harder to tell when something is a joke online. Use humor
sparingly.

Don't agree with everything you read. It makes for a really boring conversation. Politely disagree when you have a
difference of opinion.

Don't reply to the same people each time. Try to bring in other voices.

Don't get personal. Focus your criticism on ideas and arguments, not on your classmates.

Don't bring the outside in. No inside jokes, references to people who arent in the conversation, or comments you
wouldn't say face-to-face

Top Ten Discussion Board DOs and DON'Ts for Students. From Power Up: Making the Shift to 1:1 Teaching and Learning (Neebe & Roberts, 2015). Reprinted with permission.



QUICK LINKS TO TUTORIALS FOR TECH TOOLS |If you dont find an answer to the exact question you have, a great
first step is to search for the software/program name + function + tutorial (such as “GoGuardian record meeting
tutorial”). And of course, you can email the tech team with questions at ritechhelp@redjacket.org
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