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The Special Education Program Adaptations Document (PAD) 

Completing the Special Education Program Adaptations Document (PAD) for Blended and Remote 

Learning.  
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Introduction  

This training guide provides step-by-step instructions to complete the Special Education Program 
Adaptations Document (PAD) for Blended and Remote Learning for students attending DOE schools. 

The PAD summarizes a student’s recommended special education programs, related services, 
paraprofessional services, Assistive Technology, and/or Behavior Intervention Plan from their latest 
finalized Individualized Education Program (IEP) and, based on consultation with the parent, explains 

how key elements of the student’s recommended special education programs will be delivered at 
the start of the 2020-2021 school year.  

 
For content guidelines, refer to the Special Education Program Adaptations Document (PAD) for 
Blended and Remote Learning on the Special Education 2020 page.  

https://infohub.nyced.org/school-year-2020-21/return-to-school-2020/equity-and-excellence-our-continued-commitment/special-education/special-education-program-adaptations-document-pad-for-blended-and-remote-learning
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Completing the Program Adaptations Document (PAD) 

1. Navigate to the student's documents. From the Create New Document dropdown menu, select 

Program Adaptations Document (PAD). 

2. Click Go. 

 

3. Enter a label/comment (optional) and click New. 

 

4. Change Contact Information is preselected to Primary Contact and can be changed to 

Secondary Contact, if necessary.  

  

Note: The date field will automatically populate with the document’s finalization date.  

5. Parent input must be sought in developing the PAD. To document parental outreach attempt(s): 

a. Enter Date/Time. 

b. Enter Phone Number. 

c. Check Yes or No to Was the outreach successful? If No is checked, an additional row(s) 

will display to document up to eight (8) additional outreach attempt(s).  

d. Enter Notes. 
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Note: You must make three parental outreach attempts on at least two days before completing this 

document without parent consultation. All outreach attempts must be conducted in the parent’s 
preferred spoken language. If the preferred spoken language is any language other than English, the 
guided message below will appear at the top of the document.  

 
Additionally, if the parent's preferred spoken language is other than English, a note should be 

included in the textbox of the outreach field explaining how the parent's language needs were 
met. The user should indicate if the call was conducted in the parent's language, if an interpreter was 
used, or if the parent communicates comfortably in English. 

 

 

6. After a successful attempt has been documented, the following paragraph will display: 

 

Note: The date in this paragraph populates with the date of latest successful outreach.  

Note: After three unsuccessful attempts, you have the option to log additional attempts and the 

following paragraph will display, as shown in the image below. 

 

7. Click lookup to select the staff contact. 
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8. The Student Information section prepopulates with information from the student’s profile and/or 

most recent finalized IEP. The English Language Learner (ELL) Status prepopulates with information 
from the student’s profile, if available. If not, then the ELL status becomes editable. The Disability 
Classification, populates from the latest finalized IEP and is not editable.  

 

Special Education Program  

The following sections display on the PAD in accordance with the student’s latest finalized IEP 
recommendations.  

9. The Special Education Program section prepopulates with information from the student’s latest 

finalized IEP.  

 

10. For each of the listed program recommendations, blended and remote learning descriptions will 
display.  
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Note: If recommended for Adapted Physical Education, Special Education Teacher Support Services 

(SETSS), and/or Indirect SETSS on the latest finalized IEP, blended, remote, and in-person learning 
descriptions display for each.  

11. If the program recommendation for the Language of Service is a language other than English for 

ICT or Special Class, check Yes or No to Will the student be served in-person AND remotely by a 

teacher with the [insert language] bilingual extension for all recommended periods?  

 

12.  If Yes, then you may move on to step 13. If No, you must confirm the alternate placement 

paraprofessional, then complete the required textbox field.  

 

13. Complete required textbox field.  

  



 

InfoHub: Homepage September 2020 Page 6 of 11 

Related Services 

14. The Related Services section displays on the PAD only if the student has a related services 

recommendation on their latest finalized IEP.  

 

Note: The following sentence will appear in the Related Services section if the student has been 

recommended for School Nurse Services: For information regarding nursing, please contact the 

nursing agency or call 311. 

Paraprofessional Services 

15. The Paraprofessional Services section displays on the PAD only if the student has a 

paraprofessional recommendation on their latest finalized IEP. Complete the required text box 
field.  
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Assistive Technology 

16. The Assistive Technology section displays on the PAD only if the student has a assistive technology 

recommendation on their latest finalized IEP. Complete required text box field.  

 

Behavioral Intervention Plan 

17. The Behaviorial Intervention Plan section displays on the PAD only if the student needs a 

behavioral intervention plan as indicated from their latest finalized IEP. Complete required text 
box field.  

 

Additional Information 

18. Complete Additional Information textbox field, when applicable. 
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19. Click lookup to select the staff contact. 

  

Note: Language displayed in the image above will vary, depending on the student’s IEP 

recommendations for Transportation, Travel Training, and/or Transition Activities (if the student is age 
15 or older).  

20. Click Save, Done Editing.  

 

Printing Translated PAD Summary 

If the Parent’s Preferred Written Language is a Language Other than English or Spanish 

1. If Parent Preferred Written Language is a language other than English or Spanish, click the guided 

message at the top of the page: Click here to print the translated PAD Summary. 

 

2. Click the Print icon to print the translated PAD summary. 

3. Click Save, Done Editing. 
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4. Click guided message: Click here to finalize this document.  

 

Note: The document may also be finalized by clicking the Set Document dropdown menu and 

selecting Status from Draft to Final. 

If the parent’s Preferred Written Language is Spanish 

5. If Parent Preferred Written Language is Spanish, then the translated document will appear at the 

bottom of the completed PAD as part of the printed document.  

 

Finalizing the Program Adaptations Document (PAD) 

1. Click Set Document. 

2. Click Status from Draft to Final from the dropdown menu. 

 

3. Click Accept. 
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4. Click OK to finalize the document. 

  

Sending/Printing the Program Adaptations Document (PAD) 

1. Click Send/Print Letter. 

 

2. Click OK to record event.  

 



 

InfoHub: Homepage September 2020 Page 11 of 11 

3. Enter all necessary information. 

4. Click Accept/Print and send home to parent. 

 

Note: If the parent has agreed to receive communications related to the IEP via email, the document 

may be saved as a PDF and emailed to the parent using email encryption. You may find instructions 

on Saving a SESIS document as a PDF file on the InfoHub.  

https://infohub.nyced.org/docs/default-source/default-document-library/saving-a-sesis-document-to-print.pdf
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