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INTRODUCTION:  
At Cape Cod Collaborative our concern is always for the well-being of all our students, families, 
School Districts, and staff. CCC has two public day schools, STAR Program in Osterville and 
Waypoint Academy in Sandwich which serve 100+ students from over 14 school districts and 
employ 69 program staff.  We are committed to preparing and planning for emergencies that 
could have a large-scale impact on our school community.  An important component of our plan 
includes exploring alternative instructional delivery methods. This document does not address 
employment issues. Instead, it addresses how we, at Cape Cod Collaborative, can best prepare 
ourselves in the event of prolonged absences and/or school closures.  We will all work together 
with our member districts to ensure that we support learning for all our students.  
 
Distance Learning may be necessary to accommodate students at varying levels:  When school is 
open, but there is an uptick in absences (Level 1 Situation), when school is open, but there are 
prolonged absences (Level 2 Situation), or when school is closed for long periods of time (Level 
3 Situation).  Within each Level, planning will focus on:  1.  Communication; 2. Resources and 
Delivery of  Instruction.  Cape Cod Collaborative public day schools serve a diverse population 
of students with disabilities.  Resources and Deliver of Instruction will be individualized to meet 
the needs of different populations of learners.  Each situation presents unique challenges in 
planning delivery of educational services for all involved. 
 
CCC understands the challenge in altering the learning environment to a remote option. 
Relationships and interactive learning is a strength of STAR and Waypoint programming and a 
focus on connection and communication will remain a primary goal.  
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LEVEL 1 SITUATION: School is Open While Absences are Increasing 
School is open, but there is an uptick in absences. Students and/or staff are absent more 
frequently and in greater numbers. There may even be some students here and there who have 
temporary medical accommodations for attendance in place.  
 

1. Communication 
Program Administration: Monitor level of attendance for both staff and students.  Communicate 
with district liaisons as is necessary. 
 
Counselor & Nurse:  Communicate individually with students/family and/or staff to monitor 
status.  Communicate with families that students should stay home if they are sick.  Reassure 
students and families that students will have support.  Phone conferences are available upon 
request. 
 
Teachers:   Daily work assignments can be communicated to support students to continue 
progressing, but also to assist students to get back on track after an absence.  Teachers should 
review expectations with students what to do when they are absent. For students able to complete 
independent work, remind them to check your daily posts or emails (e.g. Google Classroom or 
Schoology) each day.  For students not able to complete independent work, teachers can reach 
out to families to help embed skill practice into daily routines.  Reassure students and families 
that students will have support.  Phone conferences are available upon request. 
 
High absences of Teachers and/or paraprofessionals may require flexibility in meeting the daily 
schedule.  Paraprofessionals may be asked to cover different classrooms/students from the 
typical day.  Teachers may be asked to combine classrooms to accommodate coverage.  
 

2. Resources and Delivery of Instruction 
Teachers should maintain their classroom systems up to date (e.g. Google classroom, Schoology, 
Individual Instructional Programs).  Include class agenda, links to resources, notes, slides and 
any copies distributed to other students, along with any homework assignments.  The diverse 
population of students attending the STAR Program will require individual planning as needed. 
 
When possible, lessons may be recorded to share with students upon their return.  Zoom may 
also be used to allow students absent due to illness to participate remotely in real-time or lessons 
may be saved to Google classroom or Schoology.  Links to google docs, videos, external 
websites, etc. may be made available to students or families. 
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LEVEL 2 SITUATION: School Is Open With Significant And Prolonged Absences 
School is open, but with significant and prolonged absences. Instructional continuity in this 
situation is a hybrid model where some students are physically present, some are virtually 
present, and others are absent. During Level 2, the plan is to support families with mitigating 
health circumstances who are more vulnerable and may need to stay home, those who may be 
quarantined but otherwise able to participate in school, and those who are recovering from illness 
and want to get back on track.  
 

1. Communication 
Program Administration: Monitor level of attendance for both staff and students.  Prolonged 
absences for staff should be reported to HR and Executive Director as needed.  Prolonged 
absences for students should be reported to the Executive Director as is necessary. 
Communicate with district liaisons as is necessary (e.g. beyond 5 days, hospitalization, etc.).  
 
Program administrators and School Counselors are the “point people” to make sure teachers and 
other stakeholders, including nurses & therapists, are aware if a student is on an extended 
absence when families notify the school. If a student or parent communicates directly with any 
member of the school community that they will be attending virtually, that faculty/staff member 
is requested to let the school counselor or Teacher liaison know as soon as possible.  
 
Counselor or Nurse:   Communicate individually with students/family and/or staff to monitor 
status.  Communicate with families that students should stay home if they are sick.  Reassure 
students and families that students will have support.  Phone conferences are available upon 
request.  Counselors should maintain communications with any collaterals involved for student 
prolonged absences. 
 
Teacher:  Similar to Level 1, teachers need to post daily updates (e.g. email, Google Classroom, 
Schoology). At Level 2, updates may need to be expanded to include everything done in class, 
not just an overview. It can be considered as more of a “This is what you should have learned 
today,” rather than a list of “This is what I taught/we did today.”  The diverse population of 
students attending the STAR Program may require individualized planning. 
 
High absences of Teachers and/or paraprofessionals may require flexibility in meeting the daily 
schedule.  Paraprofessionals may be asked to cover different classrooms/students from the 
typical day.  Teachers may be asked to combine classrooms to accommodate coverage.  
 
Therapist (OT/PT/Speech):  If a family has communicated a student’s prolonged absence, 
therapists should collaborate with the classroom teacher(s) to integrate any therapy activities as 
is possible.  Some families will require direct communication by a therapist. 
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2.  Resources and Delivery of Instruction: 

Teachers can preload resources when possible into Zoom/google drive, Schoology or Google 
classroom to allow students to access.  Keep posting daily updates, including: the agenda of what 
you did in class; links to resources, notes, powerpoint slides, and copies distributed to students 
who were present; expectations for homework; screencasts of lessons and lectures whenever 
possible.  
 
The diversity of the CCC student body will require individualized planning for students. 
Resources and supports, suggested schedules, links to websites, etc. should be directed and 
appropriate to student content levels and levels of independence (maintaining any 
accommodations and/or modifications necessary). 
  
Consideration for assessments of student knowledge will need to be planned.  Google forms or 
google docs can be utilized for students to demonstrate their knowledge.  Zoom sessions or 
phone conferences may also be planned for discussion and/or oral presentations.  You may also 
choose to give everyone an alternative type of assessment for this period of time, such as a 
long-term project that is due at a later date in the trimester.  
 
Determine how and how often you will check in with your students virtually or via phone. You 
may consider a discussion board for students to post questions and raise any issues that they are 
having and/or correspond via email. The goal with these checkpoints is both to ensure students 
are following along and to share the responsibility of focusing on learning with the rest of the 
class.  If students are falling behind (or not participating at all), be sure to notify their counselor, 
who will follow up with the family and loop in the appropriate administrator as is necessary.  
 
As you begin to think about the possibility of remote learning, either for some or all of your 
students, start thinking of what is most essential for student learning. Some of your existing 
expectations may not serve students in this unique moment. Teachers should work with the 
student and the counselor to devise a plan for student work and recovery. Some students may not 
have constant access to the Internet, so there may be delays in getting assignments completed by 
the due date. During this phase, we will need to work with students to do the best they can.  
 
If a significant number of students are absent for a longer period of time, a flexible attendance 
plan can be discussed with Program Administration and the district liaison. If students cannot 
physically be at school but are able to attend virtually, they can join their classes remotely to 
keep up with their studies. The school will activate an additional attendance code allowing 
teachers to mark students remotely present. A student may be able to attend with audio only (e.g. 
call in class). 
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Students who are ill and unable to virtually attend should focus on getting better.  Program 
administration will communicate with the district liaison to determine if a home/hospital plan 
should be considered.  Another option to be considered for prolonged absences is tutoring if it is 
safe to do so. 
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LEVEL 3 SITUATION: SCHOOL IS CLOSED AND LEARNING IS REMOTE  
School is closed.  All classes are held remotely. The priority focus is to maintain communication 
with all parties involved and continue to support accessible learning opportunities for all 
students.  Maintaining skills, deepening knowledge for skills taught and generalizing skills 
outside the traditional classroom setting are the primary goals.  
 

1.  Communication 
 All staff are responsible for maintaining a communication log to document correspondence 
regarding student programming.  Communications may include, phone calls, emails, virtual 
meetings, mail correspondence. 
 
Program Administration and Counselors: Direct communication (e.g. phone, email, mail, 
virtual) with every family is the first step.  Ensure that families have basic needs met and access 
to immediate resources (e.g. food, internet, health information, computer/devices, etc.).  
 
Program administration will be working with all staff to adjust methods of communication and 
delivery of instruction to meet students’ and family’s individual needs.  A schedule for virtual 
staff meetings will be developed/shared. 
 
The Director of Programs should consider updates to the CCC website as is necessary. 
 
The Director of Programs should maintain regular updates (at least weekly) to District liaisons, 
to families, and to staff. 
 
The Director/Assistant Director of Programs should monitor all correspondence and guidance 
from State, Federal , and local agencies related to educational programming, health and safety. 
 
Counselors:  Consult with Program Administration to collaborate on initial direct 
communication.  Safety plans and crisis management for families will be developed as needed. 
Communication with any student collaterals should also be initiated. 
 
Nurses:  In the case of health reasons for school closure, nurses should monitor correspondence 
with the Department of Public Health (DPH) and/or Centers for Disease Control and Prevention 
(CDC) and monitor staff and student information.  It is expected for continual communication 
with the Director of Programs and Executive Director.  
 
Teacher: Develop a schedule for contact with families.  Teachers should maintain 
communication with classroom paraprofessionals to engage them in planning and development 
of activities. 
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Therapists (OT/PT/Speech):  Develop a schedule for consultation with staff and as needed. 
Therapists should work in collaboration with Teachers and/or Counselors for direct 
communication with students or families.  
 
Professional Development:  As staff may have their work day time disrupted due to school 
closure, daily schedules will vary.  All staff may utilize additional time in their day when not 
doing instructional planning, data analysis, communications, meetings and/or student 
interactions, etc. to participate in program-directed and self-directed professional development 
opportunities.  Program administration will work with individuals and groups of program staff to 
direct these activities. 
 

2.  Resources and Delivery of Instruction 
 
TEACHING DURING A LEVEL 3 SITUATION 
At Level 3, school will be closed and all students will be asked to access learning remotely. Staff 
may also be working remotely, but could work from school unless there is a building closure. 
This determination will be made by the Executive Director. If school is closed, but a school 
building or office is open, teachers might be able to collaborate in real-time at school (while 
maintaining social distancing). Virtual meetings are encouraged. 
 
At this level, the delivery of instruction will fundamentally change. Staff will need to think about 
teaching in chunks and providing links and resources that can be independently accessed by 
students and or family members.  The STAR Program and Waypoint Academy have very diverse 
populations and instruction will need to be individualized to the school, class, and individual 
student.  This will be an extremely challenging time for families, so pacing of information and 
expectations will need to be carefully planned.  
 
For prolonged closure (e.g. 4 weeks or more), each school program will continue to provide 
updates to families on ways to support their child for learning opportunities in the home setting. 
Staff will work together to develop individual plans.  
  
Support should include:  

● A suggested daily schedule framework that balances academics, physical movement, and 
enrichment activities  

○ Encourage at least half a student work day for maintaining academic participation 
● A weekly schedule that outlines interactive opportunities.  This may include a lesson (live 

or pre-recorded), “office hours”, discussion/meeting times, etc.  
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○ Teachers should have a minimum of two interactive opportunities a week with 
their classroom group. 

○ Teachers and Counselors at Waypoint, and Teachers and Therapists at STAR, 
should work together to attempt at least a weekly 1:1 with each student. 

● A weekly schedule that includes links and resources individualized to the class and/or 
student 

● A student’s CCC Team contact information should be shared. 
 
A remote learning format will vary by school program and/or classroom.  Students capable of 
doing at or near grade level work may have work outlined via Google Classroom and/or 
Schoology.   Students with more significant learning needs that require extensive modification 
will have focused activities that can be incorporated into a home schedule.  Therapy activities 
can be embedded within home routines, as well as therapy-specific resources shared.  
 
Learning activities will focus on expanding and deepening previously learned skills, as well as 
generalizing skills outside of the classroom setting.  Teachers will focus on providing feedback 
to any work completed.  Teachers should focus on evaluating what students understand and 
development of key skills.  Project-based learning may be assigned or other independent research 
projects.  Provide deadlines to give students structure and accountability.  This will help gauge 
student progress.  Keep in mind, however, in the absence of support, some students will find this 
transition to remote learning challenging.  Be flexible in allowing students to redo and resubmit 
assignments after receiving feedback or even after we return to school.  
 
When schools are reopened and students return to a regular on-site school schedule, all staff will 
work to determine student levels and what (if any) additional services may be warranted. 
Communication with individual district liaisons will guide this process. 
 
EXPECTATIONS FOR INSTRUCTIONAL STAFF 
(STAR and Waypoint: Teachers, Paraprofessionals, Counselors, Nurses, Therapists) 
Assuming you are well enough to teach, the expectation is that you continue to keep your classes 
moving. Expectations for remote learning: 
 

Communication Staff are expected to be accessible online to students as outlined above. 
Post all instructions, assignments, and learning materials when possible to Schoology or 
Google Classroom or develop packets of information and materials to share with families 
and students.  Provide ongoing feedback to students and families.  Please check your 
email at least twice daily and try to answer your email by the next day when possible. 
All staff should maintain a communication log to document any correspondence with 
students, families, collaterals, districts, etc.  Program administration (Program 
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Coordinators, Director & Assistant Director of Programs) should maintain ongoing 
communication with District liaisons. 
 
Attendance.  Each Program staff person will be expected to complete a “Work Summary 
sheet” daily and submit each week to Program administration.  Categories of 
participation will include:  Communications, Planning & Instruction; Special Education 
Requirements; Professional Development. Staff meeting schedules will be shared for 
each school program and the Director of Programs will hold at least weekly meetings 
with all staff.  Virtual (Zoom) meetings will also track login participation.  Teachers, 
therapists, counselors, administrators should maintain attendance and participation in any 
meetings, lessons, office hours, etc. for periodic updates to administration.  
 
Modifications and Accommodations.  Staff need to work together to ensure that both 
student and family learning/accessibility needs are being met.  Maintain consideration to 
modifications and accommodations being provided whenever possible.  
 
Special Education Timelines.  Staff need to adhere to previously set timelines to the 
best of their ability for IEP development, progress notes, and evaluation periods. 
Administration will work individually with district liaisons to determine any next steps. 
Upon return to school, staff should prepare to assess (informally and/or formally) to 
determine any loss of skills and/or if additional services may be warranted. 

 
Teachers and related service providers will not be evaluated on the lessons and support that they 
are providing during the distance learning period.  Administration is available for support and 
guidance as we navigate this new learning format.  Maintaining connection, interaction, and 
engagement with our students and families - and each other -  is a primary goal. 
 
EXPECTATIONS FOR SCHOOL COUNSELORS 
Counselors will continue to reach out to students,families and student collaterals.  Counselors 
will respond to any concerns, questions or crisis support.  Communications may be one-on-one 
or joint virtual classroom groups.  Counselors may also set up “office hours” for consistent 
access times.  Counselors will be available to help support students and may choose to lead small 
groups online for study sessions, tutorials, or personal support and remind students that school is 
still in session. Counselors will work with families about attendance/participation concerns, 
student health and support students in getting back on track. Counselors should maintain a log of 
their student and caregiver interactions. Counselors will provide resources and information to 
students, families and staff.  Counselors will report out to the Directors & Program Coordinators 
to communicate student/family status and needs.  Counselors may be asked to provide 
professional development to staff or families. 
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EXPECTATIONS FOR SCHOOL NURSES 
School Nurses will be expected to maintain contact with students and their families within their 
school and students identified as high risk and provide resources and health information.. School 
Nurses may also work on updating student records or the Health and Wellness Plan. School 
nurses should maintain a log of their student and caregiver interactions.  Nurses may be asked to 
provide professional development to staff or families. 
 
EXPECTATIONS FOR THERAPISTS 
Therapists (OT/COTA, PT, SLP/SLPA) are expected to continue consultation to program staff. 
Therapists should coordinate with teachers and Program Coordinators for maintaining 
connection and communication with students on their caseloads.  Therapists may reinforce 
activities and skills previously taught to students, but we are not providing direct therapy during 
this period of school closure.  Therapists should provide resources and activities for families to 
do at home with students or that students are able to do independently.  Scheduled interactive 
time can be done through joining with a teacher, meeting 1:1 virtually with a student or parent, 
or phone calls as appropriate.  Therapists may set up virtual “office hours” to respond to 
questions regarding therapy home activities.  Therapists are expected to participate in any 
scheduled virtual staff meetings and professional development activities.  Therapists will be 
asked to provide professional development activities to staff and possibly parents. 
 
EXPECTATIONS FOR PARAPROFESSIONALS 
Paraprofessionals are expected to participate in any scheduled virtual staff meetings and 
professional development activities. Paraprofessionals should stay in contact with the lead 
teacher and/or Program Coordinator to participate in other activities as needed.  These activities 
may include: materials preparation, lesson planning participation and ideas, delivery of activity 
packets and/or food to families, etc.  Paraprofessionals will also participate in self-directed 
professional development activities approved through the Program Coordinator.  On occasion, as 
safety allows, paraprofessionals may do projects within a school building as requested by the 
Program Coordinator.  
 
EXPECTATIONS FOR TEACHERS 
Teacher expectations have been outlined throughout this Distance Learning Plan for 
development of resources, activities, instruction and 1:1 contact with students.  Teachers are 
expected to participate in any scheduled virtual staff meetings and professional development 
activities.  Teachers should remain in communication with their classroom paraprofessionals and 
utilize their participation for preparation of materials and participation in group virtual sessions 
with students.  Teachers should remain in consultation with any therapists supporting their 
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students.  Teachers should report to the Program Coordinator and/or counselor any concerns or 
related information pertaining to a student, student’s participation, and/or family needs. 
 
WHAT YOU CAN EXPECT FROM ADMINISTRATORS 
The Director/Assistant Director of Programs will send weekly communication to districts and 
families and correspond with staff via email with updates and announcements.  The Director of 
Programs will also conduct (at least) weekly virtual meetings with all Program staff.  Program 
Coordinators will communicate daily with staff, coordinate staff meetings, and support 
follow-through for student remote learning activities.  Program Coordinators will work with the 
counselors to ensure contact with all families and/or students.  Program Administrators may 
“walk the virtual halls” by checking Schoology and Google Classroom and joining classes via 
Zoom when possible.  
 
CONTINGENCY PLANS IF YOU’RE SICK AND CAN’T FACILITATE CLASS 
If you are unable to facilitate your class, please communicate with your Program Coordinator. 
The Team will work to support ongoing interaction and learning opportunities for your students.  
 
If you require additional support, please contact HR/Beth Deck (508-420-6950, ext. 1122; 
bdeck@capecodcollaborative.org).  CCC also has an Employee Assistance Program available 
confidentially to all CCC staff  (www.EducatorsEAP.com). 
  
QUICK LINKS TO TUTORIALS FOR TECHNOLOGY TOOLS 
If you cannot find an answer to the exact question you have, a great first step is to search the 
shared google drive set up with resources “CCC School Closure Resources” for STAR and 
Waypoint.  
 
Google Classroom 

● Support Link 
 
Zoom 

● https://www.youtube.com/watch?v=l8UwTwjpE6E  
● https://docs.google.com/presentation/d/1fg9bsV0ZAURfW19SAGxQCvkSaJmMK1RAA

epN-mEvC7c/edit?usp=sharing 
 
Google Classroom  
Google Classroom aims to simplify creating, distributing, and grading assignments in a paperless 
way. The primary purpose of Google Classroom is to streamline the process of sharing files 
between teachers and students. 
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Google Applied Digital Skills is a free online curriculum that can be accessed by individual 
learners or used in a classroom setting. Project-based units help students practice basic digital 
skills using Google's G Suite for Education applications (Gmail, Docs, Sheets, etc.) 
https://applieddigitalskills.withgoogle.com/s/en/home 
 
Schoology 
https://www.schoology.com/resources 
 
PBS Learning Media 
Free standard aligned videos, interactives, lesson plans, and much more 
https://mass.pbslearningmedia.org/ 
 
National Center for systemic Improvement (NCSI) -  
Special education resources to Support Remove Learning:  https://ncsi.wested.org  
 
Padlet stie for educators and administrators:  https://padlet.com/wested/educate  
 
Department of Elementary & Secondary Education (DESE)  
COVID-19 Information and Resources for Special Educators 
http://www.doe.mass.edu/covid19/sped.html  

 
QUESTIONS: 

Anita Woods, Director of  Special Education Programs  
Christina Caputo, Assistant Director of Special Education Programs 
Paul Hilton, Executive Director 
Julia Bryant, STAR Program Coordinator 
Melissa Goldstein, Waypoint Program Coordinator 
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