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Aims:

To show the 10 steps Heritage International School have taken to prepare and move the entire school to an 
online, distance learning plan. 

1) The outline and purpose of school’s Crisis Management Plan (linked to our general Risk Management Policy that covers all risk to the 
school as an organisation.  TRUST & CONFIDENCE is everything.

2) What are our main communication tools and how we use them to manage the school and wider school community widely.

3) The principle of not a “”SNOW DAY” mind-set approach from the beginning to establishing the idea of the “NEW NORMAL” as the Covid-
19 crisis lasts as an unprecedented global crisis. How to establish the “School/Office hours” daily principle.

4) What is a Distance Learning Plan (DLP)?  What should it look like? What does it establish to move a school online under the principle of 
“The school is open, only the campus is closed”.

5) The importance of a robust Online Safety Policy underpinning the DLP. Duty of care to staff & students.

6) The online platform – Google Classrooms suite –taking the school online.

7) How to train staff effectively – how to train staff remotely. Getting your DLP group of eduTech champions to lead

8) Issues to think about for the Leadership Team – reassuring parents, staff and STUDENTS. 

9) How do we establish “off-line learning” if taking the entire school online to learn is not easy or possible?

10) Leading the community – the role and importance of the administration to respond to an unprecedented global crisis.



1) The outline and purpose of school’s Crisis Management Plan, linked to our general Risk Management 
Policy that covers all risk to the school as an organisation.  TRUST & CONFIDENCE is everything.

Every organisation has an emergency plan to cover most anticipated eventualities from a suspected fire to an 
intruder in the school.  Every school knows the importance of having a detailed, staged plan and response to 
deal with the risk of a threat to the organisation  of operating normally.  This is regularly shared with all staff 
and is a key part of underlying our first duty, the duty of care to our students and staff. This is no different 
here in the Covid-19 crisis as the risk threat to the school organisation to operate and function normally to 
allow daily learning to take place as the core business. 

a) Action Point for leaders:

Even at this stage of the crisis where schools are now closed, make sure your risk management/crisis 
management plan is reviewed, referred to as a basis for decisions taken as the crisis continues to unfold and 
throws up new challenges for the crisis management/leadership team. At Heritage, the team created a 
WhatsApp group for faster, collective and shared communications as this is a rapidly escalating crisis.

Leadership is defined not by how we respond when we know what to do, but 
rather how we respond & behave when we don’t know what to do. Effective 
leaders bring a sense of assurance to the unknown & give us confidence that all 
will be fine.









On Tuesday 10th March, the Crisis Management Team met and decided the school were now at a new Level following 
the new instructions:

Following the Ministerial meeting last night and the new instructions from their decision to all schools on Covid 19, 
Heritage International School is now fully at Level 2 on our Crisis Management Plan and also in accordance with the 
government's guidelines: https://chisinauedu.md/node/4416

This means:

1) Only Staff and Students of Heritage International School will be allowed into the school buildings. Students will be dropped off and picked up at the main door or the inside 
door to the Sure Starter/1st Grade (Acorn Centre). Parents wishing to use the Administration corridor for the Finance Office or to pay for lunches at the cafe, need to inform 
reception first, and will only be allowed briefly into the buildings if they use & provide their own footwear hygiene covers and wear face masks. Between 3-5pm, reception and 
senior leaders will be in the main reception to ensure younger students are collected safely by their designated person outside the main doors.

2) All deliveries to school will have to stop at the gates and be collected from the gates. Buses and designated taxis will be allowed onto site to collect students but the drivers 
will stay inside their vehicles.

3) Clubs and prep will still run from 3-5pm. Outside clubs using the schools facilities on a weekend or after 5pm are postponed. Under the Health Ministry's new instructions of 
no large gatherings, our hosting of World Scholar's Cup on 4/5 April would be postponed under this ruling if this continues but students will still prepare in the club.

4) Gatherings such as school assemblies, sports fixtures, extra-curricular events such as recitals, will be postponed.

5) Face to face meetings in school will not be possible and arrangements using facetime/skype etc, will have to be the methods until further notice.

6) Students will be instructed in class again about their personal hygiene habits they can practise daily, like regularly washing hands and avoiding personal contact (even the 
director is going to have to stop daily handshakes and fist bumps under this Level). We ae all individually responsible here. The school doesn't have hand sanitizer in every 
classroom but washing with soap and warm water for 30 seconds regularly has proven effective and as supplies of hand sanitizer are very limited and running out, it is 
recommended that this preventative measure is practiced: https://www.newsweek.com/this-why-soap-so-effective-stopping-spread-coronavirus-1491203

7) The school's Distance Learning Plan is available from the link and we recommend parents check the school's website on Covid 19 regularly/

https://chisinauedu.md/node/4416
https://www.newsweek.com/this-why-soap-so-effective-stopping-spread-coronavirus-1491203
https://www.heritage.md/en/coronavirus-updates/


The change in Level 2 was communicated 
immediately to all staff, all students and all parents 
through email, postings on school FB, Website & 
Twitter.

TRUST & CONFIDENCE are the absolute key in 
ensuring the whole school community come with the 
school in a very unknown challenge without a clear 
ending.  

We spoke to schools who had already experienced 
this in affected societies and their message was 
really clear to us as a school team – make sure you 
have clear, open and regular communications to 
reassure and make sure everyone understands what 
you are doing and why.  In a crisis like this, where 
everyone is concerned, wasting time on complaints 
and mis-information wastes a lot of energy needed 
to respond and lead through the crisis.

2) What are our main communication tools and how we use them to manage the school and wider school 
community widely?



On our main communication platforms we shared with the whole community links to our crisis 
management plan, government websites and preventative health measures from the WHO.



To practice what we preach…all have to get into better hygiene habits and we all need to re-
enforce this preventative culture. 



b) Action Point for Leaders:

1) Identify what are your school’s regular and most effective communication tools for the community
2) Make sure the messages that come out of your school during this crisis are clear, agreed, joined-up and 

inform the community of what is happening or what is happening next.
3) Don’t over load your community with information but at the same time think about the role we have 

as leaders to calm and reassure everyone.  
4) As the Covid-19 virus carries a lot of mis-information make sure you educate your students about it to 

avoid sensationalism and false narratives. 





3) The principle of not a “”SNOW DAY” mind-set approach from the beginning to establishing the idea of the 
“NEW NORMAL” as the Covid-19 crisis lasts as an unprecedented global crisis. How to establish the 
“School/Office hours” daily principle.

This is probably one of the most important points in the way a leadership team approaches this crisis.

This is not a SNOW DAY – this means you cannot allow people to think it will be over after a couple of days.  It 
is clearly not and based on the experience of schools affected first this could be for a while.  A “Snow Day” 
mind-set means basic cover (or no cover) work is set for students.  The tasks tend to be about reading a 
chapter or “doing some research on…” It is not structured, it is about occupying time and it is not learning.

c) Action Point for Leaders: 

1) Plan from the beginning that this is now the “NEW NORMAL”.  This crisis won’t last and there will be an 
end to it but from a mind-set point of view old arguments, barriers or reluctance to do something cannot 
prevail.  We don’t have the luxury and we don’t have the time.

2) School/Office hours:  This is essential for when the school is closed and to make a distance learning plan 
work the regular school hours and the schedules must be followed as close as possible.  Do not allow, if 
you have control of this, teachers to set a range of activities for the day.  Students need the structures and 
routines, especially when they are learning at home. It is easier for everyone to follow and understand and 
from the administration point of view there is clear accountability that quality learning has continued.



As we all get used to this “New Normal” we will 
be challenged and a lot of certainties in our 
established systems will not necessarily work for 
us in this situation.  But the culture and the values 
of the school organisation are vital not as we take 
all our staff with us.  We need support staff to 
support the school and we need teachers to 
continue to teach and provide quality learning we 
can all be proud of.  Our professionalism working 
with young people, especially in testing times, 
always asks us deeply: 

“What do you stand for?” 



d) Action Point for Leaders:

1) Establish quickly that the situation from the Order 
means this:

“The School is 
open, only the 
campus is closed”

4) What is a Distance Learning Plan (DLP)?  What should it look like? What does it establish to move a 
school online under the principle of “The school is open, only the campus is closed”.



Our distance learning plan follows the successful schools that have already developed this to take their 
schools online successfully so only the campus is closed. This is shared with all the community and the link is 
in our website under our section for Covid-19.  Schools are welcome to adopt it and use it for their context:
https://sites.google.com/heritage.md/distancelearning/home

https://sites.google.com/heritage.md/distancelearning/home


School Closure – HIS Distance Learning Plan comes into force:

This is not a snow day or days. This is your new contract with your students and the families that you will continue as a 
school to provide high quality learning. All staff will be expected to keep “school/office hours” in the event of the school 
closing for an extended period because of Covid 19. Students and parents will expect the same timetable, same lesson 
schedule and subjects on at that time. Teachers need to be available and “teaching” at this time. The longer this 
continues, the more we have to adapt and consider a more sophisticated distance learning platform and for now we have 
to all ensure we do our professional duty.

This model of Distance Learning only works when there is TRUST & CONFIDENCE

In the event that school is closed for a limited period of time, the first day of closure will be allocated to teachers to prepare for online learning. 
"Online light" where students do some initial online testing of systems, and possibly a small assignment to ensure that all systems are properly working. This will commence on 
the second day. The full plan outlined below will start on the third day.

Students are asked to: 
•Follow their regular school schedule (0830 to 1530), engage actively and “attend” the online learning activities at the right time. Every subject will “meet” as scheduled.
•Show teachers that they are engaged by adding to discussion threads and submitting completed tasks (meeting deadlines). 
•Collaborate with students online as asked and with teachers during and after the lessons where possible. 
•Complete readings and other homework that may be assigned. 
•Submit all learning on time.
•For extended periods of online learning (typically, going into a second week and beyond), teaching should be planned on independent work that can be submitted, with clear 
deadlines, with teacher office hours for checking in, responding to questions and giving feedback at specific times. Recommended to have an AM and PM session, clearly 
communicated to the students. This is assuming everyone is in the same country, for other types of scenarios, we will have to adjust as appropriate











5) The importance of a robust Online Safety Policy underpinning the DLP. Duty of care to staff & students.

The Heritage International School Online Safety Policy is based on the highly respected UK model, adheres to 
European standards for online safety for children and schools (used in Etwinning) and follows Moldovan 
Legislation.  Since 2015, Moldova has the necessary legislation for online distance learning to take place.  Our 
online safety policy is in the DLP and this can be used be adopted by any school in Moldova for their DLP.

e) Action Point for 
Leaders:  The safety 
online of our students 
and to operate a DLP 
successfully rests on 
this comprehensive 
policy being understand 
and running through 
your online learning.  
No platforms your 
school administration 
cannot control or 
access.  The duty of 
care of our students 
here in paramount.  
Train staff on this!!!



6) The online platform – Google Classrooms suite –taking the school online.

Heritage chose to continue using Google Classrooms; it is free to schools; it is a platform for schools including 
safety, presentation of lessons, connectivity and with the Google classroom suite Google Hangouts allows the 
actually online classroom and Google Slides/Docs allows students-teacher to share the work and learning.  
Other platforms do exist but most schools affected by Covid-19 virus have chosen Google Classrooms.  

f) Action Points for Leaders:

1) Connectivity/hardware needed such as webcams, laptops, tablets – estimated 80-90% of teachers in MD have 
technology so it is a more a reluctance to step outside of our comfort zones – physical classrooms BUT “New Normal”!

2) – every student will need a school gmail account being created for this to work
3) Your senior leader responsible for the curriculum will need to have the Google classroom codes from each member of 

staff.  This allows the administration to see the lessons are happening – key to accountability. 
4) The principle of school hours is key so the regular schedules and lessons are followed.
5) When students log onto the Google Hangouts – this is the register for the class.
6) This has created a whole new teaching and learning pedagogy from online etiquette issues, for example ensuring 

students are not in pyjamas, to making sure students are not always on the screen for 6 hours.  The DLP specifies the 
balance of this for students.  There are wonderful free resources being shared around the World for free and to make 
this work, teachers will need to network and be outward facing proactive educators.  This is actually transforming 
learning in this crisis to more 21st century methods, flipping the learning and creating real independent learners owning 
their education.

7) Interactive, engaging and challenging learning is the name of the game and across all phases teachers have quickly 
become familiar with how they create lessons using this medium. It is is a lot of hard work for teachers but our learners 
have responded well. Be aware that are parents are now literally in our classrooms on the other side of the screen.

8) This will create its own momentum and you will find solutions as you go on.  Doing nothing, though, is not an option!











7) How to train staff effectively – how to train staff remotely. Getting your DLP group of eduTech champions to lead

g) Action Points for Leaders:
1) Under the new societal lockdown (16th March) in Moldova it is 

now impossible to get staff in school.  If like Heritage, you were 
able to anticipate and train staff, you at least got a head start:

2) Appoint or allocate the specific role of Distance Learning 
Coordinator.  At Heritage, it is Lynda Smith (an American but 
we find ways of translating in an international school in 
Moldova) who is able to work with your staff. We have 
amazing colleagues here in Moldova who have worked with 
Etwinning or the Innovation Academy.  Use our networks

3) Think about recording training sessions to share with staff, or 
skype or similar like Google Hangouts – or least create a Word, 
PP or Google doc training instruction.

4) Your first training session should be on the basic principles of 
your DLP.  Go through online safety

5) Your second training session should be the distance learning 
platform and how to use it.

6) If you are using online platform, make sure everyone has the 
basic equipment of a mic, camera and screen.  



8) Issues to think about for the Leadership Team – reassuring parents, staff and STUDENTS. 

h) Action Points for Leaders:
1) This is going to be emotional, uncertain, 

frustrating and unprecedented.  All the 
evidence from affected areas shows how 
important it is to think of everyone’s 
wellbeing.  The new normal means we 
have to perhaps think differently and 
remember to allow our colleagues time 
to find their feet with this. Our 
experience at Heritage shows people take 
to it quickly.

2) Communicate regularly – we are 
continuing our weekly newsletter and 
including in their a section for FAQs 
(Frequently asked questions)

3) Keep celebrating good learning and make 
sure you keep the community together

4) Ensure your school community networks 
look after all colleagues. They may have 
children to look after at home, elderly 
relatives who are worried. Don’t send too 
many emails – and late at night! Plan a 
big community celebration for when it is 
over. And tell colleagues this so we have 
an end in sight even if it is not clear now.



9) How do we establish “off-line learning” if taking the entire school online to learn is not easy or possible?

This is an extremely difficult challenge especially with the new restrictions announced on the 16th March.

i) Action points for leaders 

1) What are the ways you communicate with your colleagues remotely?  Most have a telephone and 
therefore establish clear instructions about setting work for children.  Accept that without any facilitating 
technology that the work set will be paper based and still relies students having materials like text books, 
and this being communicated to students.  In remote areas of affected areas in the World, the 
administration/director have physically driven to villages and homes to deliver work and instructions to 
continue learning. 

2) If there is some limited technology but a poor connection then some educators have recorded their lessons 
to share and be experienced not at real time.  There are also a lot of online learning available that teachers 
can search for.  Most libraries in the World allow some online access. 

3) Think practically about setting tasks around the home and on the next slide there is a great example being 
shared by educators around the World

4) Without technology our students, colleagues and families are more isolated and school leaders need to 
think of ways to connect the community and provide cohesion under the restrictions of social distancing.





10) Leading the community – the role and importance of the administration to respond to an unprecedented global crisis.

j) Action Point for leaders: 

Our job is to lead and to create the “new normal” in 
an unpredictable crisis right now.  Our job isn’t to 
be negative or critical.  We need our positive game 
faces on and we need to lead our colleagues in a 
positive way so they can deliver the distance 
learning plan and quality learning continues for our 
young people. 

The administration needs to respond to all 
concerns.  Make sure questions, calls, emails are 
answered.  Meetings are not face to face but we 
continue as normal.  The school is open, only the 
campus is closed.  Don’t make promises we cannot 
keep or try to tackle questions we don’t know the 
answers to. 

Keep the messages positive and hopeful and keep 
the focus on learning continuing, our schools 
functioning and our education system working 
despite Covid-19. Our national education system!



“In times of uncertainty, it is our duty as teachers to make sure we provide certainty for our 
students”  Rob Ford, Director of Heritage of International School




