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Dear West Community
The purpose of this document is to share with staff, students and parents the changes to PC
West daily procedures and routines in providing a safe, learning environment in responding to
COVID-19. We are committed to ensuring our students are receiving a high-quality education,
even if health considerations require changes in the delivery of instruction.

Goals
The goals of the PC West Return to Learn plan are aligned with the Putnam City district in
providing an online or on-site learning environment with safeguards in place for students to
return to school safely and continue to learn and achieve. The first goal of this plan is to
address elements of daily procedures and the second is to address elements of learning.

Plan Development
The West Return-to-Learn plan was developed in collaboration with Putnam City District
Administration, Putnam City West Administration, Teacher Leadership, and parent organization.
PC West is greatly appreciative of everyone involved for their input, feedback and work in
ensuring our students and staff have a safe and viable plan to return to learn.

Communication
Moving forward, communication with our students, and parents is imperative. West is
committed to making sure our community is up-to-date with what is happening regarding school.
The PC West website will be the primary place for ongoing information. Communication will also
include callers, emails and social media posts. To help you stay informed, we ask that all
parents and students make sure that Power School (Parent Portal or Student Portal) information
is up-to-date with current phone numbers and email addresses. Please visit the PC West
website at https://pcwest.putnamcityschools.org for the links and information on how to update
your information.

Sincerely,
Dr. Jason Memoli
PC West Principal

West Return to Learn

The PC West Return to Learn plan is in alignment and an extension of the Putnam City District
Return to Learn plan. West’s site-specific plan includes details regarding distance learning, A/B
schedules and full in-person schooling. Additional information regarding PC COVID-19 Plans, and
COVID-19 health protocols can be found there as well.

PC West H.S. Elements for Returning to School
A/B Schedule & Full In-Person

School Procedures
Distance Learning
See distance learning
section for details

Distance Learning Education is utilized to maximize student access
to courses through the use of a web-based delivery system with no
in-person contact. This method of instruction will be implemented
when in-person instruction is not safe and will be determined by
the district. A modified daily class schedule will be followed.

A/B Schedule
See A/B Schedule for
details

An A/B schedule will be used to facilitate social distancing safety by
reducing students attending school by 50%. In this schedule
students will attend school in-person two days a week and distance
learn three days a week. The “return to learn” daily class schedule
will be followed with Wednesdays being virtual days. Instruction
will be an enriched distance learning model.

Full In-Person

Full In-Person schooling will be determined by the district. In full
in- person schooling the return-to-learn safety guidelines will
remain in place.

Masks

Masks are required to be worn by staff and students on a daily
basis while in any PC West facility. (Note: this requirement may
change as the school year and level of attendance progresses)

Grab-and-Go Breakfast To reduce crowding in the cafeteria during breakfast, breakfast will
be served in a grab-and-go method. Rather than waiting in line,
students can quickly grab a sack of breakfast items.
Lunchroom Area

•
•
•

The lunchroom area will be extended to surrounding areas.
Extra tables have been purchased and will be spaced apart
to allow for distancing during breakfast and lunch times.
Staggered release for lunch. Lunch will be divided up by
alternating classes in hallways. This will allow for half the
hallway traffic during each lunch period.
Additional staff assigned to monitor extended areas
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•
Wellness Checks
•
•
•

Time has been allocated in-between each lunch period for
cleaning and sanitizing.
Students are not to attend school if experiencing any of
the symptoms of COVID – See Symptoms Information
Below.
Wellness checks will be conducted during 1st hour. Students
will utilize their devices to complete a daily wellness check
form.
Time has been added to 1st hour to allow for this daily.
The results of the entries are confidential and reviewed by
designated school and nursing staff to address health needs.

Seating Charts

Seating charts will be implemented in each classroom. This will
ensure distancing as well as facilitate contact tracing if needed.

Visitors to West

Visitors to PC West will be by appointment only. No visitors will be
allowed beyond the front office area during appointment.
Temperatures will be taken prior to entry and a mask must be
worn.

Water Fountains

•
•

Touch water fountains are off limits. Students are allowed
to bring a pre-filled water bottle to school.
PC District is working on installing touchless water fountains
with water bottle filling capabilities.

Hand Sanitizing
Stations

Hand sanitizing stations will be available for students throughout
the building.

Supplies

Students are encouraged to bring their own materials. Materials
that are shared in a classroom will be sanitized in-between use.

Hallways

Hallways will be divided and marked to designated traffic flow in
order to reduce crowding and facilitate movement. Markings will
be added to hallways indicating walking directions.

Restrooms

Crowding in restrooms, during passing, is discouraged. Restroom
breaks will be managed during class periods. A limited number of
students allowed in any restroom, at a time based on restroom size
and distancing.

Assemblies

No assemblies or large gatherings are planned for the school year.
The West student council is working to develop alternate ways to
celebrate West’s school culture and facilitate school spirit.
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Staggered End-of-Day
Release

Time has been added to release students at the end of the day.
Sections of the building will clear the building at 2-minute intervals.
This will reduce hallway crowding. This will also help with the
current construction to the bus loop.

Student Code-ofConduct

It is always essential for students to adhere to district and school
rules. During this pandemic, student behavior in adherence to the
policies and procedures is imperative to keeping students and staff
safe. A student code-of-conduct explaining school actions in
addressing behaviors will be implemented. Details will be posted
on the PC West website.

West COVID-19
Response Team

A COVID-19 response team has been designated at West. This team
comprises of staff and health professionals with protocols to
address student health needs. Please see the district COVID-19
protocols for details.

Student Learning
1:1 Learning

1:1 technology means all students at West will have a personal
learning device. This 1:1 technology will support virtual learning in
school and out of school if needed. 1:1 also aids in continual
communication to students. A few applications/programs West is
focused on are:
• Google Classroom: main digital platform for classrooms to
manage and deliver class curriculum
• Odysseyware: teaching and learning software for core
subjects
• ACT Aspire: ongoing ACT assessment of critical skills for 9th –
11th grades
• ACT Academy: teaching and learning software for supporting
ACT critical skills
• Reading Plus: 9th grade teaching and learning software
focused on reading skills
• STAR Reading & Math: online assessments to measure and
monitor reading and math skills growth
• And many others specific to content areas

Educational
A new technology help desk is being added to the library media
Technology Help Desk area. This will provide support to students and staff with the
integration for 1:1 technology and virtual learning.
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Enriched Distance
Learning
A/B Schedule

Online “Enriched Distance Learning” will be implemented within the
regular school day curriculum. Online learning strategies enhanced
with direct instruction is shown to increases student achievement.
With virtual learning as part of the everyday routine, transitioning to
full distance learning, A/B schedules and full in-person learning
becomes easier and less disruptive for students and teachers.

Homeroom

Homeroom has many functions that support student learning. Homeroom
provides time for addressing additional student needs and remediation of
learning. Changes to homeroom include:
• Students will remain in their 4th hour for homeroom with extended
time. No additional transitions.
• Full In-Person - Mondays will remain “Mentorship Mondays”;
teachers do overall grade checks and attendance checks with
students.
• A/B Schedule – Monday for “A” students & Thursday for “B”
students will be mentorship days.
• Learning remediation will be addressed virtually (RTI).
• 9th grade will participate in the “Reading Plus” program.

Athletics & Activities
(Guidelines may
change based on the
district athletic
department)

Athletics and activities will continue to follow guidelines regarding
distancing and limitations. Practices will maintain small groups,
students will need to bring/use their own water bottles, no large
gatherings in locker rooms or restrooms, and masks will be worn
unless high intensity training is taking place. Cleaning and sanitation
of training/practice areas will be conducted after each use of an
area.

West Daily Schedule
(See Schedules Below)

Class Schedule
A/B and
Full In-Person

Adjustments to the daily schedule were made to facilitate elements
responding to COVID-19. This includes:
• Adding 3 minutes during 1st hour for wellness checks
• Additional class time added
• Time added between lunches for cleaning and sanitization
• Reduced transitions with homeroom and 4th hour combined
• 2-minute staggered times for end-of-day release
• A/B Schedule – Wednesdays are virtual learning days
• Full In-Person Schedule – Wednesdays are late-start days
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Virtual Learning
Wednesday
A/B Schedule

In an A/B schedule Wednesdays are virtual learning days. All
students will work virtually from home. Facilities will be cleaned and
disinfected on these days.

Wednesday Late Start Wednesdays will remain “Late Start” days. School starts at 8:45am.
Full In-Person
Late Start days allow time for teachers to work in department teams
Schooling
to plan for student learning. This time will now include virtual lesson
development in preparation for virtual learning.
A/B Daily Class Schedule
With Virtual Learning Wednesday

Putnam City West H.S.
FY21 School Schedules

PCW
FY21

A/B Schedule
“A” Students on Monday & Tuesday
“B” Students on Thursday & Friday
Wednesday – Virtual Learning Day
Monday - Tuesday - Thursday - Friday
Start

End

1st Hour Wellness
Check

8:00 AM

8:03 AM

1st Hour

8:03 AM

8:51 AM

2nd Hour

8:56 AM

9:44 AM

3rd Hour

9:49 AM

10:37 AM

A Lunch

10:37 AM

11:07 AM

Passing

11:07 AM

11:12 AM

Homeroom

11:12 AM

11:39 AM

4th Hour

11:39 AM

12:27 PM

4th Hour

10:42 AM

11:30 AM

Homeroom

11:30 AM

11:57 AM

B Lunch

11:57 AM

12:27 PM

5 Hour

12:32 PM

1:20 PM

6th Hour

1:25 PM

2:13 PM

7 Hour

2:18 PM

3:06 PM

West Wing Release

3:06 PM

3:08 PM

Downstairs Release

3:08 PM

3:10 PM

th

th

Upstairs Release & All Else

3:10 PM

3 Minute Health Checks, 5 Minute Passing, Staggered Release

School Year 2020 – 2021
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Full In-Person Daily Class Schedule
With Late Start Wednesday

Putnam City West H.S.
FY21 School Schedules

PCW

PCW

FY21

FY21

Schedule #1

Schedule #2

Monday - Tuesday - Thursday - Friday

Late Start Wednesday

Start

End

Start

End

8:03 AM

1st Hour
Wellness
Check

8:45 AM

8:48 AM

8:03 AM

8:51 AM

1st Hour

8:48 AM

9:33 AM

2 Hour

8:56 AM

9:44 AM

2 Hour

9:38 AM

10:23 AM

3rd Hour

9:49 AM

10:37 AM

3rd Hour

10:28 AM

11:13 AM

A Lunch

10:37 AM

11:07 AM

Passing

11:07 AM

11:12: AM

A Lunch

11:13 AM

11:43 AM

Homeroom

11:12 AM

11:39 AM

Passing

11:43 AM

11:48 AM

4th Hour

11:39 AM

12:27 PM

4th Hour

11:48 AM

12:33 PM

4th Hour

10:42 AM

11:30 AM

4th Hour

11:18 AM

12:03 PM

Homeroom

11:30 AM

11:57 AM

B Lunch

12:03 PM

12:33 PM

B Lunch

11:57 AM

12:27 PM

5th Hour

12:38 PM

1:23 PM

5 Hour

12:32 PM

1:20 PM

6th Hour

1:28 PM

2:13 PM

6th Hour

1:25 PM

2:13 PM

7th Hour

2:18 PM

3:06 PM

7th Hour

2:18 PM

3:06 PM

West Wing
Release

3:06 PM

3:08 PM

West Wing
Release

3:06 PM

3:08 PM

Downstairs
Release

3:08 PM

3:10 PM

Downstairs
Release

3:08 PM

3:10 PM

Upstairs Release & All Else

3:10 PM

Upstairs Release & All Else

1st Hour
Wellness
Check

8:00 AM

1st Hour
nd

th

3 Minute Health Checks, 5 Minute Passing, Staggered
Release

nd

3:10 PM

3 Minute Health Checks, 5 Minute Passing,
Staggered Release

School Year 2020 – 2021

Ongoing and Contact Information
One thing is certain, policies and procedures addressing COVID-19 change frequently. This plan is
in place to provide a safe environment for student learning. As understanding and situations
change so may our plan. Updates will be posted through the West website, callers and social
media outlets as the year progresses. For questions regarding West’s return-to-learn plan, your
student or the 2020-2021 school year, please contact your student’s grade level principal or
counselor. Contact information is available on the PC West website under the “about us” tab.
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