
 

 

 
 
 

Digital Learning Planning Guide 

 

 
What is Digital Learning? 

Digital learning is an instructional practice that uses technology in effective ways to 
strengthen a student’s learning experience. It provides teachers and students with 
digital tools that support learning and productivity, and offers many diverse forms of 
multimedia content creation opportunities.  

Digital learning can provide opportunities for learning anytime and anywhere. It can also 
be used as a tool to facilitate individualized instruction and help all students reach their 
full potential and achieve success after high school.  

Digital learning encompasses many types of tools and applications to support and 
empower teachers, students and families. It includes eBooks, reference materials, 
websites, apps, formative assessments, personalized learning platforms, parent portals 
and school e-communications.  

In this guide, you will find two options for running a digital learning event. The first option 
for the event will only work with full support from the Instructional Technology 
Coordinator. The second option can be accomplished with limited or no support from 
the Instructional Technology Coordinator. Please choose the event option that best 
meets your needs!  
 

  



 

 

 

 

Option 1: Instructional Technology Coordinator Lead Event 

The Instructional Technology Coordinator is often a dedicated teacher, technology 
specialist or librarian. Sometimes it’s a classroom teacher who is the resident 
technology expert in the school building. To find the right person to lead your event, 
start by asking your school’s principal for recommendations. 

 
Steps for Planning your Digital Learning Event: 
 

1. Contact your school’s Instructional Technology Coordinator and confirm that they 

are willing and prepared to lead the digital learning event.  

 

2. Connect with other school stakeholders to discuss event objectives and logistics 

(e.g., space, time, date, promotion, etc.). 

□ Get the principal’s support and approval 

 

3. Confirm that your school has the technology to execute your event 

❏ Does the school have at least 25 devices that can be used for the event? 

❏ Ideally, each station at the event should have 3-4 devices 

❏ Can the school’s internet access support 25 devices being used at the 

same time? 

❏ Do the devices have the Chrome web browser? 

❏ Can websites be pinned to those devices? If yes, who will do that? 

❏ Where can the devices be picked up before/dropped off after the event? 

 

4. Ask the Instructional Technology Coordinator to select up to six stations from the 

provided list of Interactive Digital Learning Activities that would best benefit their 

school community. Additional school-specific stations should include: 

□ One station demonstrating the school/family/student communication 

system (e.g., the school’s app, web portal, etc.)  

□ One station showcasing how digital learning that is happening at your 

school 

 



 

 

 

 

 

 

5. Recruit a PTA volunteer team.  

□ 2-3 volunteers to promote your event 

□ 1-2 volunteers to invite speakers  

□ 1-2 volunteers to purchase food/drinks for the events 

□ 1-2 volunteers to purchase supplies/incentives for the events 

□ 2-3 volunteers to set up the event. 

□ 2-3 volunteers to help the Instructional Coordinator set-up the 

devices/activities and then clean-up at the end of the event.  

□ 1-2 volunteers to greet families as they enter the event; collect surveys at the 

ends of the event. 

□ 1-2 volunteers to help at the membership table 

□ 1 volunteer for each activity station (up to 8 total). 

o Please note: Volunteers do not need to be experts in the field. National 

PTA will provide material to help volunteers feel confident in fulfilling 

each role.  

□ 1 volunteer to take pictures 

□ 1 volunteer to post to social media before, during, and after the events 

□ 2-3 volunteers to clean-up at the end of the event.  

 

6. Promote your event 

□ Use the tools provided in the TYFTSW Toolkit to help you create posters, 

social media posts and newsletter announcements about your event.  

 

7. Host the event 

□ Set-up (1-2 hours before) 

□ Welcome families (15-30 min before) 

o Encourage them to sign in with name and email address, distribute the 

event survey directions, and take a membership card if new to PTA  

□ Suggested Agenda (1 – 1.5 hours): 

o Welcome: PTA President (5 min) 

▪ Overview of event objectives and agenda 

 

 

 



 

 

 

 

 

 

o Overview of digital learning: Instructional Technology Coordinator (10 

min) 

▪ Review the importance of technology to learning, why and how 

schools are using it to teach students 

▪ How it is being used to communicate with families.  

▪ Brief explanation of the type of devices at the event 

o Interactive digital learning experiences: all participants (30-45 min) 

▪ Rotate families through five to eight interactive digital learning 

activity stations.  

● Decide how strict you want to be with the clock. You may 

choose to allow families to pick which stations they visit, 

and how long they stay.  

● We suggest families should move from each station at 

five minute intervals.  

● If families are not signed up for the school’s digital 

communication system, sign them up onsite. 

o Closing: PTA President (5 min) 

▪ If the school uses Google Chromebooks, pass out a Google 

Chromebook flyer to parents who are interested in learning 

more. 

□ Clean-up (1 hour) 

o Thank volunteers for their help. 

o Remove Interactive Digital Learning Activities from devices 

 

8. Wrap-up 

□ Share event success with your school community and National PTA. 

o Email pictures of families engaged in digital learning at your event. 

Share with National PTA on social media #PTAProud 

o If the school uses Chromebooks, please share details about the event 

on Twitter using #Chromebook 

□ Submit evaluation information 

o Send a thank you email to participants with the link to the follow-up 

survey. 

o Complete program leader feedback form. 



 

 

 
 
 

Option 2: PTA Volunteer Lead Event 

National PTA recognizes that, while the digital learning environment is growing and 
evolving, not all schools have the same resources available to them. This event is 
designed to allow your PTA to host a digital learning event without an Instructional 
Technology Coordinator and to help you engage families in digital learning the way that 
it currently occurs during the school day.  
 
Steps for Planning your Digital Learning Event: 

 
1. Identify who in your PTA or school is qualified to help lead the agenda 

development and facilitate the discussion about how technology is being used to 

teach students and communicate with families. 

□ Invite teachers who are using digital learning strategies in their classroom or a 

parent with a technology background.  

□ Work with them to determine the most important thing parents need to know 

about digital learning at your school and how this event can support them. 
 

2. Connect with other school stakeholders to discuss event objectives and logistics 

(e.g., space, time, date, promotion, etc.) 

□ Get the principal’s support and approval 

 

3. Confirm if your school has the technology to execute an interactive event. If yes, 

❏ Does the school have at least 25 devices that can be used for the event? 

❏ Ideally, each station at the event should have 3-4 devices 

❏ Can the school’s internet access support 25 devices being used at the same 

time? 

❏ Do the devices have the Chrome web browser? 

❏ Can websites be pinned to those devices? If yes, who will do that? 

❏ Where can the devices be picked up before/dropped off after the event? 

 

4. Ask teacher(s) to select a minimum of three interactives stations where families 

can view and complete digital lessons plans that students are doing.  

□ Include one station demonstrating the school/family/student communication 

system. (e.g., the school’s app, web portal, etc.) 

 



 

 

 

 

 

□ Optional: teacher can also select additional stations from a provided list of 

Interactive Digital Learning Activities. 

 

5. Recruit a PTA volunteer team.  

□ 2-3 volunteers to promote your event 

□ 1-2 volunteers to invite speakers 

□ 1-2 volunteers to purchase food/drinks for the events 

□ 1-2 volunteers to purchase supplies/incentives for the events 

□ 1-2 volunteers to gets the devices for the events; return them after the event. 

□ 2-3 volunteers to help teachers set up the devices with interactive learning 

activities happening in the school classroom.  

□ 2-3 volunteers to set up the events. 

□ 1-2 volunteers to greet families as they enter the event. 

□ 1-2 volunteers to help at the membership table. 

□ 1 volunteer for each activity station (up to 4 total). 

● Please note: Volunteers do not need to be experts in the field. Your 

teachers/parent technology experts should provide oversight and 

training so volunteers feel confident in fulfilling each role.  

□ 1 volunteer to take pictures 

□ 1 volunteer to post to social media before, during, and after the events 

□ 2-3 volunteers to clean-up at the end of the event.  

 
6. Promote your event 

□ Use the tools provided in the TYFTSW Toolkit to help you create posters, 

social media posts and newsletter announcements about your event.  
 

7. Host the event 

□ Set-up (1-2 hours before) 

□ Welcome families (15-30 min before) 

o Encourage them to sign in, distribute the event survey, and take a 

membership card if new to PTA  

□ Suggested Agenda (1 – 1.5 hours): 

o Welcome: PTA President (5 min) 

▪ Overview of event objectives and agenda 

 



 

 

 

 

 

o Overview of digital learning: Librarian or a teacher who uses 

technology in the classroom (15 min) 

▪ Review the importance of technology to learning, why and how 

your school is using it to teach students, and how it is being 

used to communicate with families at your school.  

▪ If you are using school devices, include a brief explanation of 

the type of devices at the event 

o Interactive digital learning experiences: all participants (30-45 min) 

▪ Rotate families through a minimum of three interactive digital 

learning activity stations that demonstrate lessons that students 

are performing in the classrooms, and how schools are using 

technology to communicate with families.  

● Decide how strict you want to be with the clock. You may 

choose to allow families to pick which stations they visit, 

and how long they stay.  

● We suggest families will move from each station at five 

minute intervals.  

● If families are not signed up for your school’s digital 

communication system, sign them up onsite. 

o Closing: PTA President (5 min) 

▪ If the school uses Google Chromebooks, pass out a Google 

Chromebook flyer to parents who are interested in learning 

more. 

□ Clean-up (1 hour) 

o Thank volunteers for their help. 

 

8. Wrap-up 

□ Share event success with your school community and National PTA. 

o Email pictures of families engaged in digital learning at your event. 

Share with National PTA on social media #PTAProud 

o If the school uses Chromebooks, feel free to share details about the 

event experience on Twitter using #Chromebook 

□ Submit evaluation information 

o Complete program leader feedback form. 

 


