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TOOL 3.2 
REVISING THE DAILY/WEEKLY ACADEMIC SCHEDULE

USERS 
National education officials;  
Local education officials;  
Educators and administrators; 
Implementers

PURPOSE 
To make decisions about how  
to adapt the daily/weekly 
academic schedule so learners can 
catch up and get back on track

ENGAGE 
Learners (children and youth);  
Families and communities;  
Curriculum and instruction specialists; 
Child development and learning 
specialists;  Teachers’ unions

INSTRUCTIONS 
1.   Identify which group you are adapting the schedule for. (You may need to create separate schedules for primary, secondary, and  

higher education learners; learners in districts that will return earlier or later; etc.). Complete a separate schedule for all groups that require 
it following the steps listed below.

2.   Pull important dates for the current academic year (not next year) for that group into this tool from Tool 3.1. Complete the 
Instructional Hours Calculation Table.

3.   When you complete this tool, answer the debrief questions to identify what you have learned, what it means for the return to learning, 
and what must happen next.

4.  Finally, complete the Action Plan in Tool 0.2 to list strategies to enhance resilience of the education system and compile in a single 
plan the key actions for follow-up. 

Note: During closures, some learners may have had access to distance learning to deliver essential health and safety messages, reduce learning loss, and ensure continuity 
of learning. However, this tool assumes that while some learners have engaged in distance learning, for the majority this has not led to new learning. Therefore, it is assumed 
that nearly all learners have, at a maximum, the knowledge and skills they obtained before closures, and most have lost some of that. 

https://www.edu-links.org/sites/default/files/media/file/Tool%203.1_Returning%20to%20Learning%20During%20Crises.pdf
https://www.edu-links.org/sites/default/files/media/file/Tool%200.2_Returning%20to%20Learning%20During%20Crises.pdf


2 

 

USAID 
FROM THE AMERICAN PEOPLE 

:

TOOL 3.2  REVISING THE DAILY/WEEKLY ACADEMIC SCHEDULE

ADAPTED ACADEMIC CALENDAR 
Important Dates (cross out grey text if not applicable)
Note: Pull this information from Tool 3.1 

ACADEMIC YEAR (20___/20___)
SEMESTER/TERM 1 SEMESTER/TERM 2 TERM 3 

First day of classes: First day of classes: First day of classes:

Last day of classes: Last day of classes: Last day of classes:

Mid-term break: Mid-term break: Mid-term break:

Exams: Exams: Exams:

Holidays (No class) Holidays (No class): Holidays (No class):

https://www.edu-links.org/sites/default/files/media/file/Tool%203.1_Returning%20to%20Learning%20During%20Crises.pdf
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School/Locality: Today’s date:

Grade/Level:
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TOOL 3.2  REVISING THE DAILY/WEEKLY ACADEMIC SCHEDULE

Developed by:

INSTRUCTIONAL HOURS CALCULATIONS 
Complete the following calculations or use this spreadsheet to auto-calculate.

# QUESTION ANSWER 
1 In a normal academic year: 

1a How many instructional hours per academic year?

1b How many terms per year (semesters = 2; trimesters = 3)?

1c How many in-school weeks per term (excluding holidays)?

1d How many instructional hours per week (1a ÷ 1b ÷ 1c)?

# QUESTION ANSWER 
2 With the adapted academic year calendar: 

2a How many instructional hours must you cover in the academic year (including catch-up and regular instructional hours)?

2b How many terms in the adapted year (catch-up + regular terms)?

2c How many in-school weeks per adapted term (excluding holidays)?

2d How many instructional hours are needed per week in adapted term (2a ÷ 2b ÷ 2c)?

# QUESTION ANSWER 
3 To catch-up and get back on track: 

3a What is the difference between instructional hours needed in adapted term and instructional hours in regular term (2d - 1d)?

3b Shade the adapted academic schedule in the schedule template, incorporating additional hours, e.g., by: 
a.  Adding classes on Saturdays or evenings
b. Changing start/end times of school day
c. Leveraging distance learning/out-of-class time

NOTE: If using double shifts, ensure there is sufficient time between shifts to clean the educational space.
NOTE: If using distance learning, consider how much time using distance learning is possible for learners of different ages. 

https://www.edu-links.org/sites/default/files/media/file/Tool%203.2b_Returning%20to%20Learning%20During%20Crises.xlsx
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School/Locality: Today’s date:

Grade/Level: Developed by:

20___/20___ ACADEMIC YEAR
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

7:00 

8:00 

9:00 

10:00 

11:00 

12:00 

13:00 

14:00 

15:00 

16:00 

17:00 

18:00 
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TOOL 3.2  REVISING THE DAILY/WEEKLY ACADEMIC SCHEDULE

PLANNING DEBRIEF 
WHAT? 
What have you learned from this tool? What decisions have you made? What is missing?

SO WHAT? 
What implications does this have for planning the return to learning? Why is this important?

NOW WHAT? 
What must you do next? What challenges must you address?
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