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REPRODUCIBLE

Professional Development: A Deeper Dive—Protecting and 
Promoting Priorities and People

Instructions: First, read the following scenarios. Then answer the questions to practice prioritizing the wide variety of 
events that may await you in your assistant principal in-box on any given day.

SCENARIOS

These scenarios represent the kinds of situations you might encounter when you arrive at school in the morning. 
You might not face all of these on one day, though it could happen on a particularly busy day.

• A local reporter is sitting in your office, hoping to interview you about a hotel party that was raided last 
evening. Your football starting line and three members of your National Honor Society were in attendance.

• A student is awaiting you in a side office, as he has arrived at school realizing that he has his shotgun in his 
truck. He was up at the crack of dawn, hunting so that his mom (who is on public assistance) could make 
bird stew for dinner. Your state has recently enacted a mandatory expulsion provision for firearms brought 
to school, subject to four exceptions under state statute.

• The school custodian wants five minutes of your time to discuss an ongoing problem he is having trouble 
staying on top of: evening bathroom facilities at middle school athletic events.

• You find a note from the band director, who is incensed that a nostalgic jukebox has been installed in the 
student cafeteria to play songs during lunch. Students love the new jukebox (actually, the “old” jukebox), 
as they have never seen anything like it. The note reads, “Some of these songs we are hearing every day 
played 100 times have profanity! Please SEE ME!”

• Three sophomore students want you to visit the cafeteria where they are working and see the “Stop, Drop, 
and Roll” posters they made for the elementary students.

• You have a disciplinary report for three students (varsity football players) who beat up another male student 
last Friday, just after school and prior to suiting up for the football game. The student who was beaten had 
been behaving very disrespectfully to others in the building, making derogatory remarks and even violating 
personal space. He was a student who relocated from another locale to live with his grandparents in your 
town, as he had been in quite a bit of trouble where he came from. The football players mentioned to your 
secretary last Friday that they just didn’t like their friends treated like that. The athletic director was planning 
to let the students play football. Your principal wants a report by lunchtime on what you plan to do, noting 
that some in your community would consider what the football players did “community service.”

• Local law enforcement is bringing a K9 unit to your school at 9:15 a.m. to conduct a surprise sniff of the 
lockers and commons areas of the school. Their arrival is a secret, yet you hear that their handlers stopped 
at the local pastry shop to get coffee. Students walking by on their way to school learned of the dogs’ 
planned visit when they saw a big “K9 Unit” on the truck and alerted their friends.

• You receive a list of students who need to see you this morning for reasons having to do with discipline 
or attendance:

 + Anne—Excessive tardies

 + Edwin—Told teacher to “F off”

 + Lynnette—Skipped third class period

 + Carrie—Getting bullied

 + Bronson—Cyberbullying another student
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 + Scotty—Violation of technology policy (downloading crude content)

 + Robert—Forging hall pass signatures

 + Connelly—Skipping fourth class period 

 + William—Says someone is going to beat him up sometime today

 + Rich—Defacing school property

 + Katherine—Reported to have drugs on her, selling frequently at lunch

 + Liza—Under the influence of drugs in class, reportedly bought them before school

 + Michael—Reportedly poured sugar in a teacher’s car’s gas tank last evening

 + Jasper—Could have a knife longer than what is allowed by state statute in his pocket

 + Aaron—Refused to do his work for his teacher

 + Of the preceding student referrals:

 » Which situations are urgent?

 » Which situations are important?

 » Which situations are urgent and important?

 » Which situations are neither urgent nor important?

• A group of senior citizens is going to be eating brunch in your hospitality program dining room adjacent to 
the cafeteria, and you are expected to give a speech of about five minutes. This speech is happening soon, 
and you have done nothing yet to prepare.

• Many teachers are absent on this particular day, and it does not appear that the substitute teachers are 
reading their lesson plans, which state that they are supposed to be out in the halls before school and 
during passing times.

• The principal wants you stop by her office this morning to chat about the upcoming leadership retreat.

• You are facing an agreement with your teacher’s union regarding deadlines for classroom observations, and 
two five-minute walkthroughs are scheduled for this morning.

• Your choir teacher wants to have five minutes of your time to discuss the fundraiser planned for the upcom-
ing holiday.

• Your administrative assistant, who is your trusted number two and the “mirror” that you need to see yourself 
in from time to time, wants ten or fifteen minutes of your time. She notes that she may have some informa-
tion that will help you today.

• A parent is in your office. She is in tears. It involves her son’s desire to drop out of school, as his frustration 
has reached a tipping point. She is hoping you can help talk him down and is willing to bring him in from 
the car if you have a bit of time.

• You have a web filter on school email. At 10:15 a.m. you get a notification that the filter caught an email 
addressed to a teacher who is out ill. The message from a girl to the teacher is a cry for help saying that 
suicide is a possibility. The girl’s mother has prior run-ins with school administration and has made it clear 
she does not want you or the “know-nothing counselor” talking to her daughter.
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QUESTIONS TO ANSWER FOR EACH SCENARIO

I encourage you to make multiple copies of this worksheet and work through the scenarios one by one. While 
handling these types of situations in actuality, a worksheet might in fact slow you down rather than help you; 
however, these scenarios and the worksheet can allow you to practice the thinking, analysis, and prioritization 
skills you’ll need to employ for each.

This would make a great team learning activity, where you might take scenarios separately and strategize what 
the worksheet should include, in terms of your notes and thoughts. Just like in actual situations, decisions do not 
happen in a vacuum. Be a good talent scout, look around you and gather a trusted team, and challenge yourself 
with this in-box activity.

Scenario: 

Classification of Event (circle one):

 Urgent   Important

 Urgent and important Neither urgent nor important

What do you do? Choose options that make sense from the following list, and make notes about your plan 
of action.

Connect with others for more information:

Consult an expert source:

Coordinate a team response:

Move on it individually:
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Act:

Pause:

Delegate:

Ignore:

What else do you do?

Unknowns  or unintended potential consequences:

What were you thinking? 

Source: © 2017 by Ryan Donlan, David Hoffert, and David Robertson. Adapted with permission.
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