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RESEARCH

Families and staff members look to Pittsford Central School District (PCSD) to keep them informed of key dates
for the District and its five elementary schools, two middle schools and two high schools. To meet this need, the
Communication Office creates an annual Calendar of Schedules and Events. It is both mailed and online.

PLANNING/CONTENT
Objectives
e Provide an annual Calendar of Schedules and Events for families, staff, Board of Education members,
and retirees who may wish to attend events for the District and its nine schools.

e  Utilize the printed Calendar of Schedules and Events to share key forms, contact lists, legal
notifications and emergency school closing/snow day procedures.

Target Audiences: Pittsford Central School District families, staff, Board of Education members, and retirees.

Key Messages: The annual printed Calendar of Schedules and Events serves as the central resource for key
District and school-based dates, and offers quick access to essential directory information, school closing
procedures, legal notifications, and forms (free/reduced price lunch application; PTSA membership form).

Budget - Printing/Mailing Cost: $900

CREATIVITY/QUALITY

The foundation of the calendar is a county-wide one-page, Board-approved calendar indicating federal holidays,
school recesses and Regents test dates. To avoid having events that may conflict with other school events for
families with children in multiple grade levels/schools, we created a system for date/event submissions for
principals, administrators and other event/meeting planners. High holy days for various religions must be taken
into account during planning as those could affect school and event attendance. With nine schools, many
families have children in different grade levels and schools, so events can’t overlap for those elementary, middle
and high schools.

Recognizing that the calendar reaches all households with enrolled students, we realized that it can also serve
as a convenient method of delivery of other information families need. Therefore, the calendar includes contact
information for each of the District’s nine schools and key administrators; school hours and essential facts;
procedures for emergency closings/snow day information; legal notifications to parents about things like access
to student records, the complaint resolution process, asbestos compliance and vaccine legislation; and
applications for free and reduced-price school meals and PTSA membership.

IMPLEMENTATION

e Strategy 1: Researched and created a spreadsheet of cultural and religious events that would occur
during the school year, indicating in red which dates are considered high holy days so as to avoid
scheduling events on those dates when there may be significant impact to attendance. Human
Resources and the Inclusivity Advisory Committee then reviewed and approved these dates.

e Strategy 2: Sent the approved county calendar and spreadsheet of religious/cultural holidays to
principals, administrators, PTSA officers and event coordinators with a request for them to select their
first and second-choice dates for events that they could bring to a pre-scheduled “Calendar Planning
Meeting.”

e Strategy 3: Planned and hosted an annual “Calendar Planning Meeting” with principals, administrators,
PTSA officers and event coordinators whereby participants took turns selecting dates and a
communication team member input those dates into a master Excel spreadsheet. (To determine order
of date selection, principals drew a numbered card at the start of the meeting.)

e Strategy 4: Selected photos, got final approvals and worked with the BOCES design/production team to
produce the calendar and mail it out. We then upload the dates and events to District website’s online
calendar and use it to create pre-scheduled tweets for events throughout the school year.

ASSESSMENT/RESULTS

Results met objective. The annual Calendar of Schedules and Events was mailed to approximately 7,000
households. It is a much-anticipated publication that families, staff, Board of Education members, and retirees
have come to rely on year after year to serve as a central source of information about District- and school-based
schedules and events.



