
Remote Learning Planning Instruction Sheet 
 

The Remote Learning Planning sheet was created as a way to organize learning activities for 
your students and have a central location for all team members to communicate 
lessons/activities related to each student’s individualized needs.  
The sample provided demonstrates a whole week plan.  Remote Learning expectations will be 
as follows: 

● Staff members will enter the current day’s activities/lessons into the Google Doc plan by 
8:30am each morning.  

● Teachers will email parents/students the day’s activities/lessons from the Google Doc by 
9:00am each morning. Prior to emailing parents please highlight the current day plan to 
assist the parents with following the form.  

 
● All staff will be available to answer questions, communicate with parents and students, 

etc. from 9:00-2:00 each day (5 hours instructional day) 
● Parents will submit a google form each day to log their child’s attendance in remote 

learning. If a student is unavailable for learning (illness, etc.) the parents are to call or 
email following normal attendance procedures by 10:00.  Administrative assistants will 
follow up on any student who is not accounted for on a daily basis.  

 
Classroom Teachers:   A Google folder for your classroom will be shared with you by your 
administrator with individual folders for each student. Make a copy of the blank planning form 
and rename for each student in your class and put the form in each student’s Google folder. 
Fill in the teacher name, program, and teacher contact information (include email and phone for 
voicemail messages).  Once the identifying information is completed, share the student’s folder 
with all of your team members who are on the student’s educational team .  

● Provide an activity with links (if appropriate) for each of the following areas: reading/ELA, 
Math, Science/SS, and Life Skills.  

● Provide parents/students with appropriate login information for any links provided.  
● Contact paraprofessionals for support with creating materials, etc. and include 

paraprofessionals when planning a group activity by listing dates and times in the area 
next to “Paraprofessional Support.” 



● If there is an instructional area that will not be covered on a specific day please indicate 
that on the chart by stating for example, “Science not addressed today”.  

 
Itinerant/Elective/EL/PE Teachers:  Fill in your name and contact information in the chart at 
the top of the page for each student on your caseload.  

● Provide an activity for each day with links (if appropriate) for your area listed in the chart. 
If your specific area is not listed, please use the misc row to enter your information. If 
you only provide a service twice a week normally, it is acceptable to only provide remote 
learning activities for two days per week.  

● If there is an itinerant area that will not be covered on a specific day, please indicate that 
on the chart by stating for example, “No art today”.  

 
Related Service Providers: Fill in your name and contact information in the chart at the top of 
the page for each student on your caseload.  

● Provide an activity with links (if appropriate) for your area listed in the chart.  If your 
specific area is not listed, please use the misc row to enter your information. If you only 
provide a service twice a week normally, it is acceptable to only provide remote learning 
activities for two days per week.  

● If there is a related service area that will not be covered on a specific day, please 
indicate that on the chart by stating for example, “No speech today”.  

 
Nurses: Fill in your name and contact information in the chart at the top of the page for each 
student in your programs.  

● Provide a daily activity to support improved health for each student based on their 
developmental needs in the Health Services section. 

 
Paraprofessionals: There is an area for where you can provide directions and support 
available for your paraprofessionals.  They are able to virtually via computer or phone discuss 
questions students have regarding instruction you have previously given.  We encourage them 
to participate in any classroom group activity that is being planned. 
 
If there are additional resources that you would like to provide to your students/parents please 
list them in the box at the bottom of the page.  
 
The chart below shows ISBE’s recommendations and guidelines for suggested minimum and 
maximum times of engagement by each student in remote learning activities. In addition to the 
times listed below, you can provide families with additional enrichment activities that they can 
participate in if they choose to do so. Please keep these times in mind when planning lessons or 
activities for the day.  
 



 
 
ISBE samples of additional enrichment activities are listed below.  

 
 
**Reminder to staff to use SEDOL Google applications for meetings, videos, 
parent/student contacts, etc. (Google Classroom, Google Meet, Google Hangout).  Due to 
confidentiality and legal implications it is imperative to only use SEDOL provided formats 
for interactions with students.  Therefore, staff may not use Facebook groups or other 
applications not on the SEDOL technology domain. 
 
Also, please put in Frontline if you are unable to work on a specific day and request a 
substitute if you are a classroom teacher.  Substitutes will be provided during the 5 
hours of time that are available for families to contact the teacher.  Your substitute will 
require you to share your planning form with them as soon as you know you are going to 
be out. 
 
 


