
Blueprint for School 
Contingency Planning: 
How To Ensure Continuity
in K-12 Education

STEP 1

Create a Contingency 
Planning Team

Identify and gather key stakeholders who will 
contribute valuable insights and perspectives to the 
contingency planning process.

This group should include representatives from 
various segments of the school community, including 
teachers, administrative sta�, technology sta�, 
students, parents, local emergency responders, and 
school leadership. 

Ensure voices represent diverse backgrounds and 
perspectives. Engage with these stakeholders to 
understand their concerns, expectations, and 
suggestions. This initial gathering will lay the 
groundwork for a more e�ective and collaborative 
planning team.

STEP 2

Set Specific Objectives

Define clear, measurable objectives for your 
contingency plan, including maintaining 
educational continuity, ensuring data security, and 
providing support for all learning environments.

Align these objectives with the broader goals of 
your school or district.

STEP 3

Complete a Risk 
Assessment

Conduct a thorough evaluation of your school's 
technological infrastructure and identify potential 
risks and vulnerabilities.

Consider factors like internet connectivity, digital 
learning tools, data security, and potential natural 
or man-made disruptions.

Specifically assess risks related to local 
geographical and environmental factors.

This guide o�ers a detailed blueprint for K-12 school leaders to develop and 
implement an e�ective contingency plan. By following these steps, schools can 
ensure they are well-prepared for any challenges, maintaining the continuity 
and quality of education in any circumstances.



STEP 7

Create a Plan for Training 
and Preparedness

Implement a detailed training program for all sta� 
and students, focusing on the use of technology, 
emergency protocols, and data security practices.

Conduct regular drills and workshops on emergency 
responses to ensure preparedness.

STEP 5

Evaluate Resources

Evaluate technology tools to ensure they are 
capable of supporting various learning 
environments, such as in-person, remote, or hybrid 
settings. Consider factors like user accessibility, 
compatibility with existing systems, and the ability 
to facilitate di�erent teaching and learning 
methods.

Review the curriculum and other educational 
materials to determine if they can be e�ectively 
delivered and utilized in various scenarios, especially 
in situations where traditional classroom settings are 
not feasible.

Consider the scalability of these resources to 
accommodate changes in student numbers or shifts 
in educational requirements.

Ensure that the resources align with the overall 
objectives of the contingency plan, including 
maintaining educational continuity and supporting 
the diverse needs of all students.

STEP 6

Create a Plan for E�cient 
Resource Allocation

Ensure equitable access to technology and learning 
materials for all students, especially those with 
special needs or from disadvantaged backgrounds.

Plan for adaptable technology to support various 
learning environments: face-to-face, virtual, or hybrid.

STEP 4

Create Response 
Strategies

Outline specific procedures for various potential 
scenarios, including technological failures, cyber 
threats, and emergency situations.

Develop detailed plans for addressing each 
identified risk, including steps to ensure the 
continuity of learning.

STEP 8

Create a Safety Plan

Develop plans for maintaining a safe and secure 
learning environment, addressing both physical and 
cyber threats.

Include protocols for lockdowns, cyberbullying 
prevention strategies, and online safety measures in 
digital learning environments.

STEP 9

Create Clear 
Communication Plans

Develop a communication plan that ensures timely 
and accurate information dissemination among all 
stakeholders.

Utilize multiple channels of communication, such as 
emails, school websites, and social media

STEP 7

Create a Plan for Training 
and Preparedness

Implement a detailed training program for all sta� 
and students, focusing on the use of technology, 
emergency protocols, and data security practices.

Conduct regular drills and workshops on emergency 
responses to ensure preparedness.
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STEP 12

Continuous Review and 
Dynamic Updating

Schedule regular reviews of the contingency plan to 
ensure it remains relevant and e�ective.

Update the plan to incorporate new technologies, 
educational trends, and emerging risks.

STEP 10

Create Recovery Plans

Outline steps to return to normal operations after a 
disruption.

Include support systems for a�ected students and 
sta�, such as counseling services, academic 
catch-up programs, and infrastructure repair and 
rebuilding e�orts.

STEP 11

Conduct Testing and 
Feedback Loop

Regularly conduct drills and simulations to test the 
e�ectiveness of the contingency plan.

Establish a feedback mechanism to gather insights 
from participants and make necessary adjustments.


