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Enter a Student with an out of district IEP (from in state)

Enter a Student with an out of district IEP (from out of state)

Adding a goal to the IEP
Change time in services
Exit one or more special education services
Dismissal of ALL services at parental request
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Initial Preschool Placement
Meeting with Parents
ESY Determination and Paperwork Needed

IEP Supports

Placement: Initial/Re-evaluation

Student Qualifies for services

· SIT/Screening Documentation (must include Hearing and Vision screening)


· Prior Written Notice for Evaluation   Not for teacher use
(Hyperlink FORM)
· Notice of Meeting  - This is on Web Kids

· Parental Rights (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· Team Evaluation Summary and Eligibility (Report is optional) Not for teacher use      (Hyperlink Form)
· Must include all test information and scores

· If Team Evaluation Report is used in place of Team Evaluation Summary and Eligibility, you must at least add the agree/disagree page to the report and the report must address all eligibility issues.  (Hyperlink Form)
· Release of Information (for Doctors, Mental Health, outside family & agencies) (Hyperlink FORM document named Authorization of disclosure #2)
· IEP

· Prior Written Notice for Identification etc. (Consent/placement form)  Not for teacher use  (Hyperlink FORM)
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Student DOES NOT Qualify for services
· SIT/Screening Documentation (must include Hearing and Vision screening)


· Prior Written Notice for Evaluation  Not for teacher use
(Hyperlink FORM)
· Notice of Meeting  (Hyperlink FORM)
· Parental Rights  (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· Team Evaluation Summary and Eligibility (Report is optional)   Not for teacher use   (Hyperlink Form)
· Must include all test information and scores

· If Team Evaluation Report is used in place of Team Evaluation Summary and Eligibility, you must at least add the agree/disagree page to the report and the report must address all eligibility issues.  (Hyperlink Form)
· Make sure all paperwork is copied and given to parent and all originals are sent to the main office to the MIS clerk

Annual IEP
· Notice of Meeting – This is on Web Kids

· Parental Rights  (Parental Rights)
· IEP

· Current Hearing and vision screening in IEP

· Spectra forms for students receiving related services

· Doctor Release  (Hyperlink FORM)
· Release for billing (Hyperlink FORM)
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Enter a Student with an out of district IEP (from in state)
· Teacher/Providers type in Teacher Information Page (and turn in to main office ASAP)

· Parental Rights (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· Meet with administrator, general education teacher, special education teacher and parent as soon as possible and complete Conference Summary   (Hyperlink FORM)
· Acknowledge Special Education services on summary
· Accept current IEP or new IEP will be completed within (days) on summary
· Spectra forms for students receiving related services
· Parent Release of Information and Physician Authorization 
·  Student Information Form -enter, exit, exceptionality change
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Enter a Student with an out of district IEP (from out of state)
· Teacher/Providers type in Teacher Information Page (and turn in to main office ASAP)

· Parental Rights (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· The team can choose to adopt current IEP or conduct an initial evaluation
· Meet with administrator, general education teacher, special education teacher and parent as soon as possible and complete Conference Summary   (Hyperlink FORM)
· Acknowledge Special Education services on summary
· Accept current IEP or new IEP will be completed within (days) on summary
· Spectra forms for students receiving related services
· Doctor Release (Hyperlink FORM)
· Release for billing (Hyperlink FORM)
· Enter/Exit form (Hyperlink FORM)
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Adding a goal to the IEP
· Notice of Meeting – This is on Web Kids
· IEP Amendment attached to IEP with all required signatures (or changes can be made directly to IEP)
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Change time in services
· Notice of meeting  - This is on Web Kids
· Parental Rights (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· IEP changes
Amend Teacher Information Page 
· Prior Written Notice for Identification etc  Not for teacher use  (Hyperlink FORM)
Parent consent is required when more than 25% change in time is occurring

· Conference Summary  (Hyperlink FORM)
This should include justification of why time is changing.

· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Exit one or more special education services
· Prior Written Notice of Evaluation Not for teacher use  (Hyperlink FORM)
· Notice of Meeting – This is on Web Kids

· Parental Rights    (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· Team Evaluation Summary and Eligibility (Report is optional)   Not for teacher use   (Hyperlink Form)
· Must include all test information and scores

· If Team Evaluation Report is used in place of Team Evaluation Summary and Eligibility, you must at least add the agree/disagree page to the report and the report must address all eligibility issues.  (Hyperlink Form)
· Be specific to what services are being exited and which services are being continued (if any)

· Type exit date on IEP

· Prior Written Notice for Identification  Not for teacher use   (Hyperlink FORM)
· Be specific to what services are being exited and which services are being continued (if any)

· Spectra 

· Enter/Exit form (Hyperlink FORM)
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Dismissal of ALL services at parental request
· Notice of Meeting – This is on Web Kids

· Parental Rights (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· Conduct IEP meeting

· Prior Written Notice for Identification   Not for teacher use  (Hyperlink FORM)
· Write detailed notes explaining evaluation results and or reasons for dismissal

· Conference Summary (Hyperlink FORM)
· Write detailed conference notes explaining evaluation  results and or reasons for dismissal

· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

· If team is not in agreement, contact Special Education Coordinator

30 Day Interim IEP

A 30 day interim IEP is designed for cases when the school knows a child has been identified as a child with an exceptionality and has an IEP but allows time to locate the child’s records or conduct the assessments necessary to develop a new IEP.  

· Notice of Meeting (Hyperlink FORM)
· Parental Rights (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· Blank IEP form is used (this is a new IEP form, not an existing IEP document) 
· On Main Web Kids page go to: Special Functions  Print a Blank IEP 
· Must include all information you currently have on student

· Must include statements of what team plans on doing during the 30 day interim (further evaluation, observation, etc)

· Must include goal(s) based on need of student 

· Teacher/Providers type in Teacher Information Page (and turn in to main office ASAP)

· Spectra forms for students receiving related services
· Doctor Release (Hyperlink FORM)
· Release for billing (Hyperlink FORM)
· Enter/Exit form (Hyperlink FORM)
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Initial Preschool Placement
· Screening Documentation (must include Hearing and Vision screening)


· Prior Written Notice for Evaluation   Not for teacher use
(Hyperlink FORM)
· Notice of Meeting  - This is on Web Kids

· Parental Rights (Hyperlink to http://www.kansped.org/ksde/laws/prights/prights.html
· Team Evaluation Summary and Eligibility (Report is optional) Not for teacher use      (Hyperlink Form)
· Must include all test information and scores

· If Team Evaluation Report is used in place of Team Evaluation Summary and Eligibility, you must at least add the agree/disagree page to the report and the report must address all eligibility issues.  (Hyperlink Form)
· If student is transitioning up from Birth to Three: Team can choose to accept IFSP and evaluation information from Birth to Three.  If so, the IFSP must include all mandated IEP information.  The team will write on the IFSP, “The Student transitioned from Birth to Three Program and team agrees to accept the IFSP on (date)”.  A Teacher Information Page must be completed.
· IEP

· Prior Written Notice for Identification etc. (Consent/placement form)  Not for teacher use  (Hyperlink FORM)
· Child Outcomes Summary Form (Hyperlink to http://www.kskits.org/ta/ECOOutcomes/COSF_blank.doc
· Use the agreed upon Curriculum Based Assessment (The Carolina or AEPS) to help fill out COSF unless the student receives 1 service and is rated a 6 or 7 in all three outcomes
· Complete and turn in to office within 30 calendar days of eligibility determination
· Question and Answer (Hyperlink to http://www.kskits.org/ta/ECOOutcomes/Index.shtml 
· Make sure all paperwork is copied and given to parent, a copy is left for teacher file, and all originals are sent to the main office to the MIS clerk

Meeting with Parents once student is placed in special education (not an IEP meeting)
· Conference Summary (Hyperlink FORM)
ESY Determination and Paperwork Needed

What Is ESY?
ESY is an Extended School Year for a student with a disability (not general education summer school) which may include time during the summer or even during shorter breaks such as winter or spring break.  Remember that ESY services do not replicate an entire program and that these services must be determined as needed in the student’s IEP before ESY can be delivered.

How does a student qualify for it?
The IEP team should consider the following and determine if ESY is necessary for a particular child to make progress toward the IEP goals and to prevent significant regression, which would impede progress.  Decisions regarding eligibility for ESY should be based on direct observation and data collection which verifies that significant regression has either occurred or is imminent in the absence of sustained educational service support.  Significant regression may be observed in conjunction with natural breaks that occur throughout the school year (i.e., holiday breaks) or following a summer break.   In either case, significant regression must be based on the inability of the child to recoup one or more of his/her performance levels within a reasonable time frame.  With respect to summer breaks, legal decisions over the past few years have concluded that if a child is unable to recoup established skills within the first 9 weeks of the new school term, then ESY services should be considered for the following summer.  However, each case must be analyzed individually based on student need.  The following is a list of factors that should be considered:
1. Is a significant regression anticipated if ESY services are not provided?

2. What is the nature and severity of the disability?

3. Are instructional areas or related services needed that are crucial in moving toward self-sufficiency and independence?

4. Have data and other information available to support your decision.

What must you do to the IEP for ESY services?

1. Send out a 10 day notice to parents and team about possible revisions to the IEP.

2. Update ESY section in IEP:  

a)  include information about the duration and content of the program

b) describe which current goals and objectives will be addressed to maintain present skills and behaviors (current frequency of time spent on a goal will not be reasonable since ESY is only to prevent regression

c) provider that will be implementing ESY (also include this on the Anticipated Services Chart as “S” time)

3. change of placement form for these services – make sure the services have a start and end date and then document that the current Placement will go back into effect

Coordinator needs the following information by May 1:
1. Name of teacher and/or paras delivering services for ESY (if you are recommending students for ESY but are not available during the summer, please send that information as well)

2. Where ESY will occur (child’s home, name of school, etc)

3. Name of student receiving services

4. Number of days and hours for services; for how many weeks?

IEP Supports
· Tri-County IEP Checklist (HYPERLINK TO PDF document Tricounty IEP Checklist)
· Tri-County Present Level of Academic Achievement and Functional Performance examples (HYPERLINK TO PDF document Examples of PLAPPFP)
· State of Kansas IEP Checklist (HYPERLINK to http://www.ksde.org/Portals/0/Special%20Education%20Services/ph08/Apdx-A-4-7_IEP_Checklist_12-20-07.pdf
· Kansas State Curricular Standards (HYPERLINK to http://www.ksde.org/Default.aspx?tabid=1678
· Kansas State Extended Standards (HYPERLINK to http://www.ksde.org/Default.aspx?tabid=2383 
· Kansas State Assessment Information (HYPERLINK to http://www.ksde.org/Default.aspx?tabid=420 
· Determining the appropriate State Assessment for student (HYPERLINK TO PDF document Assessment Eligibility Flowchart)
