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ELEMENTARY SCHEDULING VIDEO SERIES GUIDE
Webinar 1
Part I of II Parts
First Steps

Participant Goals
· To understand the goals of a well-crafted master schedule
· To examine the steps to follow to create an effective master schedule
· To reflect on ways to overcome challenges when creating a master schedule 
· To examine your current schedule to determine its priorities and ways to make it more effective 

Facilitator Goals
· Facilitate honest and open reflection about what is being done in your school 
· Guide discussion about what can be taken from the video and put into practice in your school

Reflection 1-1 (slide #3)
·  (
1.
2.
3.
4.
5.
)Consider the message in this quotation by Dr. Sam Redding.  Prepare for this video series by choosing what you feel are the five most significant words.  Write them below and tell why you selected them.







Statement 1-1 (Slides #s  5 and 6) While it is best to view both of these videos and to do so sequentially, you are encouraged to view whatever can be scheduled, perhaps as part of your professional development plans for the year.  This is a particularly good series for viewing by your leadership team.

Activity 1- 1 (Slide # 7)
· Before we begin looking at the first steps, we would like you to check your background knowledge.  Let us start with a kind of advance organizer.  When designing a master schedule, many things come into play:
· Encore teachers’ schedule
· The tutors’/specialists’ schedule
· Classroom instructional time
· Lunch/recess
· Intervention/enrichment
· Which of these do you think is the most important and should  be the priority in your schedule? [Answer should be instructional time with the classroom teacher.]
· Now examine your master schedule.  Is this priority reflected there?  If not, what would you change?  Discuss this with your colleagues and record your responses below.
 (
Our Priority: 
Our reflection:
What we should change:
)













Reflection 1-2 (Slide # 8) 
· Educators from all over the country have used research from Dr. Lynn Canady and Dr. Michael Rettig as they look at scheduling in an elementary school.  At the beginning of their research, Canady and Rettig found that elementary schools often did not use a master schedule as the middle and high schools did; this resulted in immense discrepancies in instructional time not only between districts but within schools.  They tell us that a well-crafted is a “valuable, but untapped, resource for school improvement.”  
· Please break into groups (if you have enough viewers); select one or more of the bulleted items and consider how a well-crafted scheduled can provide the selected factor in your school.  Then have a roundtable discussion to share and compare your thoughts. 




Reflection 1-3 (Slides #s 9 and 10)
· When we look at the goals of a well-crafted schedule, we see that consistency is at the top…teachers and students alike know what to expect and when to expect it.  
· Next we see provide and protect as the defining role of a master schedule.  It must be designed to provide the time to protect the needs of each of our stakeholders.
· So how do we do this when we look at the challenges we face?  We must be creative.  
· Please take this time to examine your current schedule and answer the questions below.
1. Does it protect core instructional time (no pull-outs or interruptions)?
2. Does it provide distinct periods for intervention and enrichment to reduce fragmentation?
3. What are some of the other challenges facing your school with regard to scheduling?
4. How can they be reduced or overcome? (Think creatively here!)

 (
1.
2. 
3. 
4. 
)

























Reflection 1-4 (Slide # 11)
· When learning is the priority, time and support become the variables.  
· Take the time to really reflect on the meaning of this statement.  Is that how it is in your school?  We all want to think that learning is the priority, but let’s really look at the data.  Is core instruction interrupted during the day to accommodate the schedule of the adults or other demands?  

Statement 1-5 (Slides #s 12, 13)
· These slides present the steps that Dr. Canady and Dr. Rettig propose for designing a well-crafted schedule.  As you prepare to design your master schedule, consider each of these steps and create a plan before you begin.
· Who will be on your scheduling team?
· What are the state and/or district mandates for core instruction time?
· Do you have push-in, pull-out, inclusion, team teaching?

Reflection 1-6 (Slide # 13)
· Chip Wood  (Time to Teach, Time to Learn) recommends scheduling “mid-day exercise, nutrition (lunch) and rest” in that order.  Eating and then going out to recess is disruptive to the educational system and the digestive system.  It is better to work up an appetite, come in to eat, then settle down and take a rest.  This structure helps children be productive and engaged in the afternoon. 
· What do you think of this idea?  Is this something your school could adopt? Remember also that consistency is a goal of a well-crafted schedule; so if you do adopt this, it should become the practice at each grade level.  

 (
NOTES:
)















Activity 1-2 (Slides #s 14 and 15)

· We have provided the rationale and research for the goals and steps for creating a well-crafted elementary master schedule.  We would now like you to reflect on those considerations as you examine the sample schedule next slide*.  Jot down your thoughts in a PMI, a graphic organizer that states what you find Plus (or positive), Minus (or negative), or Interesting. 
· Remember to look at this with a creative eye and keep your own requirements in mind as well.

*An enlarged schedule is provided on the next page.




 (
P
M
I
)






























Activity 1-3 (Slide # 16)
· Chip Wood states that “entire careers are spent designing and implementing educational schedules for students” as we “rely only on the memory of our own experiences as students.”
· To help you understand some of what we presented today and to help you prepare for creating your master schedule, we ask you to participate in this eye-opening activity.  This will take some time apart from viewing the video, but it is truly well worth it.  
· We would like you to select a child in your school, and shadow this child as he or she goes through a typical day.  You may select someone to do this for you – perhaps a counselor or other staff person – or you may share this activity with a partner if you cannot spare a full day.
· When you have completed this activity, share your findings.  
· What did you learn about how time is structured and used for your students? 
· How will you use what you learned? 

Reflection 1-7 (slide #17)
· Once again, we have covered a lot of material in this video. Please select one idea that you will definitely put into practice or share with your colleagues.  It may be something from the research or something from the discussions…both are equally important to our professional growth.

Reflection 1-8 (Slide #18)
· Of course, if you have any questions, please feel free to contact the staff at osita@doe.virginia.gov. 

Resources 1-1 (Slide #19) 
· This is a list of resources used in this presentation and listed here for you to further explore.  

Congratulations! 
· You have successfully completed the first session in the Elementary Scheduling series!  We sincerely hope that you will consider completing session 2, Protecting Instructional Time. 
 (
NOTES:
)
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The ultimate goal in school improvement is for the people attached to the school to drive its continuous improvement for the sake of their own children and students.

						- Dr. Sam Redding

                                         











Session Leader:



 Good Morning/Afternoon

Steve and Vonnie welcome you to the 1st Instructional Delivery  

  Video in the series of 3.

We want you to know that we have vested interest in your success in school improvement, and that the Office of School Improvement will do what it can to provide meaningful assistance to you.

 The quote that is before you is our signature quote, and you will see it at anytime that we are addressing school improvement. 

It is our belief.
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The ultimate goal in school
improvementis for the people
attachedto the schoolfo drive its
continuous improvement forthe
sake of their own children and
students.

-0: SamRedding
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Session 1 – First Steps

Session 2 – Protecting Instructional 

Time
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Session Leader: 





Today is Session1: 





Elementary Scheduling

Session 1 - First Steps

Session 2 - Protecting Instructional
Time.
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Elementary Scheduling Series



The sessions are designed to be used by 

individuals or in a group setting.



The sessions are sequential. 



The PowerPoints and all other materials 

or references may be downloaded from 

the VDOE Website.



An Instructional Video Guide is also 

available on the VDOE website.
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Purpose

Series:

•

To explore scheduling at the elementary level that will  

meet the needs of all stake-holders

•

To examine strategies that maximize instructional 

time

Today’s Video Presentation:

•

To determine the goals of a well-crafted schedule 

•

To examine steps to follow when creating a master 

schedule
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Purpose

Series:
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To examine strategies that maximize instructional time



Today’s Video Presentation:

To determine the goals of a well-crafted schedule 

 To examine steps to follow when creating a master schedule









Session Leader: 
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Activity

•

Consider this question: 

What should be the priority 

when designing a master schedule?

•

Examine your current schedule:

Is your current schedule the 

most effective to achieve that 

priority? 

If not, what would you change?
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Activity

  Consider this question: 

	What should be the priority when designing a master schedule?



  Examine your current schedule:

	Is your current schedule the most effective to achieve that priority? 

	If not, what would you change?
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Session Leader:



We’d like you to take this time to consider your current schedule.



Pause the video and, with your team, take a few minutes to review or think about your current school schedule.  Then reflect on these questions: 



What appears to be the priority reflected in your current schedule. 



Is it what yu feel 



If you feel that the schedule is not meeting the needs of all the children in your school, what do you determine should be changed.











Ac
TConsider this questio
‘What should be the priority
when designing a master schedule?

* Examine your current schedul
Ts your current schedule the
most effective to achieve that
priority?
If not, what would you change?
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What the Research Says…

A well-crafted schedule can:



result in more effective use of our time, 

space, and resources;



improve the instructional climate;



help solve problems related to the 

delivery of instruction; and



assist in establishing desired programs 

and instructional practices.
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Session Leader:



Rettig and Canady tell us that “scheduling is a valuable but untapped resource for school improvement.” 



Their research across the country reveals that a well-crafted schedule can:



	-- result in more effective use of our time, space, and resources (human as well as capital)



	-- improve the instructional climate



	-- help solve problems related to the delivery of instruction, and



	-- assist in establishing desired programs and instructional practices.



Reflection:  Break into four groups, select one of the bullets, and consider how a well crafted schedule can provide the selected factor.  Then have a round table discussion to share and compare your thoughts.

















What the Research Says..

A viell-craftad scheduls can

> result in more effective use of our time,
space, and resources;

> improve the instructional climate;

> help solve problems related to the
delivery of instruction; and

> assist in establishing desired programs
‘and instructionsl practices.
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What the Research Says…

Goals:



To provide consistency



To protect core instructional time



To protect encore curricula



To provide time for special services



To provide intervention and enrichment



To provide daily planning time for all 

teachers

9
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Session Leader:



In order to achieve a “well-crafted” schedule, we must keep certain goals in mind.  

	1.  The schedule should provide consistency…both in the instructional day and in implementing the district curriculum. Teachers and students will know what to expect and when to expect it.  Core instruction will occur at the same time and with the same emphasis across a grade level.

	2. Instructional time must be protected...the students are with the teacher receiving direct instruction.   This time is not interrupted by tutors or resource persons.

	3.  Encore classes receive their “fair share”…Times are consistent across the grade level and classes arrive and depart on time…no excuses…this is a very important point that is often overlooked when we consider elementary scheduling.  Are teachers delivering or picking up students on time?   In schools I observe this is often a large source of fragmentation and loss of valuable instruction time.

	4.  Special Services providers have unencumbered time to provide the intervention each student requires.  ESL, gifted, …and this time should not be at the expense of core instruction with the classroom teacher.

	5. All students’ needs are met with an intervention and enrichment period…This is a dedicated time for individualized instruction that supports core instruction as determined by the student’s learning  needs. 

	6.  And just as important: A daily planning time is provided for all teachers to analyze student data and design curriculum to move the students from where they are to where they need to be.  How can we provide for individual learning if we don’t have the time that is needed to collaborate on best practices and prepare collegially to meet the needs of our children?





	



















What the Research Says...

Goals:

>

>
>
>
>
>

To provide consistency.

To protect core instructional time

To protect encore curricula

To provide time for special services

To provide intervention and enrichment
To provide daily planeing time for all
teschers
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What the Research Says…

Challenges:



Meeting state/district curriculum 

requirements



Fragmentation



Transitions



Time for data analysis, curriculum 

development, collaboration



Meeting individual student needs
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Session Leader:

Research reveals that planning a schedule does have some concerns.  With so much to juggle, we must not lose sight of our purpose: providing the best learning environment for our students. 

Of course when we begin our scheduling planning, we must be sure that we are adhering to state and district requirements. How much time does the district  tell us to spend on each subject? 

Then, once we know how much instructional time we need, how do we protect it?  Research shows us that fragmented instructional time is an issue at all levels of public education.  In elementary school, a variety of practices can contribute to this.  Pullout programs – ESL, Title I, tutoring - are frequently scheduled first for the benefit of the instructor and can take students from the classroom during core instruction.  Are we really meeting the needs of the child - or the instructor -  when we do this? 

In their book, Elementary School Scheduling,  Rettig and Canady cite one elementary classroom where the teacher recorded 132 times in one week that her instruction was interrupted by a student or group of students either leaving for or arriving from special classes. Canady and Hotchkiss found in 1985 that “constant movement…in and out of classrooms…is a major problem with instruction.”  In the schools I have worked in, this is a number 1 complaint;  It is most discouraging for the teachers and results in a sense of reduced efficacy…”If I don’t have the students, how can I teach them?” 

Scheduling encore classes at varying times or varying lengths of time can also have an impact with students transitioning from place to place. Transition time must be governed by procedures to protect instructional time. 

Do our teachers have sufficient time to analyze student data and design curriculum to meet individual needs?  We can’t meet individual needs if we don’t have the time to understand where the students are in relationship to where they need to be.

Reflection: Does your current schedule provide protected instructional time and distinct periods for intervention and enrichment to reduce fragmentation? What are some of the challenges your school faces with regard to scheduling?  How can they be reduced or overcome?











What the Research Says..

Challenges:

> Mesting state/district curiculum
requirements

> Fragmentation

> Transitions

> Time for data analysis, curiculum
development, collaboration

> Westing individual student needs
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What the Research Says…



Use data to build a schedule 

around student needs.



Staff the schedule based on data.



Institutionalize good practices.



Make learning the constant; time

and support the variables.
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What the Research Says…

Use data to build a schedule around student needs.

Staff the schedule based on data.

 Institutionalize good practices.

 Make learning the constant; time

   and support the variables.









Session Leader:

We must remember that the master schedule is not a restriction.  It is a resource.  And we must consider how to best use the available data, time, space and materials.

Educators all over the country have used research from Dr. Lynn Canady and Dr. Michael Rettig as they look at scheduling in an elementary school.  

In their book, Elementary School Scheduling, Dr. Canady and Dr. Rettig ask us to consider certain guidelines in designing school schedules.

First, look at the student learning data.  What does it tell you?  Do some students need additional learning time? How many?  If so, how can you provide it for those students who need it?

Schedule your staff and use your space based on those needs.  Judy needed extra support for her Title I students.  So, she asked her Title 1 teachers to work one hour extra each day (Monday through Thursday) to provide additional time after the school day.  They were free to leave school at 11:30 every Friday.  The staff was scheduled based on student needs and using good practices.

We must institutionalize good practices by building into the schedule specific periods to provide students with tutoring, support, intervention, and enrichment.

When learning is the priority at your school, time and support will be the variables----not the constant.  In too many of our schools, it’s the opposite.  Time and support are regarded as constants.  For example we’re telling students that we have 50 minutes a day for 3 weeks to learn this very important concept, then we have to move on to the next unit or objective.  

Some students, perhaps most, will learn and some will not.  Is it fair to those students who need more time?  What will you do for them?

As educators, we regret this fact, but we feel that’s how we must operate to stay on pace and cover everything. However, when time and support are regarded as constants (not variables), learning becomes the variable at the expense of student achievement for some.

Reflection: Take time to consider the statement that “When learning is the priority at your school, time and support become the variables.”  Is that how it is in your school?  Is learning truly the priority?  











What the Research Says.

> Use data to build a schedule
around student needs.

> Staff the schedule based on data.

> Institutionalize good practices.

> Make learning the constant; time
and support the variables.
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Master Schedule Steps:

1. Form a scheduling committee

2. Determine time allocations 

3. Determine encore rotations

4. Consider your teaching model

5. Consider special service providers

What the Research Says…
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Session Leader:



 In the book, Whatever It Takes, Becky DuFour (one of the authors and former principal in Virginia) tells us to “create a master schedule that provides protected instructional blocks, time  for teacher collaboration and individual teacher planning”.  Sounds easy, doesn’t it?

What can we do to create a master schedule that achieves all of  the goals? 

First, we know that collaboration is valuable in accomplishing a goal, so form a team to work on the schedule.  The team should consist of an administrator, grade level representatives, and a representative from SPED, Title 1 and encore classes.  

Next, look at time allocations for all subjects to ensure you are meeting state and local guidelines for core subjects.  Is there uninterrupted learning time for language arts, math and adequate time for science and history? Based on student learning data and operational data, how much time is needed for each block?  If fifth grade math scores are not where they should be, perhaps additional time is needed for math and scheduling it for first period in the morning might be more beneficial for the students.

Determine the encore providers.  Are you fortunate to have a full-time teacher for art, music, physical education, computer technology, etc. or do you have part-time specialists?  What days will the specialists be in your school?  You don’t want all the specialists in the school on the same day leaving some days with none.

Is there a full time teacher for computer technology?  What about the library?  Is there a full time librarian?  Will you schedule library as an encore class or will you have flexed scheduling? 

What teaching models are used in your school?  Are your classes self-contained or departmentalized?  Is co-teaching practiced in your school?  What about Title 1, ESL and special education?  Is there an inclusion model, a pull-out/push-in model or a combination?  Who are your special service providers?  How will they be scheduled to meet students’ needs?



Reflection: with your team, discuss these 5 points to consider.  How do they impact the scheduling in your school?  

You must answer these questions when crafting the master schedule.







We’ve presented Cannady’s and Rettig’s steps for scheduling in an elementary school.  













.





What the Research Say:
Master Schedule Steps:

1. Form a scheduling committee

2. Determine time allocations
3. Determine encore rotations
4. Consider your teaching model
s

. Consider special service providers
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Master Schedule Steps:

6. Begin scheduling encore blocks

7. Begin scheduling academic blocks

8. Schedule intervention/ enrichment 

blocks

9. Schedule recess/lunch

What the Research Says…
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Session Leader:



Now you are ready to use the information gleaned from the previous slide to begin your scheduling:

Remember that the most important thing to do is protect core instruction blocks with the classroom teacher.  We must make the learning the constant.  

When scheduling encore blocks, make sure that the grade level has the same scheduled time…this will provide the planning time that is so critical. 

Schedule intervention and/or enrichment blocks.  When will students who need services from the Title 1 specialist, the ESL teacher, the reading or math coach, the special education specialist, the gifted specialist, the tutor, the mentor, the guidance counselor, etc. be served?  Can the staff schedules be adjusted to provide some of these services?  Remember Judy’s Title I teachers who extended their day by an hour for 4 days and left before noon on Fridays.

Students need recess and lunch, so we’ll schedule those back to back to minimize transition time.  

In fact, Chip Wood, author of to Time to Teach, Time to Learn, recommends scheduling mid-day exercise, nutrition (lunch) and rest in that order.  He says that in the middle of the day, children need a rest from the rigor of academics.  Eating and then going out to recess is disruptive to the educational system and the digestive system.  It’s better to work up an appetite, come in to eat, then settle down and take a rest.  This structure helps children be productive and engaged in the afternoon. During this quiet time, which may be 10-15 minutes, the teacher might read aloud to the children, or the students must work completely alone in their own space and must be silent.  They may be reading, writing, working on the computer, completing an assignment or napping.  In the silence, they are often consolidating their learning and reflecting on their morning.  In much of the world, “siesta” is a known necessity and expectation. Quiet time away from academic demands increases learning. 

Reflection:  What do you think of scheduling recess, then lunch, then rest.  Is this something your school could adopt?  Remember also that consistency is goal of a well crafted schedule, so this should become the practice at each grade level.  

















.





What the Research Say:

Master Schedule Steps:
6. Begin scheduling encore blocks
7.Begin scheduling scademic blocks

8. Schedule intervention/ enrichment
blocks

5. Schedule recess/lunch
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Activity/Discussion 

Remember the goals of a well crafted schedule:



To provide consistency



To protect core instructional time



To protect encore curricula



To provide time for special services



To provide intervention and enrichment



To provide daily planning time for all teachers

With these in mind, we’d like you to study the sample 

schedule on the next slide and complete a PMI. 

Based on today’s discussion, what do you notice?

Plus Minus Interesting
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With these in mind, we’d like you to study the sample schedule on the next slide and complete a PMI. 
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Session Leader:





We’d now like you to reflect on the goals and steps we have discussed for creating a well-crafted elementary master schedule and complete a PMI.   Please examine the sample schedule on the next slide and  jot down your thoughts:  what do you find  positive about it…that’s the (P)? ….what is a negative you see (M)?...and what do you find interesting (I)?





SCHEDULE on NEXT SLIDE
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Session Leader:





Work with a partner to study the schedule.  Then jot down your P, M, I’s.  When everyone is finished, share your thoughts and any reflection concerning your own schedule.
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Sample Schedule
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Activity

Experience time as a student knows it.



Select a child



Shadow this student throughout the day



Document the amount of time the student is 

actually engaged in learning  



Note transitions and interruptions to instruction

Determine a date to reconvene to share this 

data with the group.



What did you learn about how time is structured 

and used for your students?                                                    



How will you use that data?
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Session Leader:



Today we’ve asked you to look at your master schedule to be sure it reflects the priority you have determined for the students and staff at your school.  I expect that most of you agree that a significant priority is to include sufficient time to provide adequate and appropriate instruction to all learners.



We have addressed the goals of a well-crafted schedule and outlined the steps to creating  that schedule.



Now we  would like you to consider an eye-opening activity.  Please try to take the time to do this.  You could provide a substitute for a classroom teacher, or one of your specialists, or another division person, an assistant principal, counselor or you could share the time. 





Chip Wood says “entire careers are spent designing and implementing educational schedules for students.” He further notes that the schedules “have not been field tested by any adult.  Instead we rely on the memory of our own experiences as students.” When Chip Wood followed a 7 year old  boy through a typical school day in first grade, he  documented the time spent on core academics, morning and closing meetings, encore classes, transitions, and physical needs.



We ask that you or one of your staff participate in a similar activity to experience time as a student knows it.  Here’s what we’d like you to do.  



READ STEPS to explain the assignment and review expectations.  













Activity

Experience time a3 student knows it

& Salacts chid

= Shadanthisstudentthraughoutthe day

= Documen the smountofimathe studentis
actualy ngagedin earning

& Hote tranicons and interruptions o nstructon

Determine a date toreconvens to share this
“data with the group.

> What didyou leamabout howtime’s strucured
andused foryour studenes?

T E—
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What was one idea I 

learned during 

today’s webinar that 

I will use or plan to 

share with teachers 

at my school?
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Session Leader: 



Of course, we hope that what we have brought you is helpful.  

Please take a moment to share with the group what idea you plan to share or to put into action.  

It may be from the research or from discussion with your colleagues.  Both are a valuable source for professional development.
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Questions?

If you come up with a question today, or even later when 

you share content from this video in your school, please 

contact…

The OSI staff at osita@doe.virginia.gov
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Session Leader: 



This was a great deal of material to cover in a relatively short period of time. Certainly, if you have questions or need clarification regarding any portion of this video, please contact the staff at OSI at osita@doe.virginia.gov.



.









Questions?
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Additional Resources



Canady, R. L., & Rettig, M. (2008).  Elementary School Scheduling: 

Enhancing Instruction for Student Achievement. Larchmont, NY: Eye On 

Education, Inc. 



DuFour, R., Eaker, R., Karhanek,  G., &Dufour, R. (2004). Whatever It 

Takes: How Professional Learning Communities Respond When Kids Don’t 

Learn. Bloomington, IN : Solution Tree Press. 



Wood, C. ( 1999). Time to Teach, Time to Learn: Changing the Pace of 

School.  Turner’s Falls, MA: Northeast Foundation for Children, Inc.



Redding, S. (2006). The mega system. Deciding. Learning. Connecting.         

A handbook for continuous improvement within a  community of the 

school. Lincoln, IL: Academic Development Institute
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Session Leader: 

  The next session in this series on Elementary Scheduling is “Overcoming Obstacles” where we will present some suggestions for creating the most effective schedule. 

 Remember that all the sessions for this series and additional resources is on the Office of School Improvement Web page at the VDOE  Web site and may be viewed at any time.



 http://www.doe.virginia.gov   -- Click on “School Improvement and Reform”—right side of the page. 



Have a wonderful day! 





Elementary Scheduling
Next Session

Session 1 - FirstSteps

Session 2 — Protecting Instructional
Time
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Differentiated Technical Assistance Team (DTAT) 

Video Series



Elementary Scheduling 

Part I of II: First Steps



Judy Johnston, LaVonne Kunkel, & Steve DeGaetani















Session Leader: 



Good Morning/Afternoon

Steve and I welcome you to the 1st Scheduling Video in the series of 2.



This PowerPoint has been put together by Judy Johnston and Vonnie Kunkel and is being presented by Vonnie Kunkel and Steve DeGaetani.
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Elementary Scheduling
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The ultimate goal in school 

improvement is for the people 

attached to the school to drive its 

continuous improvement for the 

sake of their own children and 

students.

-

Dr. Sam Redding
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