


 
COVID-19 Plan of Action for 504 case managers 

Updated 8/3/2020 
 

 
Please hold 504 Plan meetings for the following students:  
 
* All students whose 504 Plans (annual) are due, by the annual due date  
 
* Students who are newly 504 qualified, within 30 calendar days of their eligibility 
 
* Students whose current 504 Plan cannot be implemented, as written, within the distance 
(virtual) learning environment  
 
Please hold 504 Reevaluation meetings for the following students: 
 
*All students whose 504 Reevaluations (three-year) are due, by the triennial due date;  
 
*Students whose impairment/limitations have significantly changed since that last time they 
were evaluated (even if their reevaluation due date is not coming up this year)  
 
 
Logistics for Virtual Meetings  
 
1. Each school has been assigned one teleconference line that is dedicated for special 
education and Section 504 meetings. Please work with your school administration for the 
specific expectations regarding reserving this line.   In addition, other options for virtual 
meetings include Blackboard Collaborate Ultra or Google Meet. 
 
2. As you schedule meetings, you will need to ensure the following:  
 
a. You have done your best to determine a mutually-agreeable time to meet with the parent(s) 
and school staff;  
b. You have access to the dedicated teleconference line (or appropriate alternative) for the 
meeting; 
c. You have identified necessary staff to participate in the meeting, and have determined a time 
that will work with their – and your - current distance learning responsibilities and schedules;  
d. Don’t forget that you may need to work your schedule around the availability of an interpreter, 
if applicable. (Please scroll down to the bottom of this guidance document for specific 
information about utilizing language services interpreters. Direction regarding virtual meetings is 
highlighted). 



 
 
3. Please take advantage of the email feature on the SEA-STARS Team tab. When the 
meeting has been scheduled, please send an email out to the entire team, including the 
parent(s) (and student, if appropriate), and attach the following documents to the email: 
 
a. Appropriate 504 meeting notice (Plan or Reevaluation) (finalized pdf)  
b. 504 procedural safeguards (available in the process documents list)  
c. The student’s most recent 504 Reevaluation and/or Plan document, so that everyone has a 
starting place for discussion  
d. Include in your email message a reminder that 504 information is available on the public site 
at https://www.fcps.edu/academics/academic-overview/special-education-instruction/special-
education-procedural-support/Section-504-information.  504 forms (including translated 
versions) are available at https://www.fcps.edu/academics/academic-overview/special-
education-instruction/special-education-procedural-support-12.  
e. Also include in your email message that you would be happy to send a copy of the draft 504 
Plan or Reevaluation to the parent via email at the conclusion of the meeting, to allow them to 
review the draft (along with the rest of the school team) prior to finalizing it.  
 
 
4. As with in-person meetings, it is often useful to copy and paste information from the current 
Reevaluation and/or Plan onto a Word document in advance of the meeting, to allow easier 
editing for the current 504 documentation.  
 
5. When your team has validated (but not yet finalized) the current 504 Plan or Reevaluation 
paperwork, consider using the Print Preview feature. Save a copy of the “print preview” version 
to email to the entire team, including the parent(s) and student, if appropriate, before you 
finalize the draft. (Again, please make use of the email feature on the SEA-STARS Team tab.) 
Make sure that if you choose to email the “print preview” version to the parent, you have 
identified in the email that this is a DRAFT and you are asking that the parent and school team 
review and alert you to any proofing or substantive errors. We are not required to obtain parent 
consent (unless you are soliciting permission for formal assessment), but this procedure will 
help the team ensure that the Plan and/or Reevaluation document(s) accurately reflect the 
meeting conversation, and do not include information that is confusing or incomplete.  
 
6. If the team does recommend formal assessments, the parent may provide an electronic 
signature, email or text their consent/lack of consent. 
 
 
7. When you are ready to finalize the document, make sure that:  
 

a. The participants listed on the document are accurate, as you will not be printing  out 
the document for participants to sign;  
b. The meeting date on the document is correct.  
 
 
 
 

 
 



8. Once the document is finalized, you will email a copy of the finalized document to parent(s), 
and alert teachers that the finalized document is available for view in SIS.  
 
9. Please remember to close out your case so that everything is visible in Historical Documents.  
 
Kathy Murphy  
Section 504 Specialist  
8/3/2020 
  
 
 
FCPS Language Services Telephonic/Virtual Interpretations  
 
FCPS Language Services provides telephonic/virtual interpretations through FCPS interpreters. 
Teachers or staff members must contact interpreters to request the service. This is not a 
language hotline. List of available languages by Language Services: Amharic, Arabic, Chinese, 
Dari, Farsi, French, Hindi, Japanese, Korean, Mongolian, Portuguese, Punjabi, Somali, 
Spanish, Swedish, Tagalog, Tamil/Telegu, Turkish, Twi, Urdu and Vietnamese.  
 
The Office of Language Services has a list of interpreters who can be a part of a 3-way 
conference call or virtual meeting (via Google Meet or Blackboard Collaborate). For a list of 
interpreters, contact LS_Oral_Interpretation@fcps.edu and for questions, contact the Language 
Services Specialist, Katie Han at kjhan@fcps.edu. 
 
For a 3-way telephonic interpretation, the following protocol must be followed:  
 
• From any smartphone, the teacher/staff member would call an interpreter from the LS list who 
speaks the appropriate language.  
• After contact has been made with an interpreter, the teacher would then use the “add a call” 
and “merge call” features of the smartphone to establish a 3-way phone call with the family.  
• When the 3-way conference call has been established, the teacher would take the lead in the 
conversation and the interpreter would only interpret what is being said by both parties. 
(Interpreters are not allowed to add to, or edit, any part of the conversation nor provide their own 
opinions.)  
 
For a virtual meeting, the appropriate meeting link should be sent to the interpreters for 
them to access.  
 
• At the conclusion of the call/meeting, the teacher/staff member must email 
LS_Oral_Interpretation@fcps.edu to obtain a job number and provide the following information 
in order for the interpreter to receive compensation*: 
o Requester’s Name & School:  
o Name of interpreter used:  
o Language:  
o Date of phone conference/meeting:  
o Start time:  
o End time:  
o Did the interpreter prearrange this meeting with the parent prior to the meeting? Yes or No  
 
 



*There is no need to send this information if a 3-way call has not been established. Leaving a 
voicemail does not qualify as a 3-way conversation. Note: School staff should never ask 
interpreters to call a list of families to deliver a one-way message. The telephonic interpretation 
service is only available for 3-way conference calls. 



SECTION 504: 
COVID-19 Frequently Asked Questions 

 
 
Updated FAQs as of 8/3/2020 
 
 
Q: How do I access tech support for SEA-STARS?  
 
A: The DSS Support Team is providing remote support via email. Technical questions may be 
submitted via email to DSSSupportTeam@fcps.edu.  
 
Q: Does the WIDA Access Accommodations document need to be completed for English 
Learner students’ 504 Plans at this time?  
 
A: Yes.  You should coordinate with the ESOL teacher directly to discuss potential WIDA 
accommodations, and then share out the proposed draft of the WIDA Access Accommodations 
document with the team and parents ahead of the meeting, to allow for the most streamlined 
approach to completing your meeting.  
 
Q: What are the allowable virtual meeting platforms for Section 504 meetings? 
 
A: You may use your school’s dedicated teleconference (bridge) line, Blackboard Collaborate 
Ultra, or Google Meet. Current guidance allows for the use of the video feature on either BBCU 
or Google Meet. Staff may also record meetings using either of these platforms. 
  
Q: Where can I find information that has been communicated to families of students with 
disabilities?  
 
A: A regular communication with Special Services tips, news and information continues to be 
sent to families of students with disabilities. This communication may be found at: 
https://www.fcps.edu/node/40870. 
 
 
Q: Where might I find additional strategies and tools to adjust accommodations to 
address a student’s distance learning needs?  
 
A: The Department of Special Services has created an Accommodations Toolbox that is very 
helpful and user-friendly: 
https://www.fcps.edu/sites/default/files/media/forms/AccommodationsToolbox.pdf. These tools 
are helpful for students with and without disabilities. 

 

 

 

 



Q: In reviewing students’ 504 Plans, we are discovering that there are certain 
accommodations/services that are still relevant and needed, but may need to be adjusted 
to fit the virtual learning space.  How do schools handle this?  
 
A: In some cases, school staff members may have to consult with families and students to 
ensure that there is general understanding around what can and cannot be implemented directly 
by FCPS staff during distance learning. There may need to be greater levels of consultation and 
collaboration between home and school, at least initially, to move forward with the Plans for 
students. However, if there is a wide gap between supports that were provided to the student 
during in-person instruction, and what is being provided virtually, teams are advised to schedule 
a 504 Plan meeting to determine appropriate accommodations and services for the student.  
 
Q: How will we obtain parent and staff participant signatures on documents?  
 
A: For meetings that are being held virtually, 504 Plan and Reevaluation participant signatures 
will not be required. Case managers should take special care to ensure that the meeting 
participants are identified correctly within SEA-STARS. 

Q: What are the expectations for outlining appropriate accommodations/services on a 
student’s 504 Plan? 

A: It is suggested that the knowledgeable committee should discuss relevant accommodations, 
supports and/or services that the student requires based how their impairment(s) substantially 
limits one or more major life activity.  It will be necessary for each committee to address how 
supports will be implemented in a virtual and in an in-person environment, since there is a high 
likelihood that many students may shift from an all-virtual to a hybrid or completely in-person 
learning environment during the current school year. 

Q: Are there Section 504 accommodations/services that will not be able to be 
implemented in a virtual (distance) learning environment?  

A: It depends. Each student with a disability is an individual, and their 504 Plan was developed 
to meet their unique needs. Case managers should review their students’ 504 Plans, and reach 
out to staff and parents right away if there are any concerns that accommodations or services 
may not be able to be met, as written, within a virtual learning environment. If there is a 
possibility that any portion of a student’s 504 Plan may not be able to be implemented within the 
current distance learning setting, 504 case managers are advised to schedule a 504 Plan 
meeting to address any needed modifications. This is especially true for all students who are 
receiving a related service or other special education service or class via their 504 Plan. Please 
remember that FCPS continues to have an obligation to provide a free appropriate public 
education (FAPE) to every child with a 504 Plan. 

Q: How is FCPS handling local screening committee (LSC) referrals during the COVID-19 
pandemic?  

A: FCPS continues to have a Child Find responsibility, even during this unprecedented 
situation. If an individual suspects a student of having a disability under the Individuals with 
Disabilities Act (IDEA), and/or under Section 504, that individual should contact the school 
principal, student’s teacher or counselor, or other staff member to make a verbal or written 
referral. These referrals should be forwarded immediately to the school’s LSC chair, so that LSC 
meetings may be scheduled in a timely manner. 
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