
 

 

Recommendations for Use of this Template: 
 
The Department of Elementary and Secondary Education (“DESE”) recognizes that 
special education services may need to be delivered differently during the COVID-19 
pandemic. For example, schools and districts that in the past delivered special 
education services in-person may need to deliver such services remotely. DESE has 
created the following sample template to assist schools and districts in documenting 
changes that will be made to the way that services outlined in the student’s Individual 
Education Plan (IEP) are delivered during periods of modified, remote, or hybrid 
instruction resulting from the COVID-19 pandemic. This sample form is only intended for 
use during the period of the COVID-19 pandemic.  
 
Schools and districts may choose from the following sections (in-person, remote, or 
hybrid) based on the instructional model that the student will be receiving. For example, 
if a school or district must provide services remotely due to COVID-19, they would only 
fill out the section on remote instruction. Of course, schools and districts may complete 
this documentation for all three instructional models, if they so choose. Schools and 
districts are not required to use this template but must provide parents with written 
notification describing the different mode of delivering IEP services. This may be done 
using the Notice of School District Action (N1), for example. This template is not 
intended to relieve schools and districts of their responsibility to provide students with a 
free and appropriate public education in the least restrictive environment. This template 
is not an IEP amendment. IEPs must be implemented as written to the greatest extent 
possible. 
 
 

Documentation of Modified In-Person, Remote or Hybrid Services 
Template 

 
Dear Parent: 
 
Thank you for collaborating with us regarding your child’s special education needs and services. 
We appreciate your input regarding your child’s progress and experience during the period of 
remote learning in the 2019-2020 school year, as it helps us plan for the 2020-2021 school year. 
Our school/district is committed to continued family engagement. Our commitment is aligned 
with the Massachusetts Department of Elementary and Secondary Education’s (DESE) 
comprehensive “Guidance on Fall 2020 Special Education Services” issued on July 9, 2020, 
which emphasizes the importance of engaging parents in discussions regarding special 
education services and how they may be provided differently because of changes to the overall 
learning environment due to the COVID-19 pandemic. For example, services may need to be 
delivered differently because of modifications to health and safety procedures and/or the need 
to provide some or all services remotely. This letter and the attached plan outline how and 
where special education services will be provided differently than described in the IEP.  

 
DESE required each school or district to plan for the following three instructional models with 
the goal of getting as many students as possible back into school for in-person learning.  
 



 

 

• In-person learning with new safety requirements: In this model, students return in person 
to school settings that are appropriately modified to meet COVID-19 health and safety 
requirements. Modifications may include such things as altered classroom 
configurations, additional learning spaces, and schedule changes. 

• Hybrid learning: In this model, students alternate between in-person and remote 
learning, potentially on alternating weeks or days of the week. In-person component of 
the hybrid learning model will be appropriately modified to meet COVID-19 health and 
safety requirements. 

• Remote Learning: In this model, some or all students (in the case of closures due to 
COVID-19) are not able to return to in-person instruction. Remote learning happens 
outside of the traditional classroom because the student and teacher are separated by 
distance, it may be synchronous or asynchronous, and it may include but is not limited to 
online learning.  

 
As you know, the school/district will be implementing a [in-person/hybrid/remote] instructional 
model. General details regarding this model have been communicated separately by the 
school/district. This notification is intended to document specific information about how IEP 
services will be implemented differently than as outlined in your child’s current IEP. It is 
important to note that a change in the delivery of services due to a school’s change in learning 
model, in-person, hybrid or remote, as a result of COVID-19 does not result in a change in 
placement. The services outlined in the IEP remain and are considered “stay-put.” As you 
know, special education regulations provide protection to you and your child. You will find 
specific information about your legal rights within the Notice of Procedural Safeguards, including 
sources that you may contact for help in understanding your rights. 
 
If you have any questions, please contact your child’s liaison, whose contact information is listed 
below. 
 
Sincerely, 

 
Title 
School 
Contact information 

 
COVID-19 Learning Model/Family Communication Documentation Form 

 

Student Name 
 

Liaison Name/Role/Contact Information  
 

Date of Implementation of Plan 
 

 

In-Person Instruction 
 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in provision of special education services.  
 



 

 

2. Describe how the accommodations, modifications, and services outlined in the 
student’s IEP will be provided differently than as written in the current, signed IEP. 

 
Remote Learning Instruction 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in provision of special education services in a remote 
model.  
 

2. Describe how the accommodations, modifications, and services outlined in the 
student’s IEP will be provided differently in the remote environment than as 
written in the current, signed IEP.  
 

3. Describe what the parent should expect in the way of regular, ongoing 
communication from their child’s special education liaison. 

 
Hybrid Instruction 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in provision of special education services in a hybrid model. 
 

2. Describe any differences in the child’s schedule as compared with the 
school/district’s overall instructional plan. 
 

3. Describe how the accommodations, modifications, and services outlined in the 
student’s IEP will be provided differently than as written in the current, signed IEP. 
 

4. Describe the plan to provide IEP accommodations, modifications, services 
remotely. 
 

5. Describe what the parent should expect in the way of regular, ongoing 
communication from their child’s special education liaison. 

 
  



 

 

SAMPLE #1 Student A 
For the purposes of these examples only, we have included an IEP grid for your reference. 
 
Student A is a second-grade student whose IEP services are as follows: 
 

A. Consultation (Indirect Services to School Personnel and Parents) 
Focus 

on Goal 
# 

Type of Service Type of Personnel Frequency and 
Duration/Cycle 

Start Date End Date 

1,2 Consultation Special Education 
Teacher, SAC, 

General Education 
Teacher 

1x30min/week 2/12/20 2/11/21 

B. Special Education and Related Services in General Education Classroom (Direct 
Service) 

Focus 
on Goal 

# 

Type of Service Type of Personnel Frequency and 
Duration/Cycle 

Start Date End Date 

2 Reading Special Education 
Teacher 

5x30min/week 2/12/20 2/11/21 

C. Special Education and Related Services in Other Settings (Direct Service) 
Focus 

on Goal 
# 

Type of Service Type of Personnel Frequency and 
Duration/Cycle 

Start Date End Date 

1 Counseling School Adjustment 
Counselor (SAC) 

3x30min/week 2/12/20 2/11/21 

 

Student Name Student A 

Liaison Name/Role/Contact 
Information  

Mrs. Smith; Special Education Teacher; 
mrssmith@schooldistrict.com; 1 (234) 567-8901 

Date of Implementation of 
Learning Plan 

September 1, 2020 

 
In-Person Instruction 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in provision of special education services.  
 
Mrs. Smith spoke with Student A’s parent via telephone on August 2, 2020. Mrs. Smith 
described the proposal to provide reading services via Google Hangout in the general 
education classroom by the special education teacher. 
 

2. Describe how the modifications and services outlined in the student’s IEP will be 
provided differently than as written in the current, signed IEP. 
Student A’s IEP calls for reading services to be provided by the special education 
teacher in the general education classroom (B Grid). The special education teacher will 
provide these services to students via Google Hangout within the general education 
classroom.  

 
Remote Learning Instruction 

mailto:mrssmith@schooldistrict.com


 

 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in the provision of special education services in a remote 
model.  
 
Mrs. Smith spoke with Student A’s parent via telephone on August 2, 2020. They 
reviewed the current IEP grid and discussed how the services will be delivered remotely.  
 

2. Describe how the accommodations, modifications, and services outlined in the 
student’s IEP will be provided differently in the remote environment than as 
written in the current, signed IEP.  
In addition to their general education classes, and once weekly consultation/co-planning 
sessions which include teachers and service providers, services in Student A’s IEP grid 
will be provided in the following manner: 

   
Monday Tuesday Wednesday Thursday Friday 

Name of 
Service(s): 
Social-Emotional 
(SAC) 

When 8:00-8:30 a.m.   2:00-2:30 p.m. 1:00-1:30 p.m. 

How Google Hangout 
Link (group) 

  
Phone Check-in 
with student (1:1) 

Google Hangout 
Link (group) 

Name of 
Service(s): 
Reading (Spec. Ed. 
Teacher) 

When 10:00-10:30 a.m. 10:00-10:30 a.m. 10:00-10:30 a.m. 10:00-10:30 a.m. 10:00-10:30 a.m. 

How Google Hangout 
Link (small group) 

Google Hangout 
Link (small group) 

Google Hangout 
Link (small group) 

Google Hangout 
Link (small group) 

Google Hangout 
Link (small group) 

 

OR (Sample Narrative Description) 

In addition to Student A’s general education services, Student A will receive the following 
special education services: 

• Small group counseling with the SAC via Google Hangout will happen on every 
Monday from 8 a.m. - 8:30 a.m. and Friday from 1 p.m. - 1:30 p.m. A 1:1 phone 
check-in with the student and SAC will occur on Thursdays from 2 p.m. - 2:30 p.m.  

• Reading with the Special Education Teacher will occur every weekday from 10 a.m. - 
10:30 a.m. 

• Additionally, teachers and service providers have scheduled once weekly 
consultation/co-planning sessions. 
 

3. Describe what the parent should expect in the way of regular, ongoing 
communication from their child’s special education liaison. 
In addition to regular communication from their general education teacher, Student A 

and their parent will receive the following communications from the special education 

teacher: 

• Email to student from Mrs. Smith on each Monday morning. 
• Student/parent office hours with Mrs. Smith every Wednesday at 12:00 p.m. 
• Email to parent each Friday afternoon with summary from the week and content for 

the following week. 
 

Hybrid Instruction 



 

 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in provision of special education services in a hybrid model. 
Mrs. Smith spoke with Student A’s parent via telephone on August 2, 2020. They 
reviewed the current IEP grid and discussed how the services will be delivered in-person 
and remotely. 
 

2. Describe any differences in the child’s schedule as compared with the 
school/district’s overall instructional plan. 
As you are aware, the school or district is implementing a hybrid schedule for most 
students. Students have been divided into cohorts and are scheduled to be in school 
accordingly (Cohort A on Mondays and Tuesdays; Cohort B on Thursdays and Fridays). 
Your child is scheduled to be in school on all days that either cohort of students is in 
school (Mondays, Tuesdays, Thursdays and Fridays). All students will be provided with 
remote instruction on Wednesdays while schools are cleaned and disinfected. 

 
3. Describe how the accommodations, modifications, and services outlined in the 

student’s IEP will be provided differently than as written in the current, signed IEP. 
Student A’s IEP calls for reading services to be provided by the special education 
teacher in the general education classroom (B Grid). The special education teacher will 
provide these services to students via Google Hangout within the general education 
classroom on Mondays, Tuesdays, Thursdays, and Fridays.  

 
4. Describe the plan to provide IEP accommodations, modifications, services 

remotely. 
On Wednesdays, when remote instruction is scheduled to take place, in addition to 
general education classes, Student A will participate in a small group reading instruction 
via Google Hangout from 10:00 a.m. - 10:30 a.m. In addition, teachers and service 
providers have scheduled weekly consultation/co-planning sessions. 
  

5. Describe what the parent should expect in the way of regular, ongoing 
communication from their child’s special education liaison. 
In addition to regular communication from the general education teacher, Student A and 

their parent will receive the following communications from the special education 

teacher: 

• Student/parent office hours with Mrs. Smith every Wednesday at 12:00 p.m. 
 

  



 

 

SAMPLE #2 Student B 
For the purposes of these examples only, we have included an IEP grid for your reference. 
 
Student B is a 10th grade student whose IEP services are as follows: 
 

A. Consultation (Indirect Services to School Personnel and Parents) 
Focus 

on Goal 
# 

Type of Service Type of Personnel Frequency and 
Duration/Cycle 

Start Date End Date 

1-2 Group consultation Speech and 
Language 

Pathologist, Special 
Education Teacher, 
General Education 

Teacher 

1x30min/week 2/12/20 2/11/21 

B. Special Education and Related Services in General Education Classroom (Direct 
Service) 

Focus 
on Goal 

# 

Type of Service Type of Personnel Frequency and 
Duration/Cycle 

Start Date End Date 

1 Academics*, Social 
Skills 

Paraprofessional, 
General Education 

Teacher 

5x45min/week 2/12/20 2/11/21 

C. Special Education and Related Services in Other Settings (Direct Service) 
Focus 

on Goal 
# 

Type of Service Type of Personnel Frequency and 
Duration/Cycle 

Start Date End Date 

1 Language, Social Skills Speech and 
Language 
Pathologist 

3x45min/week 2/12/20 2/11/21 

2 Academics* Special Education 
Teacher/ 

Paraprofessional 

5x240min/week 2/12/20 2/11/21 

*Note: Academics are combined for the purposes of this example. Typically, these are separated in the grid. 

 

Student Name Student B 

Liaison Name/Role/Contact Information  Mrs. Smith; Special Education Teacher; 
mrssmith@schooldistrict.com; 1(234) 567-8901 

Date of Implementation of Learning 
Plan 

September 1, 2020 

 

In-Person Instruction 
1. Describe how and when the school district obtained parental input regarding the 

proposed differences in provision of special education services.  
Mrs. Smith spoke with Student B’s parent via telephone on August 2, 2020. Mrs. Smith 
explained that Student B’s general education science class will only be meeting in 
person twice weekly on Mondays and Tuesdays but will be remote Wednesdays through 
Fridays. 

 
2. Describe how the accommodations, modifications, and services outlined in the 

student’s IEP will be provided differently than as written in the current, signed IEP. 

mailto:mrssmith@schooldistrict.com


 

 

Student B’s IEP calls for him to participate in a general education class for one period 
daily. This class is currently held in-person on Mondays and Tuesdays and via Zoom on 
Wednesdays through Fridays. Student B will participate in person on Monday and 
Tuesday with a paraprofessional. On Wednesdays, Thursdays, and Fridays, they will 
participate via Zoom from the special education classroom with the support of a 
paraprofessional.  

 
Remote Learning Instruction 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in provision of special education services in a remote 
model.  
Mrs. Smith spoke with Student B’s parent via telephone on August 2, 2020. They 
reviewed the current IEP grid and discussed how the services will be delivered remotely.  

 
2. Describe how the accommodations, modifications, and services outlined in the 

student’s IEP will be provided differently in the remote environment than as 
written in the current, signed IEP.  
In addition to the schedule outlined below, teachers and service providers (including 
paraprofessionals) have scheduled once weekly consultation/co-planning sessions. 
 

 Monday Tuesday Wednesday Thursday Friday 

8:30-
9:00 

Morning Meeting Zoom 
(whole class) 

Morning Meeting Zoom 
(whole class) 

Morning Meeting Zoom 
(whole class) 

Morning Meeting Zoom 
(whole class) 

Morning Meeting 
Zoom (whole class) 

 Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessio
nal 

9:00-
9:30 

Academics Zoom Academics Zoom Academics Zoom Academics Zoom Academics Zoom 

 Paraprofessional Paraprofessional Paraprofessional Paraprofessional Paraprofessional 

9:30-
10:00 

Academics Academics Academics Academics Academics 

 Independent Practice Independent Practice Independent Practice Independent Practice Independent Practice 

10:00-
10:45 

Science Zoom Science Zoom Science Zoom Science Zoom Science Zoom 

 General Ed 
Teacher/Paraprofessional 

General Ed 
Teacher/Paraprofessional 

General Ed 
Teacher/Paraprofessional 

General Ed 
Teacher/Paraprofessional 

General Ed 
Teacher/Paraprofessio
nal 

10:45-
11:00 

Break Break Break Break Break 

      

 
11:00-
11:30 

Language Language Language Language Language 

 SLP/paraprofessional SLP/paraprofessional SLP/paraprofessional SLP/paraprofessional SLP/paraprofessional 

11:30-
12:00 

Lunch Lunch Lunch Lunch Lunch 

      

12:00-
12:30 

Social Group Zoom (small 
group) 

Social Group Zoom (small 
group) 

Social Group Zoom (small 
group) 

Social Group Zoom (small 
group) 

Social Group Zoom 
(small group) 



 

 

 Paraprofessional Special Ed 
Teacher/Paraprofessional 

Paraprofessional Special Ed 
Teacher/Paraprofessional 

Paraprofessional 

12:30-
1:00 

Academics Zoom Academics Zoom Academics Zoom Academics Zoom Academics Zoom 

 Special Ed 
Teacher/Paraprofessional 

Paraprofessional Special Ed 
Teacher/Paraprofessional 

Paraprofessional Paraprofessional 

1:00-
1:30 

Academics Zoom Academics Zoom Academics Zoom Academics Zoom Academics Zoom 

 Special Ed Teacher/ 
Paraprofessional 

Paraprofessional Special Ed 
Teacher/Paraprofessional 

Paraprofessional Paraprofessional 

1:30-
2:00 

Academics Academics Academics Academics Academics 

 Independent Practice Independent Practice Independent Practice Independent Practice Independent Practice 

2:00-
2:30 

Afternoon Meeting Zoom 
(whole class) 

Afternoon Meeting Zoom 
(whole class) 

Afternoon Meeting Zoom 
(whole class) 

Afternoon Meeting Zoom 
(whole class) 

Afternoon Meeting 
Zoom (whole class) 

 Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessional 

Special Ed 
Teacher/Paraprofessio
nal 

      

  Parent Training 4:00-5:30  Parent/Student Office 
Hours 3:00-4:00 

 

  Special Ed Teacher  Special Ed Teacher  

 

3. Describe what the parent should expect in the way of regular, ongoing 
communication from their child’s special education liaison. 
Mrs. Smith, your child’s special education teacher, is your primary contact. If you have 
any questions or concerns, please feel free to contact her via email. In addition to the 
communication outlined above, you can expect the following regular communication 
from Mrs. Smith: 

• Email to student/parent from Mrs. Smith each Monday morning 

• Student/parent office hours with Mrs. Smith every Thursday at 3 p.m. 

• Email to student/parent each Friday afternoon with summary from the week and 
content for the following week (including lesson plans with links/materials/specific 
instructions/time that it should take/objectives being addressed) 

 
Hybrid Instruction 

1. Describe how and when the school district obtained parental input regarding the 
proposed differences in provision of special education services in a hybrid model. 
Mrs. Smith spoke with Student B’s parent via telephone on August 2, 2020. They 
reviewed the current IEP grid and discussed how the services will be delivered through a 
hybrid model (a combination of in-person and remote). 
 
 

2. Describe any differences in the child’s schedule as compared with the 
school/district’s overall instructional plan. 
As you are aware, the school or district is implementing a hybrid schedule for most 
students. Students have been divided into cohorts and are scheduled to be in school 
accordingly. A majority of students are attending classes on Monday and Tuesdays 
(Cohort A) or Thursdays and Fridays (Cohort B). All students will be remote on 
Wednesdays to allow for schools to be cleaned and disinfected. Student B is scheduled 



 

 

to attend school all days that students are in-person (Mondays, Tuesdays, Thursdays, 
and Fridays). 
 

3. Describe how the accommodations, modifications, and services outlined in the 
student’s IEP will be provided differently than as written in the current, signed IEP. 
Student B’s science class is being held in-person on Mondays and Tuesdays and via 
Zoom on Wednesdays, Thursdays, and Fridays. For classes that are being held 
remotely, Student B will participate from his special education classroom on Thursdays 
and Fridays. A paraprofessional will support Student B in the remote science class. 

 
4. Describe the plan to provide IEP accommodations, modifications, services 

remotely. 
On Wednesdays, schools will be closed for cleaning and sanitation. The following 
outlines Student B’s services on Wednesdays: 
 

Name of Service(s)/Provider When How 

Social Skills (Special Education 
Teacher) 

8:30-9:15 Morning Meeting – Zoom (whole 
class) 

General Ed Science 
(Paraprofessional) 

10:00-10:45 Direct Instruction – Zoom 

Academics (Paraprofessional) 11:30-12:30 Direct Instruction – Zoom  

Academics (Independent Work) 1:00-1:30 Independent, supplemental work 

Social Skills (Special Education 
Teacher) 

1:30-2:00 Afternoon Meeting – Zoom (whole 
class) 

 
5. Describe what the parent should expect in the way of regular, ongoing 

communication from their child’s special education liaison. 
Mrs. Smith, your child’s special education teacher, is your primary contact. If you have 
any questions or concerns, please feel free to contact her via email. You can expect the 
following regular communication from Mrs. Smith: 

• Email to student/parent from Mrs. Smith each Monday morning. 

• Student/parent office hours with Mrs. Smith every Thursday at 8:30 a.m. 

• Email to student/parent each Friday afternoon with summary from the week and 
content for the following week (including lesson plans with links/materials/specific 
instructions/time that it should take/objectives being addressed). 

 


