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Position Duties Information and Tips:

1. Run/Review Portfolio or Caseload Reports and monitor compliance dates (every other
week, at a minimum)

Look ahead: At times IEPs may come due before 3y Reevaluations. Encourage
Teams to gain consent to evaluate early to align dates, and only hold 1
meeting.
Check for ECDD students turning 9. ECDD is no longer a viable eligibility
category once a child turns 9.
Check for next fall ESER/IEP completion requirements:
» IEPs due on or before September 15 of the next school year must
be completed before the end of this school year.
» Reevaluations due on or before September 30 of the next school
year must be completed before the end of this school year.

2. Track Compliance dates for Transfer-Ins, Eligibility Determinations, and IEP
meetings.

From other Districts: Meeting must be held within 10 day after the School
Psychologist/Speech Pathologist signs off on the Transfer-In. Documents and a
Checklist are attached to the email sent to the school Team from SSS.
Childfind Preschool: Information is included/attached to the email sent to the
school Team from SSS.

Infant Learning Program: Checklist and other needed documents are attached
to the email sent to the school Team from SSS.

3. Track paperwork from all Team meetings; submit to Student Support Services based
on timelines:

Send paperwork to Student Support Services weekly, at a minimum.
Paperwork should be clipped/batched by student, and not document type (for
example the ESER and the IEP from the same meeting; Transfer-In documents
and Referral packet if Consent was signed at the meeting).

A Checklist should accompany documents

4, Gather/Review Special Education evaluation Referral packets, and send to SSS for
processing. These documents are required for a Records Technician to process a
Referral packet (Exceptions: Speech Only Exits and Additional Assessments to

dismiss Related Services)

Referral Form (Not required for Exceptions)
Consent to Evaluate
» Must be signed by either the documented parent/guardian, a confirmed
Foster Parent, or a Surrogate Parent appointed by the District.
= Case Workers from the Office of Children’s Services cannot sign
special education paperwork as a parent, including the Consent
to Evaluate
Written Notice
Classroom Observation Form (Not required for Exceptions)



5. Review all Special Ed documents in Synergy SE before Case Manager Finalizes:
Review in Print Preview, so all embedded areas are visible (such as Supervision lines in the
Services page)

e Case Manager completes documents in Synergy SE, and runs Validation to
identify any errors or missing information

« Case Manager turns in any original signature pages for Records Specialist to
upload and send to Student Support Services

e Records Specialist can type any handwritten notes into Synergy SE (many Case
Managers prefer to type notes during the meeting; if handwritten, original
notes are returned to Case Manager for their working file)

e Check the Misc Documents tab in the student’s Synergy SE record for any open
documents. (Case Manager to Finalize, or have them deleted by the Records
Technician)

e Review documents; contact Case Manager with any needed edits or corrections

e Alert Case Manager when documents are ready to be Finalized

« Case Manager Finalizes documents; smaller documents first, IEP last

6. Stay informed of changes, updates, and information from Student Support Services.
Information is typically distributed via:
e Email, which often will include attachments.
e Newsletter, which is typically sent out from the SSS Assistant Director on a
quarterly basis.

7. Work with the school Registrar to track changes in student’s information/status, and
communicate changes to the Records Technician at Student Support Services:
e Student enters Foster placement
e Legal name changes
¢ New student enrolls
e Enrolled student withdraws/stops attending

8. Monitor for Progress Report completion:

e Case Managers and Related Service Providers should report progress:
o On Goal Objectives each quarter
o On Goal Objectives prior to the new Annual Review
o On Goal Objectives before exiting a student who is moving from the

District
» Using the Caseload and/or Portfolio List, check that progress is being entered
into Synergy SE by the Case Managers/Related Service Providers.

9. Send any hard copy Quarterly Service Tracking sheets to Student Support:

e Only Elementary Case Managers are required to track daily attendance and
service provision related to their students.

e Secondary Case Managers and Related Service Providers are no longer required
to complete the Service Tracking/Attendance forms. (Secondary attendance is
tracked in the Student Information System, and related services are tracked
within SEAS/Medicaid).



Things to Remember:
1) Vision and Hearing Screening is a requirement for Referrals, unless the Referral fits
one of the noted Exceptions in #4.

e If the school nurse is not able to complete these screenings, or a student fails
one or both screens, Case Manager must talk with the School Psychologist for
further direction.

e Speech Language Pathologist may make decisions alone, if student is Speech
Only

2) It is the Case Manager/Certified Professional’s responsibility to write any
Written Notice; this is not a Records Specialist duty.

3) A Records Specialist will review IEP’s documents for clerical errors and missing
information. A Records Specialist does not change the case managers wording or add
wording to these documents.

< Al requests for Special Education records are processed through Student
Support Services, including, but not limited to:

¢ Requesting records from another District for an incoming student

» Sending records to another District for a student who has moved

o Requests from outside Agencies for a student’s special education records (OCS,
Ptarmigan Pediatrics/Connections, etc.)

e Requests to an outside Agency for their records related to a student (Northern
Hearing, Alyeska Therapy, etc.)






Resource Specialist

Certified Resource Specialists, work out of the Student Support Services
Department at District Office. This is the person you ask all questions
relating to, placement options/changes, program consultation, clarification of
SPED legal issues, clarification of procedures, dispute resolution, etc. The
Resource Specialist can answer questions about the paperwork or provide
guidance concerning difficult situations. In cases where a child requires
several services and/or an intensive placement, it is advisable to have a
Resource Specialist at the meeting.

Records Technician

This person works at District Office in the Student Support Services
Department. He/she is assigned to several schools and is there to make sure
all the paperwork is completed correctly.

Student Support Services Records Specialist

This person is assigned to several schools. He/she is there to support the
Case Manager and 504 Coordinator by reviewing paperwork for clerical
errors, scheduling meetings, tracking compliance dates, He/she may also
help with setting up IEP meetings, organizing DRAFT IEP’s. Not all schools
are assigned a Records Specialist.






MATANUSKA-SUSITNA

WOUGH SCHOCK, DISTRICT

SYNERGY SIS and SYNERGY SE:

SIS: Student Information System

e Enrollment/Registration Information
SE: Special Education component

e Special Education Documents and Plans
e 504 Accommodation Plans and Documents

SE TERMS AND DEFINITIONS:

Validate: scan of a document once it is completed to check for errors

Finalize: locks the document; saves to Historical Documents as a PDF

N MaE S0 Boraogh Scliool Distnct (2671 152 Show Active and Inacuived

Validate firet, Finallze
when errors are cleared

Menu ~

PAD Tree: menu listing of available items/screens within Synergy; content area headers expand to
show screen options available under each. On the upper left of the screen:

System Focus: how broad or narrow the list of schools/students you can see is based on HR
assigned job code/role, and as configured by IT.

o School(s) Specific vs. District-Wide
e School Year
e Student Status: Active or Inactive

Located in the upper right of the screen:

i Sanvith [Show Artive s insctve)

2021-2022 Mat-Su Borough School District

Change Focus

Click here | ... 20212022
to access

| menu ion: Mat-Su Borough School District  «

Mat-Su Borough Schoal District

{3 1 Efementary Schools

£ 2 Middle Schools

£ 3 High Schools

! . 4 Non-Traditional Schools
!5 Other Schools

- £:8 Ciosed Schoals

Show Students: O Show Active Only
O Show tnactive Only
@ Show Actlve and Inactive

E;T:! Cancel
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SpEd Docs: The Special Education tab/section:

SE Stqdent n

Menu~ A WMMeetWithSwdent € Q 3 &  oawe . Unds m

SE Student = 4 Yt ces-e
Menu~ 3 EeMeelWihStudemt € QY M w . kU
: e _Em [ - = — | 5

_Abed bl Dty b hine ] W Do Vemetry S Cemadlag  MTHS Ll R

Gy et

. JENNIFERANDERSON@MATSUK12.l &

L __ e :
NMEFER & Case Manager / SE Teacher JENNIFER ANDERSON@MATSUK12.US

Current Process: What “status” a student is in, found in the Sped Docs tab:

Initial Evaluation

Re-Evaluation (also used for Additional Assessment)
Transfer In

Annual Review

o Exit

Process Documents: those most associated/used with the process the student is in:

E Student =

2 mMeet With Studant €< Q > o

Menu ~

B R — FUR
| 12/01/2020 ]

| (srinberis ABAENS pi] ISt Bty €00 Freryss lmnarnl £ ER AT
| [ veiizozs - m|lowowzor  _mi{vwswmor i |jowsveos  m)

AR EvaiConsent - Sonsent for Evaluation

tnvitation to Attend - Inviration 1o Aflend a Mesting
e Process Documents

rsitten Notice - Written At oe / _—

GENAZ AK COSFE Child ¢ onlv)

o[0/0/0|0f

Historical Documents: the auto-archived as PDF after being Finalized, as well as other
documents received and uploaded:

SEShdent T AUSEAR: fewidi- e

Menu- M  @abiccl Wih Studem € Q> B a0 _

0241972021 04:09/2621 Re-Evaluabon

04i0262626G 10/02:2020 04:02/2020 Ann; al Review

022672020 03¢268:2020 0410172020 TFransfer In

== i) 040172020 o - | Dli_Pracement Conseni_3_26_20 pof
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IEP-At-A-Glance: the truncated version of the IEP that General Education teachers will see within
TeacherVUE on the SIS side of Synergy. Will be part of the document list within the yellow Historical
Documents folders:

P Tes Sy T x Sp{mOmes  BW O Thmwies S St Loy MTRE AT n——

= Click ta open —
folder

T Hororical Dorumant Jahrsan Derae A - Werk - Micsosafs Bdge

2 fnpe. ak-matsu.edupoint.com ST Cortent sapu

- - = p2heia02t . HodeeRe i Archived document listfor |
- pa 3 02/03:2021 Re-Evaluation nvitation to Attend invrRakon 10 Attand 2 Mesting that finished Process
- Yooy $2:0%/2020 Re-Evaluation WH Conduct Eval 'Written Notwce Conduct Eval = 3
is cellaneous Documents: Other documents a team may need, for example

o Extended School Year Eligibility
¢ Behavior Intervention Plan
e Medicaid Form
SE Student = -.i LT ced -

Menu~ 2 EMMeetWihStedent € Q 3 & o -

BiP | Behgwars fzrvensnn Plan

Sroalz
Cremis EL Accommeodations Engiis” Learner Accommodations
Conale ESY Eligibvity ESY Eligibsty Form
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504 Accomm tion Plans

SE _Student ] &

2 s Meel With Student < Q » L gt e - _

B T At e b, Ml o D i e ! MAEAGED itk

504 Plan Process

Menu «

504 Plan documents
with the Current Process

s Gabub

Each school wlll have at least one
designated 504 Plan Coordinator, and
typically other Team membere (Counselors,
Schoot Psychologlsts, Nursss) depending on
the need.

Historical Documents: 504 Plans have their own sets of Historical Documents and uploaded
Attached Documents:

“I. L T =
Hispryprmems  Fabs  fewr e St B G, frmae b Pedad g

1049972020 504 Annual Review

017302020 504 Annual Raview

0620,2019 504 Plan

4 26:2019 Procedural Compliance Farm

06/20/201% Exit Farm

Miscellaneou

_MARHAL A

Coamts: Rights Student Transfer of Rights - Student

Srante IntensiveFundus, ntensive Student Work Sheet

2 B Education
Croxe Drop Qut Letter Drop Out Letter Documentsa
[ Progress Letter Progress Reparn Lenes

soP Summary of Performance

s Used by both Special
———— Ed and 504 Teams

Crante Consent for Eval Tonsent tor Evaluation

Crome 504 introduction Secnon B04 Ut & e 39 Rty < Pen e,
Creme 504 tnvitaton Secuon 504 invitaton to Attend a Meeiing
Crasts 504 Consent Form Section 504 Consent for Evaluaton &04 Accommadation
A . = Flan Documents p—
Cresa 504 tMandestation Section 504 Manifestation Determinauon
Ceeola 504 Meetng Notes Section 504 lieetng Notes
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STUDENT SUPPORT PROCESS AND PAPERWORK TIMELINES

Invitation Parents/Guardians must be given at least 10 days notice of a |
meeting
 Referrals Completed and sent to Student Support Services for processing

within 10 working days of signed Consent

Evaluations "Initial and Additional Assessment: 90 days to evaluate,
determine eligibility, and offer services

Reevaluation: May be 90 days, may be less, depending on
the date Consent to Evaluate is signed and the standing Reeval
due date

‘Transfer-In Meeting Must be held within 10 days of School Psychologist/Speech
Pathologist reviewing/signing off

ESER/IEP/Amendment | Finalized in Synergy and signature pages sent to Student

Paperwork Support Services within 10 working days of the meeting
ESY | Annual IEP meetin_gs held between August_and February Parent
conference days: complete ESY Eligibility at the annual IEP
meeting.

Annual IEP meetings held after February Parent conference day:

o Hold Annual IEP early
o Hold IEP Amendment meeting to address ESY prior to
February Parent conference day

ESY identification and eligibility process must be completed by
March 4, 2022.

* After March 4th: Case Managers contact Student
Support Assistant Director to discuss adding students for
ESY

Fall ESER/IEP Dates | All IEPs due on or before September 15 of the next school
year must be completed by the end of the current school year.

All Reevaluations due on or before September 30t of the
next school year must be completed by the end of the current
school year.

6/22/21






Where to upload documents (Special Education)

Naming Convention:
Studentinitials_DocumentName_2digitmonth-2digitday-2digit year of the document
For Example: AZ_IEP_01-01-20 AZ_PlacementConsent_01-01-20

**Please make sure that all documents are right side up; PDF is the preferred format.
**pDo Not upload password protected documents

Historical Documents:

All Testing Information (BASC, Connors, W] Scores, etc.)

FBA/BIP (if the independent process is used and not part of an evaluation)
Check-In/Check-Out plans and data

Consent for Initial Placement

Signed Medicaid Consent

Other Health Impairment Physician Statements

Reports/Evaluations from Outside Agencies - Please add agency name to upload name
Release/Authorization to Exchange Info — Please add agency name to upload name
Quarterly Progress Notes (if not done within the Synergy Progress Report)

Attachments grid within a Process:

e Consent to Evaluate (All Referral Processes)
e Consent for Initial Placement (Initial Process)
e Parent written revocation (Exit Process)

Pages attached within the documents:

e AK REFERRAL:
1. Consent to Evaluate
2. MTSS/RTI Data

e ESER:
1. Psych/SLP signed Eligibility page
2. Team signature page from the meeting

o IEP:
1. Alternate Assessment signature page (if applicable)
2. Team signature page from the meeting
3. FBA/BIP if completed with an Annual or Amendment

e Regular IEP Amendments:
1. Team signature page from the meeting

e No Meeting Amendments:
1. Case Manager/Related Service Provider signature page

e« Transfer-Ins:
1. Psych/SLP signed Cover Review page
2. Team signature page from the meeting

9 1f you receive a document that isn't listed, contact your Records Technician

8/6/21






Special Education Eligibility Categories

Autism

Cognitive Impairment

Deafness

Deaf-Blind

Early Childhood Developmental Delay
Emotional Disturbance

Hearing Impairment

Multiple Disabilities

Orthopedic Impairment

Other Health Impairment
Specific Learning Disability
Speech or Language Impairment
Traumatic Brain Injury

Visual Impairment

AUT
CI
DEAF
D/B
ECDD
ED

HI
MD (a combination of at least 2)
o) |
OHI
SLD
SLI

TBI
VI

Evaluation Categories

AD Adaptive

APE Adapted PE

BEH Behavior

COG Cognitive

FBA Functional Behavior Assessment

H Hearing

R,W,M Reading, Writing, Math (or whichever is checked on referral)
oT Occupational Therapy

PT Physical Therapy

SE Social/Emotional

SP Communication (Speech/Language)
\ Vision

Other/FR Review of documents not included in other areas, etc.

8/10/21






Meeting Invitation Purposes and Definitions

*Check all that apply to an upcoming meeting (does not need to be changed if more
happens at the meeting than originally planned)

IEP Development/Review - Writing or review of an IEP, whether an Initial or Annual.

Evaluation Planning - Team meeting to discuss/propose an evaluation, and determine
testing areas. Consent to Evaluate will be signed as appropriate. (Initial Eval, 3 Year Re-Eval,
Additional Assessment).

Eligibility Determination- Review of assessment results, and determining qualifying areas
and needs. (Initial, 3 Year Re-Eval, Additional Assessment).

Secondary Transition Planning - Section of the IEP that addresses a student’s plans post-
high school; ages 15 years and older (Transition Plan must be in place by the Student’s 16
Birthday).

Consider Extended School Year - Discussing/considering summer extended services
(typically done at the Annual IEP Review).

Functional Behavior Assessment - Discussing/evaluating a student’s behavior, and
determining the need for supports and accommodations.

Develop/Review Behavior Intervention Plan - Plan written to be implemented to provide
supports and accommodations related to a student’s behaviors.

Manifestation Determination - If a student is suspended for 10 or more days, a meeting is
held to determine if the behavior manifesting is a direct result of their disability.

IEP Amendment - Making changes or revisions to the current Annual IEP.

IEP Amendment-Extended School Year IEP - Meeting to review data, make determination
regarding summer services and revise IEP, if not done previously at the Annual Review,

Other - Most common is: Transfer-In - Review of an out of district evaluation and IEP to
determine if student qualifies for services in Mat-Su. Changes may be made to the IEP to align
with Mat-Su guidelines.






Creating/Reviewing a Synergy SE Invitation

A. Invitation Tab
| tovitation | Fransition Consent Atiachments

' Documenl Date: \

_r_ | rwim.i-i;;ﬁ_l Transition Cansent Attachmenis

It Contact is made by Telephone:

Parents  Team | Misc Documents | Histonssl Documents  SpEdUocs 50 0ocs  Timeline

: X | Line Date s T Timel T Type =

1. Date Invitation is created is entered
2. Parent/Guardian name(s) entered in the “To” box
3. Attempts to contact Parent/Guardian are noted in the date boxes
a. A minimum of 3 attempts are required; if no response meeting can be set by team
b. Contact should also be documented in the Student Contact Log
4. Team may then set a meeting date and time; the Invitation is sent home
a. Can be emailed, sent via postal service, or sent home with the student

IEP Development/Review B Functional Behavior Assessment

Evaluation Planning 'H Develop/Review Behavior Intervention Plan

Eligibility Determination B Manifestation Determination

Secondary Transition Planning M IEP Amendment

Consider Extended School Year W IEP Amendment - Extended School Year IEP

ower.

[ nvitation | Transibon Consant  Altachmants:

“The maeting has b s o [T = INRACE) = < oo v

B Time end dnts has been mulunily agread on
It you are unabie to altend Mis mealing pleass contact

Name of District Pesonnsl Title: Phone

1. Purpose/Type of the Meeting is identified (check all that apply)
e Meeting Purpose Definitions: Appendix Page vii
2. Meeting information must be completed (date, time and location)
3. If meeting was scheduled with parent/guardian, “mutually agreed on” box must
be checked
4. Designate who parents/guardians should contact for questions, or if they cannot
attend



] bl & District Representative -

- [==—=—=1 & Case Manager / SE Admin -

] e —— & General Education Teacher -
Dot s | +re |

]—J n Name 3 [ ob Tith | |

1. Staff Names and Title/Role at the meeting must be entered and clearly indicated

(gridlines can be added by using the +Add button)

a. Typically a meeting requires 3 primary roles: Case Manager/Special Ed Teacher, a
District Representative, and a General Education Teacher

b. This means a minimum of 3 persons. One person cannot fill more than one primary
role at the same meeting (for example, the Case Manager cannot also be District Rep)

c. For students attending Mat-Su Day School, Mat-Su Secondary, or *Preschool a General
Ed Teacher is not required (*unless Preschool meeting is for Kindergarten transition)

d. Attendees from an agency, or any other outside participants, can be listed in the Other
Participants grid

- < Teat

1. Box should be checked if a copy of the Procedural Safeguards will be emailed or
Mailed with the Invitation

B. Transition Consent Tab

Tra Ix ISil -..f_.-'.i;.":'. —

B

1 _] . & = [ = £ PE
{ 1 - s

1. Document Date would carry over
2. Addressed if outside agencies have been invited for High School Transitions

C. Attachments Tab

1. Document Date would carry over
2. If Transition Agency Consent has been signed, it can be uploaded here

*3* Invitations should not be modified once sent to team and parents. It
documents who was invited. The meeting Signature Page documents who
actually attended.



Tips for Creating an Outlook Meeting Invitation

On the bottom left of the Outlook page find the Calendar icon:

=
New New MNew New Skype Today Next 7
Appaointment Meeting ltems ~ Meeting Days
New Skype Meeating Go To ~

Optional Helpful Items: In the top of the Meeting menu you can:

Request responses from the meeting participants, to confirm they received the invitation

Format Text Review J Tell me what you want to do

x = oy Appointment @

Scheduling Assistant 3

Address Book
=

¥ Check Names

delete Skype Meeting Cancel
- n . . a F
= Meeting Notes Invitation © 1 oo nee Options -
Actions Show Skype Meeting Meeting Notes v Reqguest Responses

P You haver't sent this meeting invitation yet. ' Aliow New Time Proposals

Choose a status to show on Calendars, and schedule a meeting Reminder to pop up, at
whatever timeframe desired (number of hours before; a day before, etc.)

T Show Aas: Bl Busy -
FRemindar: 1 howur ~
O ptions

| vo. | DiORISMTH: ADMConfRmB-SSS

7 L
Subject Eval Planning Meeting

tocation ‘ADM Conf Rm8- 55 =

sarttime  Thu7/16/2020 - All day event

Eadtime  Thu7/16/2020 - Search: @ Mameonly (OMorecolumns  Address Baok
1 {All Rooms - LORLSMITH@MATSUKIZUS v
Evaluation Meeting for: § N = —= .
Name Location 8usiness Phone Capacity  Description E-mail Address
Student's Name ADM ConfRm 6 - Bu. IT Conference — Controlled by IT 8 Room ADMConf6@matsuki2us A g
ADM ConfRm & - S55 Student Suppo.. Controlled by S_ 4 Room ADMConfa@MaTSUK1Z. |
AOM CTE Calendar ADM Room ADMCTECal@MATSUK12...

If you are unable to attend this meeting please contact: RHS Admin Calandar finam AHSADMINGA FNDAR®



Add all members of the school team to the invitation as applicable. The “To” button will
open the District employee address list. You can find people, and possibly the
Conference Room at your site. (Include yourself if you want a copy, and the meeting to
populate on your personal calendar)

Enter a Subject in the Subject line. Do not use a student’s names or initials. Purpose of
the meeting can be used (IEP Meeting, Eligibility Meeting, Eval Planning Meeting)

Enter the Location of the meeting. (If the Invitation has the Rooms button on the right,
you may be able to choose a Conference Room at your site, and the Meeting may
populate to a master calendar if you have access to it)

Enter the meeting date and the start/end times

In the body of the invitation the student can be identified, and any other information can
be added (i.e. who the team should contact if they cannot attend the meeting)

Click “Send” when Invitation is complete



Written Notice (WN)

IDEA requires that the district provide the parent with a Written Notice any time the district
proposes or refuses to initiate or change the identification, evaluation, placement, or IEP. This
WN is to reflect what action will occur following the IEP meeting; not what will occur at the
meeting.

Mat-Su Borough School District
Student Support Services

§01 N Gulkana

Palmer, AK 99645

Phone:  807-746-9221 Written Notice

Fax: 807-761-4078

Must match the
date the mesting
was held.

Student Name: Home Phone: [ Date: 07/15/2021
Date Of Birth: Home Address: L e
Student No.: Student State 1D: | = = =

To be given to parents prior to an action to change or to refuse to initiate the identification, evaluation, educational placement of a child with a
disabllity or provislon of FAPE. Notice will be given at the same time the district requests parent consent on such actions requiring consent.

DESCRIPTION OF ACTIONS PROPOSED OR REFUSED BY THE DISTRICT: Written Notice

The purpose of this letter is to notify you of the district’s proposal to make a change, or the refusal to make a change, in your student's
educational program. The details of the proposed action are indicated below.

Description of the proposed or refused action
What will happen after the meeting
Reason for proposed action
Why the action will occur
Description of evaluation procedure, test, record or report used in deciding to propose or refuse action
What was used to make decisions
Description of other options considered, if any, and reason for rejecting them
Were there any other options discussed?
Other factors that are relevant te the proposal or refusal

Anything else the team feels may be important

PROCEDURAL SAFEGUARDS - As the parent of a student {or an adult student) who is, or may be determined eliglble for special education
services, you have rights regarding identification, evaluation, classification, development of an IEP, placement and the provision of a free and
appropriate public sducation under the Alaska Administrative Code (4 AAC Chapter 52). A description of these rights, which are called
procedural safeguards, is contained in the document, Notice of Procedural Safeguards. This document is published by the Alaska
Department of Education. A copy may be obtained from the school district, the individual listed below, or can be found online at:
http://education.alaska.govitis/sped.

Procedural Safeguards provided to parent(s) LS

N
Sources of assistance In understanding Procedural Safeguards are listed below
LINKS Disability Law Center Alaska Department of Education
LINKS MatSu Parent Resource 3330 Arctic Bivd., Suite 103 and Early Development
Center Anchorage, AK 93503 801 West 10th St., Suite 200
3161 E Palmer-Wasilla Hwy TollFree: {800) 565-1002 Juneau, AK 99801
Suite 2 Phone: (807) 565-1002 Phone: (807) 465-8683
Wasilla, Alaska 99654 Fax: (907) 564-1000 Fax: (907) 465-2806
Voice: {807) 373-3632 Phone/TDD: (907) 465-2800

Fax: (807) 373-3620
Email: linksmspr@mtaonline.net

Case Manager: Lori Smith
Phone: 907-85-1212







Reviewing a Meeting Written Notice

Student SE Record>SpEd Docs tab>Process Documents

| Demogrophics Farenis Team  Msc Documents  Hinloncasl Documents I_ﬁ—..mhn; } 604 Docs Timeling  Student Contact

Mamn

|EP Placement - Consent for Initial Placement

o
o IEP
R

Written Notice - Written Notice

Decitption al oty opticns considerned, IF any, and (@ason oF lopeciing

"NJA" cannot be used. Can be "None”, "HMone at this time”, or some variation

Othar GC1ors hat are televant 1o the propasal or retusal

“N/A" cannot be used. Can be “None", "None at this time", or some variation

1. All 5 boxes of the Written Notice must have an entry
a.”N/A” cannot be used. Can be “None”, "None at this time"”, or some variation

PROCEDURAL EAFEGUARIIS - AS e paness of & Shucar fo an a0yt S.oef) who 5. of may be delerred sigle ky specsl o cson sanvoms, {0l s nints fegaiting IssnBication, Swtiston cseficaon, dsvenpment of o 157
platestient g e provieon of 3 fiee a0 approgriste publc soicalion under the Alisea Adomestitve Code (4 AAS Ghapler 521 A descrplion of ines= nghls, whh ase caaC procequrs sErgumc. & ootained m e documes, MNotos of
Procecuss Safgaarce. This conment s published byt Kiesta Deparmeitl of Ed.caion A copy iy be citained fm the school distich, e mchioal isted telow, or cir 2 found ofsiee af; 1o Medieation 2sia goaliaisped

Procacyni SARUATIS FIEARdeq 1 parerv(a]

1. Case Manager enters initials confirming Procedural Safeguards were provided/offered
2. Case Manager chooses name from the dropdown
3. Case Manager enters a contact phone number







Reviewing a Transfer IEP

(Invitation and Written Notice within the Process should be used)

**Synergy SE Record will be created by Student Support when official records are received

Student SE Record>SpEd Docs tab>Process Documents>Transfer IEP:

D aTOoTStcs. Pranmils . Ree Dhocuriesotu Vumigronl Dpcumens | GplEa Docs | #04 Boos

____ Bwmogrmptios. B — e Ripec Docutiveods . MEGront DIpcumieiie | melss e [ SodDocs - Tevwiing  Giuden! Conles Log
L renererin

Llna i Du_c.-.

Invitation to Attend - Invitation to Attend a Meeting

IEP Placeman t - Consent for 1nitial Placement

Transfer IEP

written Notice - Written Notice

0/0/0j00f |

AK 103 - Consent for Evaluation

Records Technician will upload the official Special Ed Records under the Historical
Documents tab, using the Naming Convention, and "OOD” for ‘Out of District’:

| Demmgmncs  Paess  fram . MecOocemerss [ ievncs Conmeus | BpSd0sc  S0Docs  Towe  SudmiContclog  WTEE  uSiSh  ewnste

ihl FE=2 Mo Mt hinrs e Sttt Cneies T
[

Frogeos Name

Sitate Studoent ID:

Previous IEFP Date wavloua Evuluntlon Dote Primary Disabiilty Praschool Primacy Disasiil
ovizzmoze  m S
1EFP Roeview Due Date  Re-evaluation Due

Exit Explanation
072172021

Progress Report

912212020 07/21/2021 =] L ; 07/21/2023 & Transfar ln

+$* Once the Synergy SE record is set up and ready, the Records Technician will email a copy of
records and a Transfer-In checklist to the Team.

#$* If the student is in the custody of OCS and in a Foster Placement, the team will need to
have a Foster Affirmation form completed at the meeting.
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% If a Consent for Initial Placement does not come with the Out of District records, the
Records Technician will request the Team have one signed at the Transfer-In meeting:

".‘Gufl'ﬁﬂl ﬁm: Transfer in

Invitation to Attend - Invitation to Attend a Meesting

o [ IEP Placement - Consent for initlal Placemeant
= Transfer IEP

Notice of Procedural Safeguards Provided

# Include Transition in [EP

i ]

Date Meeting held within 10 days after this date

1. School Psychologist, or Speech Language Pathologist if student is speech only, will review
Out of District Evaluation and eligibility category to determine whether it meets MSBSD
eligibility criteria

2. School Psychologist/SLP will choose the Primary Eligibility from the dropdown

3. School Psychologist/SLP will sign off by entering his/her name, credentials, and the date
documents were reviewed

4. School Psychologist/SLP will print the cover page for handwritten signature and date

5. Transfer-In meeting can now be scheduled, and must be held within 10 days of date

Signature page for the meeting is created on the Cover tab:

T | melillonType ¥|| Educaliohalmights T | ContaciAllowsd T | ConsulwdiFiesant
Mother

-]
¥

Invited

Father Yes Yes inuted N4

1. Student Consulted/Present box should have “Invited” in the dropdown
2. Parent/Guardian information will auto-populate from the Student Information System.
a. “Invited” must be picked from the Consulted/Present dropdown for names
and signature lines to generate on the printed page
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Case Manager / SE Admin -

Districl Representative - Invited

Genera! Education Teacher -

Invited

1. Staff Names and Title/Role at the meeting must be entered and clearly indicated
(gridlines can be added by using the +Add button)
a. Typically a meeting requires 3 primary roles: Case Manager/Special Ed Teacher,
a District Representative, and a General Education Teacher
b. This means a minimum of 3 persons. One person cannot fill more than one
primary role a meeting (i.e. the Case Manager cannot also be District Rep)
c. “Invited” must be picked from the Consulted/Present dropdown for names
and signature lines to generate on the printed page
2. Attendees from an outside agency, or any other participants, can be
identified/added under the Other Participants grid, using the +Add button

-

1. Transfer IEP Date is the date of the meeting

Note: Not all areas of an IEP are included in the Transfer-IEP:

1l
NN

1. Case Managers (and other team members as appropriate) will transfer the information

from the Out of District IEP into the Transfer-IEP fields, modifying and amending as
needed, to fit MSBSD programs

(for example, Anchorage School District’s total service minutes are more than 1800, so
team would adjust service page to reflect MSBSD services)

% See “Reviewing an IEP” for all section-specific information
1. Case Manager completes documents and any items that flag from Validation

2. Records Specialist will review Transfer IEP and Written Notice (using Print Preview is
recommended, so all fields of the document are visible)

3. Records Specialist will upload Psych/SLP signed eligibility page, and the meeting
signature page, to Attachments tab

4. Records Specialist will contact Case Manager and/or providers to request corrections
or clarify any information

5. Case Manager will Finalize the documents when review and corrections are complete

*¢ If Team agrees student needs to be reevaluated immediately, the Consent for Evaluation is
signed at Transfer IEP meeting. The Reevaluation process would then be followed.
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Reviewing an Evaluation Referral Packet

Student SE Record>SpEd Docs tab>Process Documents:

Parriiy Tean BAGE Documetity it Dme=oniy D4 Doce Tttt Seoueirl Ganhis 1.og MTES: W53S0 [

| ® ihe Qoo | y
n 1 QO |Reteral - Referral Skipped
- ro ©  |observation - Observation Guide Skipped
| | O |invitation o Attend - Invitation to Attend a Meeting Skipped
= 4 O  |AKEvalGonsent - Consent for Evaluation Skipped
- 5 O | W Gonouct Eval - Wrliten Notice Ganduct Eval Skipped

1. Referral Form

i Derogripics  Fmefls  Tnsn  MescDocuments  Halnes Documenss = Stooen Cortact Log

. Initlal Evaluation

X Ube D

A. Referral Tab

| Referral | Related Information

Document Date:

. Da/25/2021 o

Referred On:
04/25/2021
Type of Referral:

B nitia Re-Evaluation

1. Document Date must be entered
2. Referred On Date must be entered (must match date Consent was signed)
3. Type of Referral/Evaluation must be identified

Reading

WWritimg

rRarth

Cognitives

Adaptea PE

Bohaviorssl

Sacial, Emotionsal
Cormmunication (Spoeecah/Languasges)
Fine Motor Skills - OT

Sross Motor Skills - PT
Adaptive

WVisilon

Hearlng

Pre_—academilc School Readiness

4, Areas to be evaluated are checked under “Referred For”
a. Areas must match those checked on the signed Consent to Evaluate
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B. Related Information Tab

Reaelstod Infarmation Adtachmants

‘Document Date -
07/0672020]
PRIOR EVALUATIONS:

= Poychologloal;

B Egucstianat:

H Physlcal/bedioal:

1. Document Date will carry over
2. Any prior evaluations and the dates can be noted

Hgf?_rral_ f Ralated Infaormation l _-_Atta_c‘:ﬁm'an’t:s

Absences

Refresh Attendance

Srades Repaeated
. Yes L =

3. Attendance History is required
a. Can be pulled from Student Information System using the “Refresh Attendance”
button
b. Only the current and previous year are needed; others can be deleted
4. Grades Repeated must be checked

Righl Eye Both Eyo=
_ with — with
CGlassen Glacsos

‘Sereen
oate L.

¥ Add

~ sereen Date | Right Rosuld

Refresh from Health Screen

Ethes Houtth Information:

5. Vision and Hearing Screen data is rquired
a. Can be pulled from SIS by using the “Refresh from Health Screen” button

*%* If there is no data, or the screens are more than a calendar year old at the time of
referral, Case Manager needs to request screenings be completed by the School
Nurse.

a. Once complete, results can be brought over if the Nurse has entered them into
the Health Screen, OR
b. Results can be added manually if needed, using the +ADD buttons

’:’ If the student FAILS either/both screens, Case Manager must contact the School
Psychologist. The School Psychologist determines if the evaluation can proceed.

7
** For Speech-Only students, the Speech Pathologist can make the determination, but is free to
consult with the School Psychologist if needed.

\J
** The School Psychologist/Speech Pathologist’s determination is documented in the Other
Health Information box. Any other health concerns related to the referral can also be noted.
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Retated Information Artachments

ATTACHMENTS
PreRetarral intervention Strategies
Tier 11l RTI form™
Davelopmaental Profile (Kindargarten), if avallnble
AIMS weab progress monitoring Individusl Report®

oo

“required for all K-5 referrals for acadermic concearrns
6. Related Information Accompanying Documents
a. Intervention data is required for academic referrals for students K-5 (Reading,
Writing, Math). Case Manager should check what documents are being included

C. Attachments Tab

Refersl e R —

Documant Data;

0710612020 i

' X - Line Print Order Comment

1. Document Date will carry over

2. Referral documents are uploaded here, using the +Add button (PDF preferred)
a. Signed Consent to Evaluate
b. Intervention data used for K-5 academic referrals

X Uploaded documents naming convention will be the following:
StudentlInitials_NameofDocument_2digitMonth-2digitDay-2digitYear

Examples: AB_VisionReport_02-06-20
AB_PtarmiganNeuro_12-12-19

8/6/21



2. Consent to Evaluate: Student SE Record>SpEd Docs tab>Process
Documents

iemographic arils = L onts v o € e

1 5 Q© |AKEvalConsent - Consent for Evaluation

[ ] i o WN Conduct Eval - Written Notice Conduct Eval

A. Evaluation Tab

1 Document Date must be entered (typlcally the date of the EvaI Plannlng
meeting, or the date Case Manager anticipated consent being signed)

9,
%° Evaluation planning meeting and/or Case Manager discussion with the School Psychologist, is best
practice, prior to gaining Consent.

9.

% If the student is in the custody of OCS/in Foster Placement, a Foster Affirmation form should be
completed at the meeting. OCS does not sign Consent to Evaluate. Foster Parent(s) sign all
Special Education paperwork as Parent.

9.
%°* Related Service providers should be contacted to screen a student before adding their area to a
Consent for Evaluation

TEHS EVALUATION WILL INCLBDE {ace chechedd areas balow).

7] Raading -
To masmue he deeel Bl ahich @ Sndint is achiewdng in the ensa of veading, Gusricuium bassd assessmenls g Seandal oo woadamic

achikrvamant KIsts may be usad.

Wit g -
IO AELOSS INE }val Bl wiich a sludent B ACMewnE N 1hi BraE of wilten EXpFasson, curnculum based assessmanis and standardizest
neasamic nohicwormont ests may he ased

Z] Math - To assesh e level 8t which 8 stutant is achieving in e aras ol Mathenancs; Curricidum based assessaenls and slandardand
memoamic arhiewsmon kests may b nsed

=] © - o o | aptilute dor Dascd arning. skant, Ineligenco kMe1s miay be used RhMay include povate proveler
rapan

[Z] Adaptive - Ta assass adopandant unzionng &1 hossa Bt sonoasd, AN in e conmumily ey ncluds Provate provitarn repuark.

[ Bomal B al - To socialamolional dewelapran], slandardizad AAd INonmsal AssessmMmants may be used  May inslode pnvake
prEvwvior repant

] Benavios - Yo assess sGHon and Ieme Denavine: srandsttzed and NIVINS) BSENEIAENIE MBY e uesed  kMay INcloge phvale pravider rapart

7] Commsnicaton {Spaachil.angusages - T assesE how 1De FLGANI Cmmuncates and undorstanNds mnqunge stenctardized and inkrmst
ammguray of artculslion Janguage. vowe and Nueocy 26y e adad. Moy @chuda private Prawithéy ¥ i

Fie Pater [OT) - Ta asesss Hire mowr shills andre wosg sholls ior g and p i G 1 Iha sehoal anvwronaan arvt cusriculom
BApy enclade private providar ropoar
2] ¥Gross Moins 1P - Fa vednihiy 161, AT Qaross motor slls o e Aano 1 1a sChool

wrwirantmant ang cormeahiam bay nduﬂn privmin poavicker oot
] Adaplod PE - Ta as5508s rOEs miar Bhits In BCCEES vl PATHCIDOM 1 Physical Educaiinn

[} vision - Fo sssaes wikual soully and winstional wisual skls  May inchide pavata PR <Ien rapon

- admang - To doecimant hnarng sensiliviky sad discrinviestion of spedsch (o @, pore tone Pussirrriny, spomch giscrininaban, aidad Sreshalos )
Mg)y mciukta Privake geovicer respan

[Z] Fesnational Beruvioenl Assossmsng

Mo st Va1l [angan il |

2. All areas to be tested should be checked prior to Parent/Guardian signature
a. Any areas added to, or information handwritten on the Consent must be
back-entered into the electronic consent form in Synergy SE
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N/

** “Other” cannot be the only item checked on a Consent. All areas will populate in the Category
dropdown in the ESER, and Synergy SE will seek an entry for each one.
3. Once complete, Print Preview the Consent to Evaluate and print for parent signature:

3 This Partion To Be Completed By Parent(s)Guardian{s)/Adult Student

The attached Prior Written Notice explains the action(s) to be taken.

[] !censent to the actions checked above. Leave this area

— on the printed
[ Consent for the evaluation is hereby denied. consent blank

PLEASE RETURN THIS FORM TO: ;
1 have been informed of my due process rights in a language understandable to me.

! Date Reoceived
Signature Of ParentGuardian/Adult Student Gaie Received By

** The items required on the form from Parent/Guardians are the Consent or Denial box,
signature, and the date signed.

The altached Prior Written Notice explains the action(s) to be taken.

B | consent to the aclions checked above One must be checked Date parent signed
consent is entered here

| '® Consent for the evaluation is hereby denied
Please retum this form to: Phone: “onsent Received Dale

) (5T S

1. Once Consent to Evaluate is signed, information must be back-entered into the
Synergy SE document
a. Check the Consent or Denial box, as indicated by parent/guardian
b. Green boxes required; typically Case Manager name and phone number, but
could be other staff (School Psychologist, Records Specialist) depending on
school and situation
c. Consent Received Date must be entered in Synergy SE
i. Consent Received Date is the date Parent/Guardian signed the Consent

4% Consent Received date is also entered into the Referral Date box on the Cover page of the
ESER:

3 Cover | Evaluation Areas Eligibility Notes Summary/Participants Aftachments

.

' Document Alias

M W Display ‘DRAFT

Date of Meeling Student is not eligible, Reevaluation is Not Applicable:
I =] -
Retemral Date

11/05/2020 ]

The purpose of this evaiuation is to determine eligibllity for special education services.
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3. Written Notice to Conduct Evaluation: Student SE Record>SpEd Docs
tab>Process Documents

ﬁé&ﬂ&i{;ljﬂp cB Paranis Team fisc Doecumints Histarical Documants [_Sratc; Docs ]
Student Contact Log MTSS MSBSD

Tiline || Doe

AK EvalConsent - Consent for Evaluation

6 o WN Conduct Eval - Written Notice Conduct Eval

There are 2 Written Notices in the Initial and Reevaluation Process documents:
the WN Conduct Eval is completed for the Referral packet

»
1

J Price Weitton Moton |

ity Dhesevasistar o iyt
Written Notice Conduct £

ety e LU Evaluate

1. Document date is required, and must match the date Parent/Guardian

signed the Consent to Evaluate (or gave verbal consent via phone, etc)
1 hanss boed informaed of mry due procass nphts in 3 language undeorgtan: o

| Do o
Sgnature Of ParenGuardianyAdult Stutent Dme By =

Decision will always be “Evaluate”. If a Consent is signed and the evaluation is halted, there
will be specific documentation required, dependent on the reason why.

All 5 boxes of the Written Notice must be filled in:
a. It is best practice to state the areas being evaluated in the Written Notice
b.”"N/A” cannot be used. Can be “None”, “None at this time”, or some variation

Prior Wiitien Notice |

PROCECURAL SAFEGUARDS « As Ihe pirent of & stutant (of an adall studenti whe is, or mey he detemmined ﬁ_digi_;ie_tar speciol etucotion setices, your
Have fighits reoarding identification. aviration. clasaification. developmant of en IEP, plecamant and the orovisien of g freée shd approptiyle public schsation
uinder the Alsska Administrative Gode (4 AAC Chapler 523 A descrphion of thes= nghts, which are called procedural safcguards. i contaibod in thig

decainant, Notics of Pioteoural Safegunnds. This document is publishad by he Alaska Department of Education. A cony may bo OBIRES from tha schoot
distriet, e Indlvidusl lstod befow. of t9 be found online ot hitoaducstion siaske.govilisiaped.

|Procodural Satsguards provided o pareni{s)

[ -

1. Case Manager enters his/her initials confirming Procedural Safeguards were
provided/offered to Parent/Guardians

2. Case Manager chooses name from the dropdown

3. Case Manager enters a contact phone number
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4. Observation Guide: Student SE Record>SpEd Docs tab>Process
Documents

Hintorica IFCUarn s SpEd Docs

Damaographics ’ CLUMIanis
Studiasnt Colhiact Lag

=3 Referral - Referral

(@] AK COSF 3003 - Child Outcomes Summary

O Observation - Observation Guide

Bll.-lﬁl_il"li:

onserver ey — - —pmew———

Classroom Environment.

1. Date the Observation was conducted must be entered
a. Initial Referrals: Observation cannot be conducted until after Consent is signed
2. Student’s name and grade will auto-populate
3. Teacher/staff instructing during observation entered (cannot be the observer)
4. Observer name must be entered (cannot be the gen ed teacher or aide/assistant)
a. Typically Case Manager; can be Speech Path, School Psych, or related service
provider, depending on areas being tested
5. Time observed, Activity observed, and Classroom Environment must be entered

l Observation 'i Noan Attachmants
. e T T .~_..-_-- — — =

Chack as many 8% apply In comparison with poors:

|
phyulcEl appeEranca NonmuE
mlert

 appeas tred

6. Any attributes observed within the categories should be checked, as applicable.

B. Notes Tab

Observation [ Notes | Attachments

Obearaton nare:

Notaes:

1. Observation Date will carry over
2. Narrative notes from the observation will be entered here
a. Notes are best practice, but not required
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C. Attachments Tab

1. Observation Date would carry over
2. Nothing is being uploaded here at this time

* To add/remove testing areas involving an Evaluation already in process:

1. Case Manager will complete a second Consent to Evaluate, in the Misc Documents

2. Case Manager will write a corresponding Written Notice, in the Misc Documents,
stating what changes are being made to the evaluation areas

3. Case Manager will add/remove the applicable testing areas in the Referral form

4. Case Manager gives documents to the Records Specialist to upload to the Attachments
tab of the Referral form, review, and send in (Signed Consent, WN, and updated
Referral form)

5. Records Technician unlocks the original AK EvalConsent in the Eval Process, updates
the testing areas, and reFinalizes

6. Records Technician modifies the Compliance Coversheet on the Referral Packet, adds
the new documents, and resends to the Team
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Reviewing the Evaluation Summary Eligibility Report (ESER)
Initial Evaluations and 3 year Reevaluations

*Print Preview format is recommended for document review
Student SE Record>SpEd Docs tab>Process Documents

" & WN Conduct Eval - Written Notice Conduct Eval

o
iR T o ESER - Evaluation Summary and Eligibility Report (ESER)

A. Cover Tab
“Cover | EvalatonAres  Elgbilly  Nolks  SummaryPamcpants  Anschments

{ Document Alas

Dale ol Meeling Student 15 nol eligible, Reevaluation is Not Applicable:  Thres Yen! Reevaluation Due Dale, Type of Evaluation:

The puirpose of this evatustion is to determine slalbiiy for specm educition sefvices

1. The Team may choose to check the "Display DRAFT” box until the meeting is held.
*The box must be unchecked in order for the ESER to Finalize

2. Date of Meeting: remains blank until meeting is held

3. Referral Date must be entered (the date Parent signed the Consent to Evaluate)

4. Type of Evaluation must be chosen from the dropdown:
Type aof Evaluation:

Initial
Reevaluation
Additional Assessment

5. Meeting Date/Reevaluation Due Date; dates should relate as follows:
a. Initial: the Three Year Reeval Date is based on the date of the meeting: 3 years

minus 1 day from the date of the meeting

b. Reevaluation: the current compliance date should show in the Due Date box.
The next Reeval date will be based on the date of the meeting, once it is held: 3
year minus 1 day from the date of the meeting

c. Additional Assessment: the Reevaluation Due Date is not reset in relation to the
meeting date. The date is to remain the existing 3-year Reeval date

Student is not eligible, Reevaluation is Not Applicable: ‘Threa Year Reevalliation Due Date:
i (] )

6. If the student does not qualify, the "Student is not eligible” box is checked.
This will clear the Reevaluation Due Date box and not flag future compliance



B. »Evaluation Areas

G B = | Elgbility Nahes BullnrnsnyParticiod nts AtacimEls

£ Show Detail

Parent Information and Observations [ & -
Classroom Observations/Concerns ] g -
Developmental Information /Health Concerns ] & ~
Academic History & & hd

Case Manager completes Parent Information and Observations section (Required)
Case Manager completes Classroom Observation/Concerns section (Required)

Any Team member can enter Developmental Information/Health Concerns (Optional)
Any Team member can enter data in Academic History (Optional)

Evaluation Arsas Eligibiity Hotes Summany/Patlicipants Attachmenls

Date of Evaluation

1 F’arent information and Observations ! =

Parent Informatian and
Observations 1
Classroom = .
Observations/Concarms ""' ﬁ SBLUBvELaS
Developmental I e i
Information /Health Pl
Concerns Evntaation

| | Academic History

1. Narrative data and information is entered in each section by clicking the
numbered line to turn it blue, then clicking Show Detail

Dower  EvvmonAas | GigOily  Nos  SumanPatcms  Atachmens

i 1.Populatedfom |
Evaluation Consent

acl

hedves: | Open Student Test Higtary

8 Show Detal

Y | g _ T

Crter

1. Category dropdown options auto-populate from the Consent to Evaluate

2. Each Evaluator is responsible for adding their Category and Test by choosing from the
dropdowns and clicking the Add Test button

3. Each Evaluator is responsible for entering the date the evaluation was done in the Date
Conducted box.



| l-—:v:ﬂuanun MAress | Elgiility Summary/Participsnts Allachments

Test

vwoodcock Johnson Test of Achievemant, Fourth Edition
Wi Circlesr Date Conducted
04/28/2021

The Woodcock-Johnson IV Tests of Achlevement (WJ-IWV ACH) Is an
individually administered standardized assossment. Thae WJ-IvV ACH
assesses the current academic achievemant of student. XXX was
administered the WJ-IVv ACH to determine X current academic
functioning in the area of reading.

1. Assessment results are entered by clicking the numbered line to turn it blue, then clicking
Show Detail

Cover ] Evaluation Areas ! Eligibility Notes Summary/Participants Altachments

Date of Evaluation Evaluator Credentials
=

Recommendation

1. The Overall Summary is typically completed by the School Psychologist, or
Speech/Language Pathologist if student is Speech-Only
2. Date, Evaluator Name, Credentials, and the recommendation is entered

C. Eligibility

Evaluntion Arcas ] ETI_gEui_ty Summary/Participants Attachmorts

Documant Alias
m Disploy TORAFT

Ralevant benavior. noted during the absenvation and relationship of behavior to acadamic functioning (Obsarvatio

Is optional, and can be completed by any Team member; typically Case Manager or School
Psychologist

Educationaliy relsvant medical findings: M & A v 2 |
Is optlonal, and can be completed by any Team :nember; typically Case Manager or Schoot
Psychologist

Student Is suspacted of having a learming disabilHty

Areas of Suspected Disability

W Basic Reading m Written Exprassion W Math Calculation
m Reading Comprehension B Listening Comprehension @ Math Problem Solving
m Reading Fluency m Orasl Exprassion

Identify the Model Used (o Determina Ehgibiiity

The aligibility team must fully describe the method used and justify the eligibility decision.
Team Comments

The basis for consideration of a learning disabiilly must be supporied by data listed in this report

1. “Suspected Learning Disability” box will be checked and this area completed by School
Psychologist if student was evaluated in Academic areas
a. Any Areas of Suspected Disability would be checked
b. Model Used will be identified from the dropdown
c. Team Comments box is optional



totceasbitye fiaes BAGOTOS Lhsoect to Do termunes Eloitbalit
Response to Int rventicgn Modelr

READING

AUIPASVVSD Doanohrmark sociro

Moasures of Acadermie FProgress

Individuatizod Achisvemont Toast Soorag

Mot Tocent progioss lhdrﬂtéﬂﬂg e
Wi studant rate Of progross close the gap?

1. If Response to Intervention is chosen, check boxes for Reading, Writing, and Math open
b. School Psychologist will check areas as appropriate, and complete the dropdowns

 Cover  EvaluatibnAress [ Elaibiiy | Notes  SumsnanviPeicipants  Attachments
i Evaluation Conducted In Primary Language

'i This student’s educational performance Is not based on a lack of instruction in reading, math or Himited English proficlency, and therefore the
. student is eligible for consideration as a student experiencing a disability

1. One option must be picked from the “Primary Language” dropdown
a. If the evaluation was not conducted in the student’s primary language, an
Explanation must be entered
2. One option must be picked from the “Educational Performance” dropdown

—— LA

It is the dedision of this tosm that:
n . maets sleEte regulatory critoria for having a disability besed on tha data provided in this document

- Tldemonsirates an cducational feed itat (equires speciolly designed instruction.

If No 1o either question. then the student is NOT eligible for special education.
1if YES (o bolh guestions then e student 1S @ligible 1or special education

1. School Psychologist will recommend eligibility by choosing Yes or No from the 2
dropdowns. Both must be completed, and both must be Yes for student to qualify

Eligitzility Sumimoary/Particibanis Altachimoeonts

_ = eligible for special education and related
mrerwiceEs 1 the eligibility category of-

ey Revewed by ]

1. If student qualifies, School Psychologist will choose an Eligibility Category in the box to
the right
a. An explanation of the Category criteria will auto-populate into the document
2. School Psychologist will enter his/her name, pick professional credentials from the
dropdown, and enter the review date (or SLP if Speech Only).
a. For ALL Additional Assessments: The School Psychologist assigned to the school site
reviews and signs off on the ESER
3. School Psychologist, or Speech Path if student is speech only, will print this page to
sign, date, and give to Case Manager.



D. Notes

CCoava Evniuntion Araens : 3 POt | ;Bumm\btfm-ﬂlél_ st Aﬂ-:h_u:c_nﬂ_l_a

CEocrnsnn Al

1. Eligibility Determination meeting_notes must be typed (handwritten notes are réturned
to the Case Manager for the working file)

. Summary/Participants (this page generates the signature page for the ESER
meeting)

1

2

Rocommendailons (matched (o noeds)

. Each evaluator will put their area into the grid as an Educational Need by using the
+Add button, if the student qualifies in that area
. Each evaluator must also write a Recommendation to match the Need

m N ~apy of (ho evaluation report was provided o Parertis)

1

1
2

3.

. The box indicating a copy of the report was provided to Parents/Guardians must be
checked
a. ESER is not available in ParentVUE; copy will be sent home by the Records Specialist

Cover EvaluslionArean  Esgiblily  Notes | SumauryParcpants | Atachments
Wﬁlm_ nctuding pansntinl, involibed in e IS0IGIUN evluation. Whise SesEsImnnt esulls ars rofleted In Wus comgsiing [RDar. Memons who Jsagnoe nusl aach an
me posilion:

Mother

Father

Case Manager / SE Admin

i e General Education Teacher

. Students 16 years of age or older must be invited to the meeting, box must be checked

. Parents/Guardians names will auto-populate from the Student Information System

“Participant” box must be checked for Parent/Guardan signature line to generate

Staff Names and Title/Role at the meeting must be entered and clearly indicated

(gridlines can be added by using the +Add button)

a. Typically a meeting requires 3 primary roles: Case Manager/Special Ed Teacher, a
District Representative, and a General Education Teacher

b. This means a minimum of 3 persons. One person cannot fill more than one
primary role a meeting (for example, Case Manager cannot also be the District Rep)

c. For students attending Mat-Su Day School, Mat-Su Secondary, or *Preschool a
General Ed Teacher is not required (*unless the meeting is Kindergarten transition)




1. Original signature pages pertaining to the Eligibility meeting are uploadedand
attached here, using the +Add button (PDF versions are preferred)

a. The eligibility page signed by the School Psych (Or Speech Path if speech only)
b. The ESER meeting team signature

%* If an Initial Evaluation for a student, the Consent for Initial Placement must be
signed by the Parent/Guardian before an IEP can be implemented

*$* If an Initial Evaluation for a Preschool age student, the Child Outcome Summary
Entry form must be completed by the Case Manager



+%* Consent for Initial Placement

- IEP Placement - Consent for Initial Placement

- IEP

AR

a Written Notice - Written Notice

1. If an Initial Evaluation for a student, the Consent for Initial Placement must be
signed by the Parent/Guardian before an IEP can be implemented

| Consent. |
| .;“—-f.-;u--\.we-:l:.

Consent for inltial Placer

$Peclf!q Learning Dlsabillg( - w

S—other) ~§ oricorzozo )
- ]
1. Invited Parent(s)/Guardian(s) must be identified in the dropdown
2. Date of Consent is entered (typically the date of the meeting)
3. Document is printed and signed/dated by Parent(s)/Guardian(s)
a. If Parent/Guardian attends the meeting via phone, IEP can be drafted, but
services cannot be provided until the Initial Placement Consent is signed
b. The Team may hold the ESER meeting without the Parent/Guardian to meet
compliance, if every effort was made to engage and schedule with no response
c. If the Parent/Guardian does not participate in the ESER meeting, the process
stops. The IEP cannot be completed and implemented until Initial Placement
Consent is signed
4. Signed Consent for Initial Placement is uploaded:
a. To the Attached Documents grid under the Historical Document’s tab
b. To the Attached Documents grid under the SpEd Docs tab






+*$* child Outcomes Summary Entry

[

O IEP

O

Written Notice - Written Notice

O

GENAZ AK COSF - Child Outcomes Summary (Preschool Only)

Entry must be completed by the Case Manager

1. If this is an Initial for an incoming Preschool child, a Child Outcomes Summary

Date of Rating:

Persons involved in deciding the summary ratings:

Entry[] Review[] Exit[]

Person completing summary:

l

Name

Role |

Source of supporting evidence Date

Case Manager

Outcomes

1. POSITIVE SOCIAL-EMOTIONAL
SKILLS

To what extent does the child
show behaviors and skills related
to this outcome appropriate for
his or her age across a variety of
settings and situations?

2. ACQUIRING AND USING
KNOWLEDGE AND SKILLS

To what extent does this child
show behaviors and skills related
to this outcome appropriate for
his or her age across a variety of
settings and situations?

3. TAKING APPROPRIATE ACTION
TO MEET NEEDS

To what extent does this child
show behaviors and skills related
to this outcome appropriate for
his or her age across a variety of
settings and situations?

< Complately
Somewhat
< Somewhat
Emerging
< Emerging
Not Yet

Completely

< Completaly
Somewhat
Emerging
< Emerging
Not Yet

< Somewhat

Completaly

Completaly
< Completaly
Somewhat
< Somewhat
Emerging

< Emerging
Not Yet

7 ] 5 | 4 3 2

T 6 5 4 3 2 1

7 4 3 2 1

o

o|jg|a|aojgio|o

ojiago|oiojg

Ojg|0|g|g|o|ga

B. Has progress been made
since the last outcome
summary?

COyes [No

i yes, describe prograss:

B. Has progress been made
since the last outcome
summary?

OYes [INo

if yes, describe progress:

B. Has progress been made
since the last outcome
summary?

OYes [dNo

If yes, describe progress:

Entry box must be checked at the top
Date of Rating and Person completing the Summary is entered
Persons involved in deciding ratings should be identified

Source of supporting evidence is referenced (i.e. ILP documents, ESER results, etc)

. Each area requires an entry rating of 1-7
. Document is Finalized once completed

*%* Areas below the ratings will remain blank until the COS Exit Form is needed:
a. If student is evaluated and no longer eligible during Preschool
b. When student transitions from PreK to Kindergarten
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Reviewing the Evaluation Summary Eligibility Report (ESER)
Additional Assessments

*Print Preview format is recommended for document review
Student SE Record>SpEd Docs tab>Process Documents

Demographics  Parents  Team  MiscDocufents  Historical Documents | SpEdDocs | 504Docs  Timeline  Student Corilact

i WN Conduct Eval - Written Notice Conduct Eval

o ESER - Evaluation Summary and Eligibility Report (ESER)

Date of Mesling Studen! is niol elfible, Reevalustion 15 Not Applicabls: Three Year Reoviluntion Ous Date: Type of Evaluation.

The purpose of this evaluatian i 1o deteming eligitiity for specm! educafioh servites

1. The Team may choose to check the "Display DRAFT” box until the meeting is held.
*The box must be unchecked in order for the ESER to Finalize

2. Date of Meeting: remains blank until meeting is held

3. Referral Date must be entered (the date Parent signed the Consent to Evaluate)

4. Type of Evaluation (Additional Assessment) must be chosen from the dropdown:

Initial
Reevaluation
Additional Assessment

5. Meeting Date/Reevaluation Due Date; date should relate as follows:
a. Additional Assessment: the Reevaluation Due Date is not reset in relation to the

meeting date. The date will remain the existing 3-year Reeval date

B. Evaluation Areas
s Ew_um»:um Elliituily Soien Sudbinoy Paiboiieits Attachimenty

Parenl information and Observations

Classroom Observations/Concerns

| Developmental Information fHealth Concemns

BEEB|
YRR RN K

|Academic History

Case Manager completes Parent Information and Observations section (Required)
Case Manager completes Classroom Observation/Concerns section (Required)

Any Team member can enter Developmental Information/Health Concerns (Optional)
Any Team member can enter data in Academic History (Optional)

pPLUNE



Eveluation Areas | Eligibiity Notes Summary/Parlicipsnts

[ Show Detail

Area

Alinay e ‘ =l } 4 P o FrarmrrrabyiParhcioants Attt its

1 Hide Detait
- Date of Evaiuaton
Parant Information and
Observations

Classroom
Observations/Concerns

‘Staff MNoarme  Credantint
[

Developmental
Information /Health
| Concems Evalumtion

T a Academic History

1. Narrative data and information is entered in each section by clicking the
numbered line to turn it blue, then clicking Show Detail

1. Populated from
Evaluation Consent

Cdm_ Bwaliaton Areas | gy Nl StmmsyPalsaile Alisscnn

i

Calegary

439 7est | Open Sutent Vest Hisiory
e
o

s Test Category

¥ Line

1. Category dropdown options auto-populate from the Consent to Evaluate

2. Each Evaluator is responsible for adding their Category and Test by choosing from the
dropdowns and clicking the Add Test button

3. Each Evaluator is responsible for entering the date the evaluation was done in the Date

Conducted box.

t_;:u\fe_-_r_ | Evalustion Areas | Engioiiity Summary/Parttcipants Anachmonts

™ Hide Detail

Wiew -~ [ Test

order | :
3 woodcaock Johnson Test of Achievement, Fousrth Edition

View Orcter Date Conducte=d.
04/28/2021

The Woodcecock-Johnson IV Tests of Achlevement (WJ-1V ACH) is an
individually administered standardizad assessment. The WJ-Iv ACcCH
assesses the current academic achievement of student. XXX was
administered the WJ-1IvV ACH to determine X current academic
functioning in the area of reading.

1. Assessment results are entered by clicking the numbered line to turn it blue, then clicking
Show Detail

Summary/Parlicipants Artachments

£

Recommendation

=

1. The Overall Summary is typically completed by the School Psychologist, or
Speech/Language Pathologist if student is Speech-Only
2. Date, Evaluator Name, Credentials, and the recommendation is entered



C. Eligibility

Cover Evalua_l_j?n Agens | u Em‘;uhmt-,- l MNoles Surnn:nlylpnrllclpﬂnt_u_ Adtachimoenls

Document Alins

| Dinpley DRAFT

Relavant behavior, nolsd auanng the obsarvaton and ralatorship of benavior o academic functioning (Obsernvatic

Is optlonal, and can be completed by any Team member; typlcally Case Manager or School
Psychologlst

Educationally relevant medlcal findings:

-(Bavr:é

Is optional, and can be completed by any Team member; typically Case Manager or School
Psychologist

Student Is suspectaed of having a lsarming disability

Areas of Suspoected Disability

| Basic Reading | \Written Expression - Math Calculation
m Roading Comprehension B Listening Compraehaension B Math Problem Solvittg
B Reading Fluency M Oral Expression

Identify the Model Usad to Detarmine Elgibility

The efigibllity team must fully describe the method usaed and jJustify the eligibllity decision.
Tearm Comments

Tha basis for considerntion of @ learming cdisability must be supponead by data Hsted in this repoct

1. “Suspected Learning Disability” box will be checked and this area completed by School
Psychologist if student was evaluated in Academic areas
a. Any Areas of Suspected Disability would be checked
b. Model Used will be identified from the dropdown
c. Team Comments box is optional

Tttty the Ma'l Uua to Datoomara Eligibility

Response to Intervention Modol ~

READING

AlMSWael poenchmark scorae

Pleasures of Acosdermic FPrograss

Incdivicdualiod Achievaemant Test Score

MMost recent prograess Twsniloning soons

Wil stucent rate of progres=as close thay gap™

1. If Response to Intervention is chosen, check boxes for Reading, Writing, and Math open
b. School Psychologist will check areas as appropriate, and complete the dropdowns

ey Aress | “Ehgibitity | Notes Summinry/Participaiis Attnctunants
Evaluation Conducted In f’rlmary Language

This student’s educational performance is not based on a lack of instruction In reading, math or limited English proficiency, and therefore the
. student Is eliglble for Ideration as a student experiencing a disabllity

1. One option must be picked from the “Primary Language” dropdown
a. If the evaluation was not conducted in the student’s primary language, an
Explanation must be entered

2. One option must be picked from the “Educational Performance” dropdown




1t Iz the decision of this bedrm thiet
‘ 3 ~Imeats slata regulatory critedra for heving a disability based on the data provided in this document.

- ; damotatrates an oducational faad thal requires specially designad instruchon.

If No 1o cither guestion. then the stadant = NOT aligible far special aducation.
i YES to both questions then the student 1S aligitile foll spoadin education.

1. School Psychologist will document eligibility by choosing Yes or No from the 2
dropdowns. Both must be completed, and both must be Yes for student to qualify

Evnluﬂlioﬂ Arsan | ENQibiity 1 MNotles  Surrnmiary/Participants Altactumisnts

= auglbln for special educatisn ard relatod

nurvaces [ AT t:allglbllllwI :allﬂ:nrv of-

ntornany Reviewis by- — P ———

1. School Psychologist will choose an Eligibility Category in the box to the right
a. An explanation of the Category criteria will auto-populate into the document
2. School Psychologist will enter his/her name, pick professional credentials from the
dropdown
a. For ALL Additional Assessments: The School Psychologist assigned to the school site
reviews and signs off on the ESER
3. School Psychologist will print this page to sign, date, and give to Case Manager.

D. Notes

 SurmrmarefEnrhcipants Altmctimarnts

1. Eligibilit_y Determination meeting notes must be typed (handwritten notes are returned
to the Case Manager for the working file)

E. Summary/Participants (this page generates the signature page for the ESER
meetmg)

Rucammandations (matehad 1o peodn)

1. Each evaluator will put their area into the grid as an Educational Need by using the
+Add button, if the student qualifies in that area

2. Each evaluator will also write a Recommendation to match the Need

3. School Psychologist will enter the original/existing Educational Needs and
Recommendations so all the Student’s eligible areas are listed here

+$* The full Evaluation data in prior ESERs does not need to be copied/pasted into this
Evaluation Report. Only the existing Needs and Recommendations.



SummaryiParnticipants

1. The box indicating a copy of the report was provided to Parents/Guardians must be
checked
a. ESER is not available in ParentVUE; copy will be sent home by the Records Specialist

T Paricloan T

.r: Educational . | Contact
Rights . Allowed

Case Manager / SE Admin

District Representative

General Education Teacher

1. Students 16 years of age or older must be invited to the meeting, box must be checked
2. Parents/Guardians names will auto-populate from the Student Information System
“Participant” box must be checked for Parent/Guardan signature line to generate
3. Staff Names and Title/Role at the meeting must be entered and clearly indicated
(gridlines can be added by using the +Add button)
a. Typically a meeting requires 3 primary roles: Case Manager/Special Ed Teacher, a
District Representative, and a General Education Teacher
b. This means a minimum of 3 persons. One person cannot fill more than one
primary role a meeting (for example, Case Manager cannot also be the District Rep)
c. For students attending Mat-Su Day School, Mat-Su Secondary, or *Preschool a
General Ed Teacher is not required (*unless the meeting is Kindergarten transition)

Cover  EvelbabonAms  Elgealy  Nows | Semmar, Pamcipants | ABBGHINNI

F. Attachments

(Covm Eveluatnn Aeas Elgitilly.  Notes Surtimary!Partepant Attuctianty

Communt 2Y ‘Documsnt

1. Original signature pages pertaining to the Eligibility meeting are uploaded and
attached here, using the +Add button (PDF versions are preferred)
a. The eligibility page signed by the School Psych (Or Speech Path if speech only)
b. The ESER meeting team signature






Reviewing the Individual Education Program (IEP):

*Print Preview format is recommended for document review

Student SE Record>SpEd Docs tab>Process Documents

| BeEdDacs |

IEP Placement - Consant for Initial Placement

IEP

¢|0[Ol#

Written Notice - Written Notice

OBEES hE g Ca T [ AR e BT T R RN S e T S e N I S I i,

07/09/2020 & 07/08/2021 B 07/09/2020 1 0710812023 & Inlttal Evaluation

A. Cover (this page generates the signature page for the IEP meeting)

Learning D -

1. IEP Date field is the date of the IEP meeting
2. IEP Review Due Date is the date by which the next annual review must take place
a. This field will auto-calculate based on the IEP Date entered: 1 year minus 1 day
b. Both fields are open and can be modified
Eligibility Effective Date is the date of the most recent Eligibility Determination
4. Re-evaluation Due Date: date by which the next reevaluation must be completed: 3
years minus 1 day
a. Fields auto-populate from the ESER and can only be modified by Student
Support Services. Contact your Records Technician
5. Process Name indicates the current Process the student is in
a. Field auto-populates from the Sped Docs tab, is locked, and cannot be modified
6. The Team may choose to check the “Display DRAFT” box until the meeting.
The box must be unchecked in order for the IEP to Finalize
7. Primary Eligibility auto-populated from the ESER
a. Field is locked and can only be corrected by Student Support Services
8. Transfer of Rights box must completed and box checked for students aged 17+
9. An option from Notice of Procedural Safeguards dropdown must be chosen
10. “Include Transition” box will auto-check for Students aged 15+, and field is locked
a. Box is open and can be manually checked prior to age 15+

L

If the IEP Meeting/Expiration Dates, and/or Eligibility/Reeval Due dates don’t match the meeting
date as indicated by Team signatures, cross out the dates and hand write the correct dates before
uploading (Do not use White Out on Special Education paperwork, as these are legal
documents):

FPrassrt/ADsent Skgmmtuts Dace

SviEed | Meeting Date:
nnnnn ac 317 /=21
Pdipueiup— T
' A — e — e ——
, i . .
IEP Mostog Dote”  0aHAI0m Elighoiity Report Date: 031712021 Printed IEP Dates did not
[EP Explration Date : Re-eveluation Due Date:  03/16/2024 correlate with signature date

7/29/21



4 The Signature page for an Initial IEP may not have any of the dates populated at the top, depending
on when the Case Manager generated it. The dates can be handwritten in before uploading:

Fmd

\EP Mizeting Date: 7/ 73/ 2. ERytily Report Date:{ /€] 2/ IEP Type: [ Initial [JAmmual
(el ] 191~

N . ) =]
IEF Expirstion Date - <5 7 {7 - Re-avatuation Due Bgte: *| | 5 [ < 4

% The IEP Type boxes (Initial or Annual) do not display on the screen. Type is identified by the
Process, and appears on the printed document:

|EF Meeting Date: 9702020 Eligibility Repart Date: 070912020 EP Type. [Al=itia! CJan~aar
|EF Expiration Dat=: 07/38/2021 Re-avaluation Due Date: OFI0RI2023
Primary Bisability Specific Leaming Disability

[] Transfer of Rights Letier has been seas do both param @nd studant (At least ane year bafore turmeng 16. student must be nformed
of histher riphts}.

Flufresh Participents from
————— ——————— e e ST e e
b= Mother Yes Yes i - 1
R Father Yes Yes il -~

1. Student Consuited/Present box should have “Invited” chosen from the dropdown
2. Parent/Guardian information will auto-populate from the Student Information System
a. “Invited” must be picked from the Consulted/Present dropdown for names
and signature lines to generate on the printed page

n-————— % s Case Manager / SE Admin - Invited -
B = -- — 1 ] District Representative . Invitad -
R —————————— &

General Education Teacher ~ bwited -

DT FS -
1. Staff Names and Title/Role at the meeting must be entered and clearly indicated
(gridlines can be added by using the +Add button)
a. Typically a meeting requires 3 primary roles, at a minimum: Case Manager/Special Ed
Teacher, a District Representative, and a General Education Teacher
b. This means a minimum of 3 persons. One person\cannot fill more than one
primary role a meeting (for example, the Case Manager cannot also be a District Rep)
c. “Invited” must be picked from the Consulted/Present dropdown for names
for signature lines to generate on the printed page
2. Attendees from an outside agency, or any other participants, can be
identified/added under the Other Participants grid, using the +Add button

7/29/21



B. Strengths/Concerns & Present Levels of Academic Achievement and Functional
Performance (PLAAFP)

"_f.?_;!ﬁﬂ' i Susnpthe/Concesns & PLAAFFE |

‘it SHresre it ‘-_:.-;. I
Required area

Redquired area

(b s ey Licermymrosl N .
Cannot be blank. If no cutside agencies participated In the meeting. team can enter "MNone', "None at this time™, or
some variation.

Gover [ SterpihaConcors & PLAARP || BpecelFeciors  Triion  Assdsstvents  Godls  Mods AE5Y  Senatma
< | g i . .

Prtsanl Lovil Code = 7 |

| Reading

Math

Social Emational

1. Present Levels auto-populate from the Summary/Participant page of the ESER, in
the rank order the Team placed them (Educational Needs to IEP Services “Flow")
a. View Order and Present Level Code are locked
b. Current Present Level information is entered in the Description column
c. These areas require Goals and Service Minutes. IEP will not Finalize if Present
Levels, Goals, and Services do not match

Stmn:_::‘rts’t‘ontemsbwl w&dors * Transdion Assessments  Goals  Mods &ESY  Senvices.

(X e viewodsr £ EduMeodCode T bescigbon 27 |

1. Health can be added under Additional Present Levels by using the +Add button, for
issues/concerns the Team wants included in the IEP
a. Adding any other Area/Category to this grid will require Goals and Services

* Note: Additional Present Levels area originally auto-populated in data conversion from
iPlan. Once the student has an evaluation and a Synergy ESER, all Needs will populate
in the upper Present Levels grid. All Additional Present Level description
information should be moved to the upper Present Levels if appropriate, and all
old Additional Present Level lines should then be deleted.
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(This section will be present only for students age 15+)

Cover | Stengin cems & PLAAFP | SpouislFciuts  Tiansiton  Assessments  Gosmle  Mods 8 ESY
Altachments

Sevices Pisconc HMeitmg Notns

[ Tranuftion Etatathin! tasad on the studant's peads, Intorests, ._me pretdrancos. Tha followiry trensition Informobion was gathored throigh this following transifion
‘assessmonts{e):

| Student pfehenw ' Transdon Fenmog inventory [T71) @ WorkKeys
™ Bngance Transiion Skis iventory. 8 AKGIS W Paren Survey
® Erdeio - Sevemsoa Tmasiion Ratng & Othser

1. At least 1 assessment must be indicated
2. Statement regarding assessment/information gained from the student is required

Coyor | = concams & PLAAFS | Specinl Eaclors Trsrnitien
Atinchmonis

Amsonsmanins

Deancriisa o dissabitity affacts thes plodenl’ s involvement and prograses in the geaneral sducotion curmiclilum o, Tor a8

-1. “How disability affects” description is required

a. Highlighted dropdown contains a library of statements that can be used, or Case
Managers may write their own

7/29/21



C. Special Factors

Cover  Siiengihe/Concems & PLAAFP | SpecalFactors | Transion  Assessmants  (Godls  Mods &ESY  Services Placetnent
Altachments

Does the studenl's behawor impeda the student’s leaming o the learming of athars to the extunt the shident may require positve behaviarel intefventinns and suppons?

® Funcbonal Bangvior Assessment is recommenied

W Consent for FBA has hesn olitaihed

8@ Bahawiof Suppor Plan is recomrhethded

B Bohavior Suppart Plan is in place and nitached o the [EF

1. Yes or No must be indicated in the dropdown

2. If Yes, one of the 4 boxes below the dropdown must be checked

a. If Team not ready to write a Behavior Plan, choose “Behavior Support Plan is
recommended”

oy Srpnaine Caoncermna & PLAAFP ! Specinl Factors | Troansituon Acsoansinonts
Anlachments

Does the studant have communication needa? (For Example: Unintetligibiée, non-verbal. or ODeal or Hard of Hearnng)

SPECIFY 1hae nosdin)i

Does the atudant hove langunge Nesds due 1o Limited English Proficiency @

1. ommunication: Yes_or_No must be chosen from.thed_ropdown
a. If Yes, the “Specify the Needs” box must be completed
2. Language: Yes or No must be chosen from the dropdown

ST SumnptheConceims & PLAAFPE | Speont Factors | Tramsibican Annoowmenty
Al_l_qﬁ’!f!_ﬂ-"_l_lb .

l Dows o Gludert foculine insruction in Braille?

Deass thee studient fecuire Assinlive Techinalogy (AT) dovices, looln. implemoants of AT reloted condces (inclutes “ow toch™ i) ? DESCRIBE

1. Visual Impairment: Yes or No must bchosen from the dropdown
2. Assistive Technology: Yes or No must be chosen from the dropdown
a. If Yes, AT supports/devices must be described/listed in the text box
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AssBLRmants Clhaly Mocts 8 ESY Seracs Plipesmsil Mgty Notes

Cizos Ihe stedent possacs o disability (vispsat imperrment. pliytca mrpawmmen, o o dsatdlly ) Shat pelseents Siudent front ghkng infammalon rom stntiatd prill-besed Ingruittionst
pukenets regunng 0 speceided ormat (Lange Pond, Ceptal Acdio, Braiiny?

| Dot the atudoit requine spsciol anspeasation?

|

i Age - Pretchool [l
W Madical [ LSV
W Cithes {Explain) W ProFaim placoment ousits batinidety schiol

1. Print Disability: Yes or No must be chosen from the dropdown
2. Special Education Transportation: Yes or No must be chosen from the dropdown
a. If Yes, the reason the student requires special transportation must be identified
b. If “Other” is checked, it must be further explained in the open text box
*Transportation must then be listed as a Related Service in the Services page of the IEP

Cover

Transition Assessments
Attachiments

Doas the student have specific madical neads thal must be met by the schocl district? DESCRIBE:

BB oR MedicalHealth Pan is in Student's Confidential Health File

1. Medical: Yes or No must be chosen from the first dropdown
a. If Yes, needs can be described in the open text box

2. “Plan is in Student’s Health File”: Yes or No must be chosen from the dropdown

7/29/21



D. Tran5|t|on (for Students age 15+ )

mmmumnhmhﬂmv_

mm-mmwmmmmmwm:mﬂﬂ

Has the [E2 team datermimed i e stdent mrouid apsiy fo the Doparimant of Vacanonal Rohatsifation (VA or Trits! Vocatonal Rebstiltation (TVR|? |=
DmrsmimmnrEPmmmmmmm&lmwakihami»malmmm amstoi et mmmmmm:mmmnu

i1 Gt ngsesesicoimazity PSrrnrs v i part of 1his flan, e iy eiited (Wih parenist csnssnt) to the 1E5 meatig [
Exzilain all MO Rasporises

1. The Frst 4 questlons should be answered yes’

2. Any “No” responses must be explained in the open text box

3. Last question may be “N/A". If “yes”, should be addressed the “Transition Consent” tab
in the Invitation. Parent permission MUST be given to invite an outside agency

4. It is best practice for the local DVR (Division of Vocational Rehabilitation) agency
contact number to be entered in the Agency/Partners grid, but not required

STATEMENT OF TRANSITION SERVICES: COORDINATED ACTIVITIES/STRATEGIES

Person/Agancy
Responsible for Providing
Servicas

Activities/Strategies Related to Measureable Date to

Goal Type Postsecondary Goals Implement

Employmeaent My plaas for a ol is fikcdiafjlad

Related
Services

Community
Experiences

Training and vvhean | leave high school, | will aksdfasd
Education

Aclult Living Whiien | leave high school, | will al;skdjflasd

Daily Living
Skills

Functional
Vacationat
. Evaluation

1 The hlghllghted areas are required for every student
a. The highlighted prompt statements should be left in, as part of the statement
a. Date to Implement and Persons/Agencies Responsible must be entered

2. Other areas are completed if applicable to student needs

nmu- mmnw Bperanl Naciten |

cmlnq I stucinies Elremgte. Mtaprete gredel et B Wesiied pemtsacondary goals il B s il Lo o gty T e perkd of ume coveted by tis JER that wil promots
M L L LT ] POST e gk

aotoncYaRl = T Graanievel = T |

Pending

1= _ e
1. Student’s classes/course of study will be documented here
a. Only the number of completed credits should be listed in the Credits Earned column
b. Classes/courses can be projected out; the Credits Earned column should be left
blank, or can note Pending/In Progress
2. Total Credits Required and Anticipated Month/Year of Graduation must be entered

*$* For questions regarding Transition Plans, contact the school’s Resource Specialist
7/29/21



E. Testing/Assessment Accommodations
= i - ki . | Assecuiiecn TG ! LW iy ey St

Wil participate in statewide and district assessments (grades PreK through 10) without accommuodations.
_\al!l participate in statewide and district ents PreK h 10) with the following accommodations.*
S Will partici in ide Altenate A nent for grades 3-10.

No statewide assessment required for this student.

1. One of the options must be chosen from the dropdown

2. If Option 2 or 3 is chosen, further information will be required

3. Option 4 should be chosen for High School students in grades 11 and 12. Classroom
Accommodations should now be in Section 8, “Modifications and Supports”

Option 2:
L) I participate in statewide and district assessments {grades Prei theaughs 10) without accommodations.
] -~ psrticipate in wide amd district assessments  {grades Prel through 10) with the follawing

accomenodations. ™
] P« porticipate in statewide Alternete Assessment for prades 3-10,
) No statewide assessment required for this student

KEY: ELAT—-Enqksh Language Arts, (F‘E-AKé and FeadingfLanpuags [MAP), M=Mathernatics, S;Sm;no;

Classroom assescments, PEAK S, MAF [ &A1 mam Soience
Paper/Pencil tesis; Human read alaud for fest questions and answer chasces. Rizad alowd of [ (] (1]
veadwg gassages is not aliowed on Campuier based as: iks: Text-ta-Speech

Texi-to-Speech of readwg passages nat allowed.

Braile 1asi adition. Must e requested by special exder in advance. T:] (] (]
‘Large Print 1=t Form: Must be requested by specsal order in advance. 7[':_]7 (] (]
Adnerican S«n Langueage: Sign dwections. test items. Signing of reading passages not allowed. [m] | [}
Afternative rESpONSes: oral, signing, peinting. Scribe will enter student responses verbatim into test o (] (] (]
engime or answer foam. (To appdy scribe 16 PEAKS assaessment, 8 scribe must be currendly used for

Al testing activities within Ehe classraarm}.

Large Prim (| [ ]
Clarification of test directions upoa student request. a o [:|' M (] N
Use of adapiive devices, equipment and furmikure. a T [ ] S (]
Other N 3 (=] 3
Criher:

1. Case Manager must identify which content area each chosen Accommodation will be
applied to
a. If Other is chosen, the Accommodation(s) must be identified in the text box

1. If a student requires Braille or Large Print for the AIMSweb, it is noted here
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Option 3

d I aricipets in sistewide and district assessments {grades Prek through 10} without accommodations.

will parficipsate in statewide and diskrict assessments (grades PreK through 18) with the following
accommeodalions.*

PR participate in siatewide Alternate Assessment for grades 3-10.
[ Mo statewide assessment requined for this student.

R=ason

Parficipate in the Dynamic Learning Maps Alternate Assessment requires a yes answer to each of the Tollowing questions.

Students eligible for Adernate Assessment must take the Aliernate in all the conteni areas English Language Arts, Mathematies,
and Science. Effective September 20%4.

Agree (Yes) or
Disapree (Mo)?

Partickpation Criteris Parixipation Criteria Pescription Prowde d mentation
for each
The student has a significant IReview of student records indicate a disability or multiple disabilities that

cognitive disability significantly impeact inteMectual functioning and adaplive behavior.

*Adzpiive befiaviar is defined ag essentisl for someone o live
- - r

- #, y [T =3
The siudant is primarily being Goals and instruction listed in the IEP for this sfudent are linked fo the
instructed {or taught} using the enrolied prade level DL Essentisl Elements and address knowledge and
Qﬁghgﬂsgisd'g}gasl elements as skills that are appropriste and challenging for this student.

The studenkt reguires extensive The stadent

direct individualized instruction and |3 Requines extensive, repeated. individualized instruction and support
substantial supports to achiswa [that is not of a temporary or ransient nature snd

measurable gains in the grade-and |, |yces substantislly adapted materials and individuslized metheds of
age-appropriate cuarriculum. accessing informaltion in elternative ways to acquire, maintain. genersalize,
ldemansiraie and transfer skills soross multiols seitings.

Ferticipate in the Bynamic Leaming Maps Alternate

Parent Signature

Hote: the parent’s signature acknowledpes participation in a nonr-diploma track assessment

1. Case Manager must explain in the open text box the reason the student requires
Alternate Assessment

2. Case Manager must answer all 3 questions in the grid (chosen from the dropdown)
a. Participation in the Alternate Assessment requires all answers be "Yes”

3. Parent signature is required each year, at the Annual IEP meeting, if the student
continues to remain on the alternate assessment track
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F. Goals and Objectives

1. Progress Report frequency must be chosen from the dropdown (usually Quarterly)
2. Goal category is picked from the dropdown menu
3. Goals can be entered 2 ways:
a. written using the goal builder text boxes as prompts/help, then click the “Add New
Goal” button to populate the Goals grid
b. typing Xs/letters into the goal builder boxes, clicking "Add New Goal”. Goal line
populates in the Goals grid with blank fields

+Add (1 Show Detall |

% Lino| Catrgory s T
Al Standard
| ||  |Reading

=1 -|| ] __ T L
!.! : :I. — °Eg1 :l.l

Goal ] Standard

1. Other Goal information/data is entered by clicking the Line number to turn it blue,
then clicking Show Detail

2. Goal and Standard carry over

3. If the Goal will be part of ESY services, “Applies to ESY” must be checked

4. If student is aged 15+, Secondary Transition options will show, and must be
addressed.
a. At least 1 box must be checked; denotes the Category to which the goal applies
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. Mllnu- ‘,
Nimbor ©

Ob)ective 1 315

Objective 2 80%

1. Each goal must have at minimum of 2 Short-Term Objectives (using the +Add
button)

a. Each Objective must have a baseline

b. If the Goal applies to ESY, at least one Objective must have the "Applies to ESY”
box checked

- Add | [} Show Detail |

oo $ X Objectiva

Objective 1
1 1

Objective 2

1. Complete Objective information is entered by clicking the Line number to turn it blue,
then clicking Show Detail

Swguence NimDer il i Evil Mathaad Fracgiasnoy

& Test | Dy
" Data = Weakly
Objective 1 = Worw m Moty
Samplen 2 Quartarty
= Grado . Samesion

W Ot atao - e

Applies to ESY - Otfer

Ensuhine
3I5

o soids ) Roiponiitke (includging Othod Agenchess).
General Education Teachsr, Special Education Teacher

1. At least 1 “Evaluation Method” box must be checked
2. At least 1 “Frequency” box must be checked
3. Ali “Persons Responsible” for the Objective and Services must be named
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G. Modification/Accommodations and ESY (Extended School Year)

Modifications/Accommodations

ellilezlb COn < ! S5 t - A # Yes -

1. An option must be chosen from the dropdown
a. Question is whether accommodations used in assessments (noted in the
Assessments tab) are in place in the classroom. Most often the answer should be Yes

[ tphiin W |

e e = e e e

1. All 6 boxes must have an entry
a. The highlighted dropdowns contain note library statements Case Managers may use
b. Sometimes none are needed for extracurricular/nonacademic activities. "N/A” cannot
be used. “None Needed” or "None at this time” or some variation

ESY

Detarmine Eligibility

Student’s IEP team should consider the following when determining ESY eligibility. Case
manager will consult related service providers as appropriate for ESY eligibility in their
respective area. School Psychologist will be included in team discussion for ESY
eligibility. It is recommended that teams discuss eligibility prior to meeting with
parents in order to have data ready for review at the meeting as well as have ESY
Eligibility Form completed for signatures from related service providers as applicable and
final signature from school psychologist.

Targets

s _»’.. « August - February Parent Conferences: Complete ESY Tab
E at Annual! Review of IEP, or in IEP Amendment.

5 gl = AdQuSt - February Parent Conferences: Complete ESY
b3 Eligibility Form in Ad Hoc/Misc Docs at Annual Review or
- IEP Amendment

e March S, 2021: Deadline for ESY annual review or 1EP H
Amendment meetings and ESY Eligibility Forms have been
held and finalized.

- April: Confirm ESY participation with parent.
«Email Record Specialist and Cindy Klauder of ESY confirmation.
=Complete ESY Transportation form as applicable

e April: Case manager inform parent to compilete ESY On-
line Registration

il - April: Complete ESY Equipment Form as applicable and
emall to Cindy Kilauder.

e« May: Deliver ESY parent letters via home with student or
postal mail.

Case Managers should contact the Resource Specialist for unique ESY situations

AFTER February Parent Conferences:
e Case Managers contact the Asst. Director of Student Support to add students for ESY
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Strenutha/Cancems & PLAAFS Bpocikl Faclom ' Anstanmernis Goals | Mods & ESY |

Borvicon
Anachimenis

E;umdqd Schoal Yanr aervican must be mideteﬂ I‘ot aach child with & disability. Justilication for ths =2am's ascision rrlunl bér stated nnlwa

s fallorwd g gala was usnd o datarmine ESY aligitkdliny

Jushification
/| Selt-Sutticlency
i g e e
1. A determination must be chosen from the dropdown
a. If “Not Required”, data used to make the determination must be stated
(The highlighted is a pre-loaded note library)
b. If “"Required”, further fields will pop up when Saved
i. Data used to make the determination must be stated

ii. At least 1 Eligibility Category must be checked

Cawpr SIunpMmeConcanms & PLAAFP Spech Fackrs Trangaten AssausTrants Gows | Mods & ESY Hérvoes Placoment
Alpctments

Mentmig Mates

| =

— .&m of Need 4 Starl Date S r

iii. The Extended Services “Areas of Need” will auto-populate from the Goal section
iv. Dates of ESY should auto-populate, but fields are editable if incorrect
v. Case Manager must identify the intended Service Provider from the dropdown
on the right, for each Area of Need
vi. Typically students receive 450 minutes of service per week, including Transportation
(field auto-populates, but is editable)
a. For Speech-Only students who will receive itinerant services: the ESY Minutes box
is left blank (the summer team determines minutes and schedules with Parents)

< Sample completed ESY section, student is eligible:

SECTION 9 - EXTENDED SCHOOL YEAR

Extended School Year services must be considered for each child with a disability. Justification for the team's decision must be
stated below:

V] A review of the child's educational program indicates that extended school year services are required.

Service Area Start Date End Date Provider o

Reading 06/23/2020 07/16/2020 Special Ed Teacher

Fs eligible for site based extended school year for the school year based upon Justification -
egression/Recoupment .

The following data was used to determine ESY eligibility:

Data reviewed to make the ESY determination MUST be referenced:
Possible data: Goals and Objectives, MAP, AlIMSweb, therapy logs

Total ESY Service Minutes: 450.
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H. Services (Service Page Examples...

Add [ Show Detsit
e SRR - . - b ; - _ 1
- Frojgclad - An e

1 Reading ~

Special Education Selting ~

07/09/2020 &5 07/08/2021 &

o

Special Ed Teacher ~ 45

Weekly

1. Each Present Level area that has a corresponding Goal requires service minutes
2. Lines are added by using the +Add button
a. Service Area is chosen from the dropdown
b. Location of the service is identified from the dropdown
c. Service dates are entered (should match the dates on the IEP Cover page)
d. Staff providing the service is identified by the dropdown

i. Staff/Employer is only for post high school students, who are participating

in programs such as Next Step or Project Search

e. Minutes, # of Times, and Frequency of service are required

1 Reading ~

Gen Ed Classroom v

07/09/2020

& 07/08/2021

= General Ed / Speciat Ed Steff =

Weekly

*If a service is not provided directly by a certified staff member (Special Ed Teacher,
Speech Pathologist, Adapted PE, Teacher of the Visually Impaired), it must have a

supervision component

- & Add [ Show Detait

- 45

Gsn Ed Classroom ~' 07/09/2020

5

—

07/08/2021 | General Ed / Speclal Ed Staff A

Weekly ~

—

-

Gen Ed/ Specig! Ed Setting ~

07/09/2020 £

07/08/2021 &

Special Ed Teacher «

10

Weekly

v

1. Supervision is entered by clicking the Line to turn it blue, then clicking Show Detail
a. Supervision Location is identified from the dropdown
b. Check to be sure Supervision dates match IEP service dates
c. Certified Provider responsible for the Supervision is identified from the dropdown
d. Minutes and Frequency are required
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Related Services

Projected Projected T #tof

Service § Location ___Start Date End Date Provider Minutes Times Frequency
i 9 o I B Speech / Language
Communication | Sarvice Provider's ‘ 07/09/2020 | 07/08/2021 Pathologist 180 | 1 MTthly
Transportation ‘ Service Provider's 07/09/2020 Q7/08/2021 | [o] l 5 Weekly
Special Ed Minutes Per Week| a5
Special Ed minutes Per Week Inside the Regular Classroom)| ___D.cO
- Special Ed Minutes Per Week Outside the Regular Classroom 45 00

1. Any qualifying Related Services are entered in the Related Services grid
a. Service is picked from the dropdown
b. Service location is identified from the dropdown
c. Dates entered must match the dates on the IEP Cover page
d. Provider is picked from the dropdown
i. If the Related Service provider is overseeing a classroom program, the Provider
may be the Sped Teacher or someone else. If so, a Supervision line is present (a
Supervisory program, not “Consult”. Consult is no longer a service option)
e. Minutes, # of Times, and Frequency of service are required
2. If student qualifies for Special Transportation in the Special Factors section, the
service must be listed in Related Services (Minutes are zero)

= | 1 All other academic areas v Gen Ed Setting ~ General Ed Teacher ~ 306 5 Weeldy -

1. Any minutes that are not Special Ed or Related Service are entered into the
Regular Education section, to account for the rest of the total minutes per week.

Primary service location and
environment information

Inside general education Class 80% or more of the day

Special alternate service locations. If

one of these is chosen and there are

questions, contact the Records . b
Technician 1740.00

31- Separate schoo!

32 - Residental facility
33- -HomeboundiHosptial
34 - Comedtional facilities |
35 - Parentally placed in Private Schools |

1. Total minutes for students K-12 are typically 1800
a. 4-day Preschool minutes typically total 600
. 5-day Preschool minutes typically total 750
. ASPIRE Preschool minutes typically total 1500
. Mat-Su Secondary School minutes typically total 1400
. Itinerant speech-only students minutes will only reflect the amount of speech
services the student receives
f. Other specialized District programs may have modified minutes, or students
may have reduced minutes for other reasons. Contact your Case Manager.
2. The LRE (Least Restrictive Environment) fields are generated by the configuration and
location of services, the student’s age, and the program.

o oo o
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I. Placement

Caver Sealipthe/Concems 5 PLAAFP - Spsicnl Factors Transmion Assesnments Gﬂaﬂ Modn. & ESY Sms | Pacoment |

1 I s plpcamqent based) ot the diidenls enueplional neeit documentisd mihisiﬂ:‘_!m
445 e st ot o o sty BOUELITER b i Gt pdicton claussoois tor e erice o ool Lugg
511 retnowal froe £ CIDSBINOM & MECREGary. | & Hased on the ryho= ol e shadent's dsatity, the intensty of roguamd sratrmeton s suppots resded and not the necd for
medhficoncns i e genen! cumadum?
sl i e e e st sm:{h
D i 55 (aaim coititior o3 Sl o s KL 6c O he sdicatonsl Mocsned 97 fTig
6 Tititie this Shidam Ritve fi onscdunilty 10 CariciDa i oxrsceicuiat and nenacadanms evorz wilh nondimmiHed ﬂm:{m
;glmwwmmﬂﬂ@QMﬂwnmmwwgmwwmwmmwmmmm'W@wnm
Present level of I per | instr str les. These

: services can be appropriately Implementad In the regular classroom with direct services from
speclal education personnael for a portlon of the day.

1. Each question must be answered
a. If all answers are “Yes”, the text box can be blank
b. Any “No” responses must be justified in the text box
i. The highlighted dropdown contains a library of standardized statements, or Case
Managers can write their own
c. “N/A” in questions 2 and 3 is only applicable to Preschool students. K-12 students
must be answered Yes or No

J. Meeting Notes

Cover  StergiheConcoms 5 BLAAFP Stincitl Faclors  Trabsilion AsiEsEments Goals  Mods 8 ESY  Swoovicas
Allnthments:

1. Notes from the IEP meeting are entered here
a. Meeting notes for Amendments are entered above any existing meeting notes, and
any sets of notes should reflect the meeting date they correspond with
b. Any handwritten notes are returned to the Case Manager for the working file

K. Attachments

_ Cavy Bk_mglrswm&w SpemialFaclos  Transtion  Asossments.  Geals  Mods BESY  Senioss

Altachrmenis

_. = l..lna mm = Commant - :T'. Dogument _
1. Only original signature pages from the IEP meeting are uploaded, using the +Add
button
a. IEP meeting team signature page
b. Alternate Assessment signature page, if applicable

c. FBA/BIP, if completed
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Reviewing IEP Amendments

(Invitation and Written Notice within the Process can be used)

Student SE Record>SpEd Docs tab>Process Documents>IEP:
**Case Manager will use the Make Amendment button to modify the IEP:

Menu~ & ' Save X “Undo & Validate This IEP Pnnt Preview Finalize Make Amendment

AMENDMENT

[ Cover | Stengths/Concems & PLAAFP Special Factors Assessments
Attachments

Original IEP Date IEP Review Dus Date Eligibility ENective Date .5
01/13/2020 [ O7/13/2020 ] 01/12/2021 e 03/01/2018 ] 02/2%
_

Reason for Amendment h & A v

No Meeting Am_endment: Team and parent have agreed to an Increase Reading Service mlnute_s_ |

1. Amendment Date will auto-populate with the date Amendment is created. Can be
changed manually if needed, to match meeting date, or date parent was contacted
for a No Meeting Amendment

2. Reason for Amendment must be explained in the text box (state No Meeting)

3. Areas of the IEP are modified; see “Reviewing an IEP” for section-specific information

4 Add [ Show Detail

Sl

|l & .. 1 Writing v Gen Ed / Special Ed Selting ~ 01/13/2020 §& 01/12/2021 ]

| 2 I 2 Reading - Gen Ed / Special Ed Setting ~ 07/13/2020 01/12/2021 ]

the date of the Amendment

For Regular Amendment meeting:

¥ “mwiton s ¥ Eaveanonsinionis ¥ | Gommrtabowsd ¥ - Conmaioaresni ¥ |

= 4 i Father |Yes Yes i:ﬂmd -

1. Student Consulted/Present box should have “Invited” in the dropdown if aged 15+
2. Parent/Guardian information will auto-populate from the Student Information System
a. “Invited” must be picked from the Consulted/Present dropdown for names

and signature lines to generate on the printed page




poveeey
LML=

1

I
R

pine & PILA ) i < sl &E i [&adiitiz: i) k!

-

Case Manager / SE Admin - Invaed

-

District Representative - Inuned

-

General Education Teacher - Ivted

LI
5|9 |9

_]

1.

w

0~

Staff Names and Title/Role at the meeting must be entered and clearly |nd|cated for
meeting signatures (gridlines can be added by using the +Add button)
a. Typically a meeting requires 3 primary roles: Case Manager/Special Ed Teacher,
a District Representative, and a General Education Teacher
b. This means a minimum of 3 persons. One person cannot fill more than one
primary role a meeting (i.e. the Case Manager cannot also be District Rep)
c. “Invited” must be picked from the Consulted/Present dropdown for names
and signature lines to generate on the printed page

. Attendees from an outside agency, or any other participants, can be

identified/added under the Other Participants grid, using the +Add button

. Case Manager prints signature page and collects signatures at the meeting
. Case Manager makes agreed upon changes to the IEP, and completes any items

that flag from Validation

. Records Specialist will review Amendment and Written Notice, and contact Case

Manager for corrections or questions

. Records Specialist will upload Amendment meeting team signature page to

Attachments tab (Alternate Assessment signature page and FBA/BIP if done at the
meeting)

. Case Manager will Finalize the documents when review is complete
. Records Specialist sends original signature page to Student Support Services



For a No Meeting Amendment (can be used to modify Testing Accommodations,
Goals/Objectives, and Service Minutes only):

AMENDMENT
| Cover | Stmnaths/Concarns & PLAAEP.

‘Otiginal IER Date Arm=ndment Date IEP Review Due Dats  Eligibility Effective Date

Autism
Reason for Amendment B G A e |

1. Amendment Date will auto-populate with the date Amendment is created. Can be
changed manually if needed, to match meeting date

2. Reason for Amendment must be explained in the text box (state No Meeting)

3. Case Manager generates a signature page with only his/her signature and date

4. Case Manager makes agreed upon changes to the IEP, and completes any items
that flag from Validation

5. Records Specialist will review Amendment and Written Notice, and contact Case
Manager for corrections or questions

6. Records Specialist will upload Amendment signature page to
Attachments tab

7. Case Manager will Finalize the documents when review is complete

8. Records Specialist will send original signature page to Student Support Services

+$* How to bypass Synergy SE “required signatures” validation for the No Meeting Amendment:

ks Complete the following participant directions to create the No Meeting Amendment
signature page.

StudentiEP 5 | Complele beiow steps then 3 1: SHC
Student Name chk Save
Menuv ok .

Stugent Name Studenl (5 Gendes Sith Date Grade. IEP Staurs

ARIENGRAENT

4 b;as nol select Inved fof these
o roles vel

g =0 et ;ﬁmnchepvemw: .:j

No Meeting Amenament | Generat Eoucanon Teacher not requ || Ganera Education g - -

Print preview and print the cover page of the IEP Amendment.






Reviewing a Change of Placement Amendment

(Invitation and Written Notice within the Process can be used)

A Change of Placement team meeting is held for students moving between sites such as
Mat-Su Day School and the boundary school. It is also used for students moving into/out of
a more restrictive program within a school (i.e. Resource to Behavior Support/ABA)

Student SE Record>SpEd Docs tab>Process Documents>IEP

Case Manager will use the Make Amendment button to modify the IEP:

Menu~ &= v ¢ X *yiyndo X Validate This IEP Pnnt Preview Finalize Make Amendment

| AMENDMENT
Special Facters Amssamants Goals Mods AESY  Senvices  Placoment  Maesling Nokes Atactiments

1EP Rewiew Due Date  Eligibllity Eflective Dite ‘Re-avaluation Due Date Process Name

06/29/2021 i 3 1110212021 B 11032020 5] 1110212023 ] Annual Review

Speech or Language Impalrment

Changes being made to ths IEP and why is documented here...

1. Amendment Date will auto-populate with the date Amendment is created. Can be
changed manually if needed, to match meeting date
2. Reason for Amendment/student change of setting must be explained in the text box

Refresh Participanis from Team

Mother

Father

1. Student Consulted/Present box should have “Invited” in the dropdown
2. Parent/Guardian information will auto-populate from the SIS.
a. “Invited” must be picked from the Consulted/Present dropdown for names
and signature lines to generate on the printed page



Case Manager / SE Admin - Ievitnd -

Q|9

District Representative - (nvied -

General Education Teacher - Invitud -

R : I — l ] S |
1. Staff Names and Title/Role at the meeting must be entered and clearly indicated for
meeting signatures (gridlines can be added by using the +Add button)
a. Typically a meeting requires 3 primary roles: Case Manager/Special Ed Teacher,
a District Representative, and a General Education Teacher
b. This means a minimum of 3 persons. One person cannot fill more than one
primary role a meeting (i.e. the Case Manager cannot also be District Rep)
¢. “Invited” must be picked from the Consulted/Present dropdown for names
and signature lines to generate on the printed page
2. Attendees from an outside agency, or any other participants, can be
identified/added under the Other Participants grid, using the +Add button
. Case Manager prints signature page and collects signatures at the meeting
4, Case Manager makes agreed upon changes to the IEP, and completes any items
that flag from Validation
5. Records Specialist will review Amendment and Written Notice, and contact Case
Manager for corrections or questions
6. Records Specialist will upload Amendment meeting team signature page to
Attachments tab
. Case Manager will Finalize the documents when review is complete
8. Records Specialist sends original signature page to Student Support Services

()

w

~

+$* IEP Sections modified at a Change of Placement include, at a minimum;:
e ESY Section Statement regarding year-round school (if applicable)
e Service minutes, Location, Providers to reflect new setting
s Placement description is updated to reflect new setting



ESY Eligibility and Timeline

Student’s IEP team should consider the following when determining ESY eligibility. Case
manager will consult related service providers as appropriate for ESY eligibility in their
respective area. School Psychologist will be included in team discussion for ESY
eligibility. It is recommended that teams discuss eligibility prior to meeting with
parents in order to have data ready for review at the meeting as well as have ESY
Eligibility Form completed for signatures from related service providers as applicable and
final signature from school psychologist.

e August - February Parent Conferences: Complete ESY_T:
at Annual Review of IEP, or in IEP Amendment. Both the

IEP
T — -
e August - February Prent Conferences: Complete E and

Eligibility Form in Ad Hoc/Misc Docs at Annual Reive\| Eligibility

IEP Amendment Form are
completed

N
2

Friday prior to Spring . Deadline for ESY annual reivew or IEP
Amendment meetings and ESY Eligibility Forms have been
held and finalized.

¢ April: Confirm ESY participation with parent.
«Email Record Specialist and Cindy Klauder of ESY confirmation. |
sComplete ESY Transportation form as applicable

» April: Case manager inform parent to complete ESY On-
line Registration

 April: Complete ESY Equipment Form as applicable and
email to Cindy Klauder.

¢ May: Deliver ESY parent letters via home with student or
postal mail.

ESY Training Video (November 2020): https://drive.goodle.com/file/d/1d-
7hTVZO8bTAUh4ym8VXmImB1Fo8rWDz/view?usp=sharing
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Kindergarten Transition Guide

2020-2021
e s e e e T

This guide is designed to support Early Childhood Special
Education Teams to complete Kindergarten Transition during the
4t quarter of the school year.
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Kindergarten Transitions — Components

Component 1: Timeline

¢ Kindergarten transitions are held in April or May. Seek approval from
Adrian to hold any in March.

e You can hold all your meetings in 1 day or spread them out throughout
the month.

o Holding them in 1 day allows for more convenient sub planning
for the kindergarten teacher and special education teacher that
will be attending all your kindergarten amendments. It also
helps related service providers when scheduling students that
they may miss therapy sessions for.

o Talk with your team/school for what will work best for your
group of students.

e Complete COSF Exit for all students going to kindergarten.

e Due to Covid Mitigation Plans, all meetings should be held at your
school for any students that will be attending a different elementary
for kindergarten. Participants, as appropriate, from the receiving
school can attend via zoom.

o Itis NOT required to invite participants from a receiving school.

o It may be appropriate to invite receiving school staff for students
in more restrictive programs (for example: ABA)

o When in doubt, call Adrian.

Component 2: Types of Transition Meetings

e No Meeting Amendment:
o SPEECH ONLY students
» remove transportation and notify David that student will
NOT be accessing special transportation in the fall
» amend IEP to reflect kinder speech services. See attached
paperwork directions.
o Students in Head Start
= amend IEP to reflect kinder speech services. See attached
paperwork directions.
e IEP Amendment
o All other students
» remove all prek info and replace with kinder info.
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e This could be in modifications and supports, special
factors>transportation, etc.

e See attached paperwork directions.

= Complete Transportation Form for students that will be
accessing special transportation in the fall.

o Notify David of any students that currently ride
special transportation because of prek, but will not
be accessing it in the fall.

e ESER/Annual review
o Any student that is reviewing ESER results and writing an annual
review can also hold their kindergarten transition meeting at the
same time.
= This is SUPER tricky paperwork wise. You will technically
be holding the ESER and annual review. Then an IEP
amendment for the kindergarten portion. Prepping the
paperwork to do all 3 in 1 meeting could be a struggle.
» Consider holding the ESER/IEP meeting, then the
kindergarten transition at another time. Just a suggestion.

Component 3: Paperwork

o All transitions require the IEP to be amended to reflect the anticipated
kindergarten minutes and to remove anything that addresses
“preschool”.

e Meeting participants for all kindergarten transition meetings (except no
meeting amendments for SPEECH ONLY students)

o Case Manager/SE Teacher (preschool teacher)
o District Representative
= Could be kindergarten Resource Specialist
= Could be related service provider
» Could be kindergarten special education teacher
representative
o Kindergarten General Education Teacher
» Designated by school principal
o Kindergarten special education teacher representative
= Each school does this differently.
e Some schools designate 1 special education teacher
to attend all kindergarten transitions.
e Some schools want the projected teacher to attend
the applicable transitions.
o Related service providers as appropriate
= Recommend the current related service providers to attend
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» Recommend potential kindergarten related service
providers attend

= Please note, talk to your current and future related service
providers. This is an amendment, not all related service
providers may be available to attend all meetings. Teams
should do their best to have a representative from the
current team or future team attend as appropriate.

o Parents must be invited and best practice is that they attend

e See “How To Kindergarten Transition Meeting Paperwork” for full
details on completing paperwork

Component 4: Assessments/Data

e Provide the designated Kindergarten Special Ed Teacher with the
following assessments as appropriate.

5|]Page

o Brigance screener information - Fall/Winter/Spring as

appropriate
STAR data as appropriate

= STAR Profile

= Level/program at the end of the school year
Heggerty spring EOY assessment
Communicate Social Emotional/Behavior/Adaptive skill data or
specific tools student uses and their success rate (token board,
visual schedule, choice board, calming strategies, zones of
regulation, etc)
Other relevant information for the receiving team.
Optional “Kindergarten Transition Snapshot” page attached, but
not required.



How To Kindergarten Transition SPEECH ONLY Student Paperwork

No Meeting Amendment

*You can do a No Meeting Amendment for the kindergarten transition for a
SPEECH ONLY student.

*Preschool teacher and Speech Pathologist will:
> Determine who will contact parent to discuss kindergarten transition
and seek approval from parent to conduct the kindergarten transition
as a No Meeting Amendment.
» Determine who will complete the No Meeting Amendment paperwork.

1. Contact parent to seek approval for a No Meeting Amendment
kindergarten transition.

a. You are amending the IEP to reflect current preschool minutes
for the remainder of this school year and to reflect the special
education speech minutes for starting kindergarten.

2. Upon approval for the No Meeting Amendment:
a. Make sure your student is in the Annual Review Process

i
Current Process: { Annual Review |

(@ Process Documents

o AK EvalConsent - Consent for Evaluation

O Invitation to Attend - Invitation to Attend a Meeting
Ko M=

(o) "~ Written Notice - Written Notice

{)  GENAZAK COSF - Child Outcomes Summary (Preschool Only)|

~b. Open the IEP and click ‘Make Amendment’ button
StudentlEP &

Student Name: -k

S 3
Menu~ 1= X N » B AEEEE  Validate This IEF Print Preview Finalize Make Amendment
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¢c. PRINT PREVIEW RIGHT AWAY and SAVE SERVICE

MINUTES PAGE to your desktop or in a file on your

computer.
i. You will attach this page to Attachments in the IEP

Amendment.

1. Save with the following Naming Convention:
FirstNameletterLastNameLetter_Preschool Service
Minutes_Date of Meeting (MM/DD/YYYY)

2. For Example:

AB_Preschool Service Minutes_04/15/21
ii. Doing this demonstrates the preschool minutes that will

continue for the remainder of this school year.
StudentlEP

Student Name:
Menu~ ok #Sav. , . ®ULNGC f___""""

L ‘ .
Student Name: n
AMENDMENT 5
r 1
gth E ecial Factars ssessrpent . ¥ | Attachments

® Document Attachments | #Add

1
2 | _Preschoo! Service Minutes_4-15-21

d. Look through the IEP for any other areas that address Preschool.
i. Most IEP’s will need to address the foliowing sections of
the IEP in the Amendment:
1. Special Factors>Transportation
2. Modifications and Supports
3. Service Minutes
4. Placement

ii. For example, Modifications and Supports often discusses
supports in a preschool environment. This will need to be
amended for kindergarten.

iii. Save any pages that will be amended. You will save
these pages to your computer like you did for service
minutes.

iv. Use the Naming convention as you did for service minutes.

1. FirstNameLetterLastNamelLetter_Preschool IEP
Pages_Date of Meeting (MM/DD/YYYY)

v. Upload them to the Attachments Tab like you did for

Service Minutes.
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e. Once you have identified any part of the IEP that needs to be
amended, AND you have saved these pages to your computer,
AND you have attached them to the IEP Amendment; you are
ready to amend the IEP.

3. Cover Tab
a. Amendment Date field: Enter the date that you spoke to the
parent
b. Reason for Amendment field: Enter the areas you are going to
amend.
i. See screenshot for an example
StudentlEP
Student Name:
Menu- o wSave X unde x B Validate This 1EP revie
Student Name:
AMENDMENT
Cover StrengthsiConcems & PLAAFP Special Faclors Assessiments Goals Mods. &
@® Dates ﬁ
Original |EP Date [AmendmentDate 1 IEP Review Due Date Eligibiiity Effective Dz
03/02/2021 ] = g
Primary Eligibility ,B
. Speech or Language Impairment v
[Re?s&f&AmeﬁtEent —— —

No Meeting Amendment
Kindergarten Transition - |EF amended to reflect special education services in kindergarten. |

I Special Factors - remove transportation for fall. Student does not require special transportation in the fall.
Modification and supports amended to reflect kindergarten supports.

| Service minutes amended to reflect kindergarten service minutes.

| Placement arended to reflect piacement in kindergarten.

c. Participants fields: Complete the following then Save.
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StudentlEP ) N [

Student Name:

Student Name: IEP Status: Draft IEP Amendment
AMENDMENT

Cover [ ES

© Parent Participants

[ L Pasird o Rstoson Trpe Eadcativead Ripes [ Cornaci Abrwed. [

0 ] -
s 2
o Seled 'Invited' for Case Manager ]
& Stafl Participants +Add Remove all Staff Participars exrept Case Manager/SE Teacher ] 1

Stat) Ko = ‘ CompraPrrsant i EI

" & Case Manager / SE Teacher - Inwited
] 4 & ~ -
B a
@ Other Participants - add Creniha, info for Distiict Dot seect Iviled for ths role yet ]
X L ‘ o ‘ \ Bhle ‘ CansirtodiMresgn ol
Y ~ No Meeting Amendment District Representative nol required Distric Representative 4 -'

d. Print Preview and Print the cover page for signature.

Mat-Su Borough School District
Studuc Suppont Senvices individualized Education Program
Paimer, AK 89648 AMENDMENT

Phone: 907.746-8221
Fax: 907-761-4078

Student Name:

Birthdate: Gender District 10#:
Grade: Pro Prirary Language State 1D#:
Dislnct. Mat-Bu Borough Schoot District School:

EP Meeling Date: 03/02/2021

IEP Type:  [initai [Aannuat
These 2 dates shouid

IEP Expiration Date : Re-evaluation Due Date:
be the same. They are

Primary Disability Spesch or Language lmp the date the parent
Reason For Amendment: gave approval to

; conduct No Meeting
ho Meeting Amendment Amendment
Kindergarten Transition - IEP amended lo reflect special educabon services in Kindergarten. -
Special Factors - remove ransporiation for feli. Student does nol require special bransportation in the fall,
Wodification and suppx d to reflect lundergart pp
Service minutes ded to reflect kindergarten service
f B fefecl® i eindorgarten: Case Manager will sign and

7] Transfer of Rights Letter has been sent Lo both parenl and ghudent (Al least ene year bef date will be date gained
of his/her rights).
parent approval to conduct

Notice of Procedural Safeguerds Provided [ves no [otlersl "No Meeting Amendment.
Slgnature of Particip inA d At1EP Masting®
Namaes Position P /Absent Signat Date
Case Manager { SE Teacher  Invited R ) B ]
*Signature Indicates attendance and does not constitute agreament or di with-EP &

e. Upload signed page to Attachments Tab in IEP with Naming
Convention
i. FirstNameLetterLastNameLetter_NMA Sig Page_Date of
Meeting (MM/DD/YYYY)
f. Return to Cover Tab and complete following field then Save
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StudentlEP 1 3 5@

Student Name:
Menu- My Xekte  Vaid o

Student Name: 3 |EP Status: Draft IEP Amendment
AMENDMENT

Cover SteangihsiConomins LPLAARD Spenie Faciers Assesaments Goa wods 5 L5 Larises ent etng Holey

@ Parent Participants

° ° [
© Slafl Parlicipants - Ado
| o
g Case Manager ¢ SE Teacher - Invited Select imdted' for this panicipant -
@ Other Paruclpants +Add i
: S Y (RS PP o
bt

Mo Meeting Amendment District Representative nol required District Representative - invited

Amend areas in IEP to reflect kindergarten services.
Draft a Written Notice and finalize.
a. Written Notice date should be same as the Meeting date of IEP
Amendment.
Complete COSF Exit form and finalize.
Finalize IEP No Meeting Amendment
Be sure to provide parent with copy of IEP Amendment and Written
Notice.

=

® N O

10| Page




IEP Amendment

*You can NOT do a No Meeting Amendment for the kindergarten transition
for a student that is eligible for more than just speech only.

*This Kindergarten Transition is for students that will be accessing special
education services through a Resource, Intensive Resource, BSP or ABA
program. Students may or may not have related services as well.

*These meetings MUST include the following participants
e Case Manager/SE Teacher (preschool teacher)
District Representative
o Could be kindergarten Resource Specialist
o Could be related service provider
o Could be kindergarten special education teacher representative
Kindergarten General Education Teacher
o Designated by school principal
Kindergarten special education teacher representative
o Each school does this differently.
= Some schools designate 1 special education teacher to
attend all kindergarten transitions.
= Some schools want the projected teacher to attend the
applicable transitions.
Related service providers as appropriate
o Recommend the current related service providers to attend
o Recommend potential kindergarten related service providers
attend
o Please note, talk to your current and future related service
providers. This is an amendment, not all related service
providers may be available to attend all meetings. Teams should
do their best to have a representative from the current team or
future team attend as appropriate.
o Parents must be invited and best practice is that they attend

*These meetings may be held via Zoom and attendance should be
documented for appropriate participation (attend via Zoom, or sign in
person)
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1. You will need to be in the Annual Review Process for this Amendment.

Current Process: | Annual Review

(d Process Documents

o AK EvalConsent - Consent for Evaluation

Ir 6 "Invitation to Attend - Invitation to Attend a Meeting

O e |

[e] Written Notice - Written Notice J

2. Create Invitation

3. Open the IEP and click ‘Make Amendment’ button

Student|EP ;
Student Name: \*
Menu~ B & Saw X & x | ;‘:J Validate This 1ZP Preview inalize ‘ fake Amendment

a. PRINT PREVIEW RIGHT AWAY and SAVE SERVICE

MINUTES PAGE to your desktop or in a file on your

computer.
i. You will attach this page to Attachments in the IEP

Amendment.

1. Save with the following Naming Convention:
FirstNameLetterLastNameLetter_Preschool Service
Minutes_Date of Meeting (MM/DD/YYYY)

2. For Example:

AB_Preschool Service Minutes_04/15/21
ii. Doing this demonstrates the preschool minutes that will
continue for the remainder of this school year.
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StudentlEP

Student Name:
Menu~ M ¢ Save X tUnes xR T cate Ti rint P Finalize

= Vet

Student Name: n
AMENDMENT .
ths/ ﬂ al F b B vices i feetir les Attachments

® Document Attachments ¢ 4 add

1
2 _Preschool Service Minutes_4-15-21 |

b. Look through the IEP for any other areas that address Preschool.
i. Most IEP’s will need to address the following sections of the
IEP in the Amendment:
1. Special Factors>Transportation
2. Modifications and Supports
3. Service Minutes
4. Placement

ii. For example, Modifications and Supports often discusses
supports in a preschool environment. This will need to be
amended for kindergarten.

iii. Save any pages that will be amended. You will save
these pages to your computer like you did for service
minutes.

iv. Use the Naming convention as you did for service minutes.

1. FirstNamelLetterLastNameLetter_Preschool IEP
Pages_Date of Meeting (MM/DD/YYYY)

v. Upload them to the Attachments Tab like you did for
Service Minutes.

c. Once you have identified any part of the IEP that needs to be
amended, AND you have saved these pages to your computer,
AND you have attached them to the IEP Amendment; you are
ready to amend the IEP.

9. Cover Tab

a. Amendment Date field: Enter the date of the amendment
meeting

b. Reason for Amendment field: Enter the areas you are going to
amend.

i. See screenshot for an example
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StudentlEP

Student Name:
Menu= o - vSave X % x [E_F'ﬂ Validate This IEP Print Previe
Student Name:: C
AMENDMENT

Cover Strengths/Concertis & PLAAFP Speclal Eack Assessments Coals

@ Dates

Original IEP Date Amendment Date |IEP Review Due Date Eligibility EFf
= & &

03/02/2021

Primary Efigibility

Reason for Amendment
Kindergarten Transition - IEP amended to reflect special education services in kindergarten.

Special Factors - Transportation. Student does require special transportation In the fall for behavior.
Maodification and supports amended fo reflect kindergarten supports.
Service minutes amended to reflect kindergarten service minutes.
Placement amended to reflect placement in kindergarten.

c. Participants fields: Complete the following then Save.

StudentlEP 1 3 Y
Student Name
Menuv i #PEe X hlnuc X 9 =
Student Name IEP Status: Draft IEP Amendment
AMENDMENT
Cover | SrerginvConeains & PLAAFP -
Refiesh Particlpants fom Team
{® Parent Parlicipants .
oo i 8 [yt sk
. fnvited -
Be sure to invile parent . :
| S —
@ Staff Participants % Add
L
L= [}
& Case Manager ! SE Teacher v invited ~
g District Represenlative - invited -
Generate any school staff participants here and theis role.
Be sure to designate a District Represenlative and Generel & General Educalion Teacher - Tnwited -
Education Teacher.
& Physical Therapist - Invited -
| & Physical Therapist - Invited -

d. Print Preview and Print the cover page for signatures.

10. Amend areas in IEP to reflect kindergarten services.

11. Draft a Written Notice at the end of your meeting. Finalize after

meeting.

a. Written Notice date should be same as the Meeting date of IEP

Amendment.
12. Complete COSF Exit form and finalize after meeting.
13. Finalize IEP Amendment after meeting.
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14. Create transportation form for starting in Kindergarten — ONLY for
students that will be accessing special transportation in fall.

15. Be sure to provide parent with copy of IEP Amendment and Written
Notice.
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Kindergarten Transition Snapshot

Student: Age:

Birthday:

3 Year Due:

Eligibility: Annual due:
Areas of Educational Need:

Strengths:

Learning Style:

Can Do Struggles with

Supports Used

Behavior

Social Emotional

Speech
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Adaptive Skills

School Skills

Other Information:
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Kindergarten Resource Specialists 2020-2021

Amber Finley

Dena'ina

Amy Tucker

Cottonwood
Finger Lake
Meadow Lakes
Willow

BirchTree Charter

Kelly McBride

Big Lake
Butte

Iditarod
Larson
Machetanz
Shaw

Tanaina
Trapper Creek
Talkeetna

Marti Mackinnon

Glacier View
Goose Bay
Midnight Sun
Pioneer Peak
Snowshoe
Sutton
Swanson

Tesa Bunsen

ABA -

Finger Lake

Larson

Snowshoe

Meadow Lakes

Structured Learning-Shaw
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FY22 Transportation Requests

¢ Requests must be submitted to Transportation by Friday at 11am for services to
begin the following Wednesday

1. Check that the Focus is set to the location where the student is currently enrolled:

Lori Smith {Show Active and Inactive)

2021-2022 Cottonwood Creek Elementary

a. PAD Tree menu on the left side of the Synergy screen
b. Select Synergy SIS

c. Select Student

d. Select Student Transportation

Synergy SIS
Student =
' Reports
« Pemon Search

2 Phone Search
Sechsion / Restraint

¢ 3 Spedial Ed Documents
Studgent

2 Sludenl Nofifications
7. Student Phone Numben
# Studen! Frofile

3. Search Student by name or student ID:
*r Transportation

Student Name: School: Homeroom:  Staff Name:
Transportation

Last Name First Name Middie Name Suffix tudent ID
[

4. Click the +Add button next to the Open Transportation Requests:

7/20/21



5. Open Date (insert today’s date), the school the student will be transported to and from,

and the appropriate school year. Click Save:
3 8 i ce"Me

| * Transportation
Mese € Q > o I 4 ¥
Student Name: School: Homeroom: ~ Siafl Natme:
Transporiation
Last Name First Name Midie Name Suffix Student ID Grace Gender
O Student Addsess inforrabon
Address Cay State
ZIP Cade .3 Gris Code
@ Open Transporiaion Requests 4 Asd
1 i 2 | -3 J
:!?;*

6. Select green arrow in the Show Details box, transportation form will open.
BOmemnmﬁmRemws + Aud

Lind cal i i .
0210712020 @  Teacher Wasilia Middie School 2018-2020

7. Complete the form. All fields are required unless otherwise noted:

Transportation Detait

Nate that the School and Year you chose for this
Menu ~ [} « Save  %wUndo ¥ Cancel transportation form shows here:
Student Name: School Name: Wasilla Middle School School Year: 2019-2020
Teacher ot
{1 Teacher [3 Transportation [ Routing

© Request 1 [
Must select one

Q504 O Special Education O ESY |

@ Request Type 2

O Cancetiation of Plan O Change Plan O New Plan O Withdrawat of Student From School O New School Year ~Must select one

Cancellation/Change Reason
o Copy Data from Previous Transportation Request
Enter any applicable o po! . Copy ]
information. Can be blank h

Can use this butten if the student has a

previous transportation plan. Will not work
with the first transportation plan.

@ Special Transportation Requirement: 3 | | Complete as applicabls.
. -+ ‘smwe=r | Click Add if you have any special needs (safety
©TenspaistonRequirements, S +Add iy vest, stc). Can add addtionai Notes
——— =
[1) Wheelchalr
- |

©® Special Requirements Comment |
[ Not required. Child weight can

Chiid Weight s
be helpful to determine the
|__appropriate size safety vest.
Special Requirements Comment General Comment
@ Case Manager | 5 |l Both fields required |
Requesting Gase Manager Case Manager Phone

&
[
| Both fields require_r.i. _J

@ Transportiation Requirements | 6
Receiving Schoot ) Program
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© Pick Up I All fields required unless otherwise noted. l
Addrass e

City State  2ip Code
Pick Up Lacalican Type Ti ion Type ion Reason Code Requested Stan Date
- - - 1
Commenl
As applicable, but not
required

© PickUp Conlacts  + Asa | Requirsd ]

@Dopof | G

Ali fields required unless otherwise noted. ]
Leave Unattel Name ol Respansbin Dersan (4]
Addrass City Siate  Zip Code
Orop Off Locatian Type jion Type Ti ion Reason Code
Comment
As applicable, but not .
required

@ Drop Off Contacts =+ Add I Required [

8. Once form is complete click save at the top of the form.
Transportation Detail

Menu~ % Cancel

Student Name: School Name: School Year: 2019-2020
Teacher
[ Teacher {7 Transportation [ Routing

9. Hover cursor over Menu:

Transportation Detail

M&nu- o - »® Cancel

Edit Student Transportation Entry Data Reports

View Audit Detail For Transportation Detail  Student Transportation Plan

10. Then click Edit Student Transportation Entry Data:
 Menu~ = Save ™ ¥

[t
View >tdit Detail For Tra nsportation Detail

11. Click the Teacher box and Save. Form has now been sent to Transportation for routing:
Transportation Detail

Menu ~ = L?}‘S]
Student Name
Teacher

| B Teacl
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Medicaid Consent
January 2021

When do I address Medicaid Consent?
e Transfer In Meeting
e At annual review if Medicaid Consent has not been obtained.
¢ When parent signs Initial Consent to Evaluate.

*** Parents sign Medicaid Consent even if they are not eligible. ***

Which students would we address Medicaid consent for?
» Any student with a related service.

Who is responsible for obtaining Medicaid consent signature?
o The case manager is responsible for obtaining Medicaid consent signature and
completing the paperwork.
e There may be instances where another certified special ed staff member will
obtain the signature, this is rare.

How do I complete Medicaid Parent Consent?
o Follow the steps in the ‘How To’ at the end of this document.

What do I do with the original signature?
e Your Record Specialist at your school will upload the original signed document into
Historic Documents tab.
e Send the original to your Record Technician at SSS.

What if the parent gave consent via virtual platform or over the phone?
* Note in your meeting notes that the parent gave consent verbally via (Zoom,
phone call, etc) and a form will be sent home for parent signature.
o Let the parent know that a consent will be sent home with the student or by mail
for the parent signature. Parent should sign and return with student orin a
postage paid envelope.

Does the parent sign a new consent at each annual review?
e No. Once we have consent to bill Medicaid, you do not need to gain a new
consent.

e If the student’s Medicaid status changes, (for example: they have recently become
eligible), a new consent should be obtained to reflect this status. If they are no
longer eligible, this change does not need a newly signed consent.

What if the student exits and then returns to our school district?
o Follow the steps as if they are a new student to the district with a new Medicaid
Consent.



How To Complete Medicaid Consent

Medicaid Consent is located: SE Student Screen>Misc Docs Tab>Medicaid Form

SE Student
Menu- A maMestWihStudent € Q 9 M  ~Sae  sUndc m =
Student Name: <
Demographics Parenis Tearr | Misc Documents Historieal Documents SpEd Ducs 804 Docs Tometine
Last Name First Name Middie Name Suffix Student ID

© Document Creation

Cregte Long-Term Closure At-School Services for Special Education Students During L
Creste Drop Out Letter Drop Out Letter
Create Progress Leiter Progress Repart Letter
Create soP R Summary of Periormance
| E'; Medicald Form b Parental Consent for Medicald School Based-S_eMoes ]

Open document, enter Document Date to be date of meeting, and Print Preview the
document.

Medical Aid Permission
Student Name:

Menu~ # 5wve X @ Undc X E 3 Print Preview 2 Finalize

1
Jig
K}
‘i‘

Student Name: Document: Medicald Form  Description: Parental € t for Medicald Schoo! Based-Services
Permission Statement
Document Date | K] 1

Permission Statement

WRITTEN NOTIFICATION TO PARENTS

Regarding Cansent to Bill Medicald

Background:

The Matanuska Susitna Borough Schoot District participates in the Alaska School Based Service program. Billing Medicald School-based
Services will not affect any other Medicald benefits that your child may recelve through outside providers. Services may include
occupational therapy, physical therapy, speech-language services, psychological and behavioral health services. Services provided to
students who are eligitle for Medicald or Denali KidCare may be partially retmbursed by Medicaid. Prior to accessing a child’s or parent's
public benefits or Insurance for the firsl time, and annually thereafter, school districts must provide written notification consistent with the
Individuals with Disabliities Education Improvement Act of 2004 (IDEA) 300.154(d)2)(v) and the Family Educational Righls and Privacy Act
(FERPA).

This program assists Alaska schoo! districts by providing partial relmbursement for medically related individual Education Program (IEP)
and/or individual Family Service Plan (IFSP) services. These IEP and iFSP services are provided to students at na cost to the students'
family, regardless of their Medicaid efigibility status.

Notice Regarding Consent to Bilt Medicaid:
Response Begin Date

=2
e B

You now have the document for parent to sign.

Parent will complete the following and check 1 box:

[ Parent/guardian completes ]
Relationship to Student: —

Students MedicaidDenaii KidCare L0.#_L_enter If available |
[Ji1 give permission
{TJ1 do not give permission Parent will check 1 box
[3Ji My child is not eligible for Medicaid

| Parent/guardian signatur_e ] F_date of signature ]
Parem_Signatum Begn Date "




Return to the Medicaid Form you opened and Print Previewed.

Enter the parent permission that they checked on their signed form, and the date that
the parent signed, and Save.

Medical Aid Permission 3
Student Name:

Menu~  « sa. X x :

Student Name: Document: Form D ption: Parental C t for M: School Based-Services
Permission Statement

Document Date  12/01/2020 =

Permission Statement

WRITTEN NOTIFICATION TO PARENTS

Regarding Consent to Bifl Medicaid

Background:

The Matanuska Susitna Borough School District participates in the Alaska School Based Service program. Biiling Medicald School-based
Senvices will not affect any other Medicald benefits that your child may receive through outside providers. Services may include
occupational therapy, physical therapy, speech-language services, psychological and behavioral heaith services, Services provided to
students who are eligible for Medicaid or Denall KidCare may be partially reimbursed by Medicaid. Prior Lo accessing a child's or parent's
pubhc bener ts of msurance {or the firsl time, and annually thereafter, schoo! districts must provide written notification consistent with the

1Gatlon improvement Act of 2004 {(IDEA) 300.154(d)(2)(v) and the Family Educationaf Rights and Privacy Act

Select the option that the parent s by provicing partial feimbirsemenl (o megiclly r=laied Individual Ed Program (IEP)
checked P} services. These tudents at no cost to the students’

- gl Y S1BTUS, Enter the date the parent signed
Notice Regarding (fnsent to Bil Medicaid: v/
Response v Begin Date
- [
| give permission for Matanuska Susina Borough School District to bill my child's Medicald for

of School-based Services
| do not glve permission
My child Is not eligible for Medicaid

Finalize this form.

The selection for permission and the date entered on this form will populate on the SE
Student Screen>Sped Doc Tab>Medicaid fields.

'SE Student »

Menu» 3 mMectWihStden € Q > & wsae eune [LoolEiE

Student Name: I
[_ SpEdDocs | ¢
Last Name First Name Middie Name Suffix = Studen
® Current Settings
Previous IEP Date Previous Evaluation Date Primary Disability Preschoot Primary Disabitity
@ F - -
{EP Review Due Dale Re-evaluation Due Date Exit Explanation
@ B Exit Dale Exit Reason
.
Al L T
r e S
I Medicaid Consenl Status Medicaid Consent Stalus Date
| My onila is not efigible for Medicald ~  12/01/2020 &
Dnfrrenl Natn L R p—

Record Specialist to upload original signature page to Historical Documents>Attached
Documents Grid.

Original Signature sent to SSS Record Technician.






+* Medicaid Consent Form

** Verbal consent via Zoom/Skype/Phone is not acceptable for Medicaid. The form
must be signed by the Parent/Guardian

Teams can find the form in the Ad Hoc Documents, accessible from their Portfolio list:
Student Name

Y

Process Name: [nitial Evaluation

Ad Hoc Documents

t ntal Consent for Medicaid Schoo

Hased Services

P

The form can also be found under the Misc Documents tab in the student’s SE record:

!.

R Create soP

Summary of Performance

L

—

Form s

Croete ™M

Parental Consent for M School B d-Services

504 Introduction

Section 504 Introduction & MNotice of Rights

504 Invitation

Seclion 504 Invitation to Attend a Meeting

504 Consent Form

Section 504 Consent for Evaluation

504 Manifestation

Section 504 Manifestation Determination

Section 504 Meeating Notes

504 Meeting Notes

1. Case manager will enter the date on this form for any student that will be
receiving a related service (for Speech, OT, PT, Counseling, or any other billable
service); parent/guardian will provide a response (permission granted, denied, or not
receiving Medicaid)

2. Information from the completed/signed form is entered into the open form in
Synergy, and the form is Finalized’

3. The original is uploaded under the Attached Documents in the Historical Documents

tab, then sent to Student Support Services

SE Student =

e = € Q> A e e
Student Name

[ Histoncal Documentsl
tLast Name First Name Miigdie Name Suffix

& Historical Documents

. Upload signed Medicaid
Lé) Attached Documents™ document here.

) Show Detail + Add

e anA —-— rrarn

X Questions regarding Medicaid should be directed to the Student Support Medicaid Billing
Technician






Summary of Performance (SOP) for Graduating Seniors

Case Managers can open the SOP document in the Misc Docs at any time
and start working in the document:

[

Mieww 10/08/2020 Written MNotice \

B SOP

**The Validation that required the document be Finalized before a Process
move has been removed.

*The date of the Summary of Performance does not have to match the
Graduation date. It can be a prior date since the form is usually completed
prior to the Seniors actual last day of school.

Once the SOP is finished, and all other documents in the current Process are
finalized or deleted, the Process can be moved to Exit with the SOP still
open/unfinalized in Misc Docs.

In the Exit Process, Case Managers will:

¢ Finish and Finalize the SOP in the Misc Documents tab
e Complete the Exit Form and Written Notice in the Exit process in the
Sped Docs tab
o Exit and Written Notice date should match the date Registrars
used as the Graduation date
e Finalize the Exit Form and Written Notice

A copy of the ESER/IEP does not need to be uploaded to the SOP or
attached to the Exit Process.

When Student Support processes the Exit from Synergy, the Finalized SOP
will pull into the yellow Historic Exit folder, and live there with the Exit Form
and Written Notice.

Once the Case Manager has completed the above, the Records Technician
will Exit the Student from Synergy SE.
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¥ Child Outcomes Summary Exit
h E o EP
O Written Notice - Written Notice
o GENAZ AKX COSF - Child Outcomes Summary (Preschool Only)

1. When a Preschool student is turning 5 and will be moving on to Kindergarten the
following school year, a Child Outcomes Summary Exit must be completed by the Case

Manager in the Spring along with the Kindergarten Transition

ks Entry[[] Review[ ] Exit[]
Date of Rating: Person completing summary:
Persons involved in deciding the summary ratings:
Role
|Case Manager.

[ Name Source of supporting avidence

Outcomes

2. ACQUIRING AND USING
KNOWLEDGE AND SKILLS

To what extent does this child

3. TAKING APPROPRIATE ACTION
TO MEET NEEDS

To what extent does this child

1. POSITIVE SOCIAL-EMOTIONAL
SKILLS

To what extent does the child
show behaviors and skills related
to this outcome appropriate for
his or her age across a variety of

show behaviors and skills related
to this outcome appropriate for
his or her age across a variety of
settings and situations?

show behaviors and skills related
to this outcome appropriate for
his or her age across a variety of
settings and situations?

settings and situations?

= | = -] @ > | = w o »>| & ® @
E%g‘gﬁs 2|2 | B 2l E| = 2|2 |2|ls|2|5]|=
Elz|5|8|s|8|2 Elglg|2|8(3|2 flzis|3|e|2|2
HHHUHHERRHHH HUEERHHHEHEE
7|6 |s|afl3]2]1] 7|6 | 5] a]s]|2]1 6 | s |43 ]2
DDDDDDD| co|ojojojo|jo|ld i J o o o o |

B. Has progress been made

B. Has progress been made
since the last outcome

B. Has progress been made
since the last outcome

since the last outcome
summary? summary? summary?
[Jyes [1No [Iyes [INo [Jyes [Nec

If yes, describe progress:

if yes, describe progress: If yes, describe progress:

Exit box must be checked at the top

Date of Rating and Person completing the Summary is entered

Persons involved in deciding ratings should be identified

Source of supporting evidence is referenced (i.e. IEP documents, Goal progress,

current evaluation results, etc)
. Each area requires an entry rating of 1-7
Areas below the ratings are completed, describing any progress made by the Student

from Entry to Exit
7. Document is Finalized when completed

ol ol

o un

+$* If a Preschool student qualified, but does not attend fully or at all, and comes back to
MSBSD as a new Kindergarten student, the Kindergarten teacher would complete the COS

Exit.
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Accessing Unlocked Documents for Editing/Corrections:

When starting from the Portfolio view:

1. Go to the Students full SE Record by clicking the student hame (blue hyperlink):

1 IEPProcess | 54 Procsss

Ajps T slmnum* Y| cagesT

2. Click on the Historical Docs tab
3. Open the yellow folder on Line 1 (or whichever Line the documents are in)
4. Any reopened documents will say Edit to the left. Click Edit to open:

FY

Historical Documents

@n Studeniiame 15
Middie Name Ss,
' | Historical Documents |

Packet Cholces

" Process Start Daue Process Name

Histotleal Document Sort By

Ar “n ‘a& Doocument Date

’01/10/2020

To go directly to the SE Student screen:

1. Go to the PAD Tree on the left side of the Synergy screen
2. Choose Synergy SE

3. Choose Student

4. Choose SE Student

= PAD Tree
MALSL
Synergy SE n
Studeni B
Reporis
B Goal Library Personal

«. Pemon Seatch
[ Phone Search
o Porttolio
SE Student 4. |
= Speciol Bd Calendar
» Studen! Notifications
0 Student Transiation Documenls
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Or:
1. At the top of the Synergy screen type SE Student into the Quick Launch box
2. Click on SE Student when it appears in the screen list options

MATANUSKA-SUSITNA

DISTRICY

a W % fSEStuden\ se

SE Stu “ 3 SE Stwudent - SE

Menu~ J (@ SE Portfolio Setup

| SE Student »

Menu » R RaMeet With Student € |

4 Efther hit
Enter on
the

Click to
search,

or click
Find

Click on the Historical Docs tab
3. Open the yellow folder on Line 1 (or whichever Line the documents are in)
4. Any reopened documents will say Edit to the left. Click Edit to open:

PHIens Team Misc Do “His l.'DI'lde Diocuments
I StideniNEme, BPaslE
First Namne el _N_amez’ i e

Packet Choloes

Process Start Dile  Process Name

' 08/02/2019 #  Annual Review

anws&l By

By Show Detail + Add

_ Document 3 Y|
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RUNNING CASELOADS AND PORTFOLIO LISTS

1. Caseload/Case Carrier Reports:

Focus to current school year and the desired school, choose Show Active and
Inactive, click Save:

Lort Smith {Show Active and Inactive)

2020-2021 Big Lake Elementary

Change Focus

Year: 2020-2021 o
‘ Organization: Big Lake Elementary -
53 Mat-Su Borough School District -

1~ £ 1 Elementary Schools

- Big Lake Elementary

I~ Butte Elementary

- Cottonwood Creek Elementary

I~ Dena'ina Elementary

I~ Finger Lake Elementary

- Goose Bay Elementary

|~ Iditarod Elementary

- Knlk Flemantans

Show Students: O Show Active Only
O show Inactive Only

® Show Active and Inactive

- Cancel

Go to the Quick Launch box at the top of the Synergy screen, begin to
type Caseload into the Quick Launch, and click CAS01-Case Load:

Sy Pm e % Quick Launch |5

N - nl % lcase|o —— - _]il-

QG

Menu - @ IEP—D]S—O1 - IEP Disability (Sort by Case Carrier and School)

If a format other than PDF is required, choose the Sort/Output tab and choose
from the File Type Dropdown:

MName: Case Load Number CASO1 Page Orientation: Portrait
: . 3 Sort £/ Output Conditions

: Prompt for download  Show Active/inactive
PDF Active And Iinactive

oSV
L Excel (XL5)
HT R4

| PDF
Rich Text
Text File

| TIFF Image

B <AL
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Go to the Options tab, enter the Last and First name of the Case Manager, and
choose Print:
Report _CASO1 . Case Load »

MBe Print ; S Sawe Default Resel Saved Default

| MName. Caso Load MNumbeer: CASO07T Pagoe Orientation: Fortrait

l D ptions [

Caseload list of assigned students for that Case Manager will generate:

= Year: 2020-2021
' Big Lake Elementary Rep:n: pytpiyie
Case Load

** If a student’s name is in parenthesis, it indicates the student is not enrolled.
Follow up with Case Manager or Registrar so enrollment can be corrected, or student can
be Exited from Synergy SE.
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2. Portfolio List:

Focus to current school year and the desired school, choose Show Active and Inactive,
click Save:

Lon Smith {Show Active and Inactive)

2020-2021 Big Lake Elementary

Change Focus
Year: 2020-2021 ™~

'® Oorganization: Big Lake Elementary -

£ Mat-Su Barough Schoof District -
|- & 1 Elementary Schools
Big Lake Elementary
Butte Elementary
Cottonwood Creek Elementary
Dena‘ina Elementary
Finger Lake Elementary
{ Goose Bay Elementary
lditarod Elementary
Knik Flementary

Show Students: O Show Active Only
O Show lnactive Only

® show Active and Inactive

m Cancel

Go to the Quick Launch box at the top of the Synergy screen, begin to
type Portfolio into the Quick Launch, and click CLS-LST-01-Portfolio List:

rPortfolio

Admin Student Portfolic
Admin Teacher Portfolio
CLS-LL.ST-0O1 - Portfoiio List
SE PFPortfolio Setup

GRRGG

If a format other than PDF is required, choose the Sort/Output tab and choose
from the File Type Dropdown:
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Name: Case Load Number: CAS01 Page Orientation: Portrait
Sort / Output Coanditions Selection Advanced

Prompt for download Show Active/inaclive

Active And Inactive -~

Excel (XLS)
HTML
PDF
Rich Text

- Text File
TIFF Image
XKML

Enter Case Manager Last and First name and choose Print:
Report CLS-LST-01: Portfolio List =

= Print ] Save Defauli Reset Saved Default

Name: Portfolio List Number: CLS-LST-01 Page Orientation: Portrait
_ | Fiiter Sort / Output Conditions Selection Advanced

Staff Last Name Staff First Name

Report will generate for that Case Manager listing students, and information
including Next IEP and Eval Dates:

Grade Gender School Next IEP Date  Next Eval Date
5 Female Big Lake Elementary 01/20/2021 01/24/2022
5 Male Big Lake Elementary 111242020 02/14i2022
5 Male Big Lake Elementary 05/18/2021 05/18/2023
5 Female Big Lake Elementary 12/15/2020 12/15/2022
<] Male Big Lake Elementary 02/05/2021 02/05/2023
5 Female Big Lake Elementary 04/29/2021 04/29/2023
5 Male Big Lake Elementary 01/30/2021 02/22/2021
5 Male Big Lake Elementary 01/27/2021 01/27/2023
5 Female Big Lake Elementary 04/23/2021 04/23/2023
5 Female Big Lake Elementary 121122020 04/24/2022
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Admin Progress Report for Checking Progress Notes

1. Focus to a specific school site by using either the expandable Focus list or the
dropdown menu, then under Show Students choose Show Active Only, and click Save:

2020-2021 Big Lake Elementary

1 Elementary Schools

Lori Smith (Show Active and inacti

Change Focus . istri
_ Shange s . 2 Middle Schools | t-Su Borough School Distri
('@ oOrganization: Blg Lake Elementary - 3 High Schools '
£} Mat-Su Borough School District : g o : Iange Focus
= 1 Elementary Schools ' ‘ 4 Non-Traditional Schools
— Big Lake Elementary i es— 2020-2021 v
Butte Elementary 5 Other Schools
— Cottonwood Creek Elementary | — — !
Dena'ina Elementary 6 Closed Schools | | Big Lake Elementary R
Finger Lake Elementary — . k
— Goose Bay Elementary Academy Charter .. |Canalso
— tditarod Elementary - ] ;h School District choose .
Show Students: & Show Active Qnly h Amencan Charter Academy Ty SChOOIs fl'om the
(O show Inactive @nly Bervozova School = dr:
O Show Active and Inactive . ry Jementary oﬁgtown
l B carcet | or Big Lake Elementary nentary

2. Go to the Quick Launch type in Admin Progress Report, and choose the report

name in the dropdown:

A ® v Dy  Admin Progress Report
SE Stu
Menu~ 3

3. Bookmark for future access, and refresh the data:

h [ % QuckLaunce B
Click Refresh Data

Admin Progress Report -N

. Admin Progress Report (<]

bl If the Refresh Data button
pL0pLiBA8 doesn't update, use Refresh ry

Viewto be sure the most
current info is loaded.

Menu ~
Click to add
to bookmarks

if you use

that feature

4, Choose viewing options; Progress Reports for a specific Staff person, or for every
student in the School:

To run Progress Reports for a
speacific staff member, choose the
name from the Staff dropdown,
and thelr Role.

Dats last refreshed on. Reklhli-lo-g B

Students ‘[

To run Progress Report for the Scheol,
leave the Staff dropdown blank, and
choose the Role.

Case Manager / SE Teacher

Filter
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5. In the grid will be information on the status of Progress Reports for each

Student:
Date the most
= curent Progress po
! b il et i : Report was opened This
_ Da and started Dt column fs

not

I '{ 0812772020 | Progress Report |10/14/2020 | N aceurate,
by : Ignore.

I f 0313412020 | Progress Report | 10/142020|N

You may see blanks in the Progress Report Date column. If so, check the Current
IEP Date. IEP may be very new, so no Progress has been reported yet:

Progress Report |-
T ' Date - dl Complete T .

04/20/2020 Progress Repaort |03/21/2021 |Ne

02/25/2021 Progress Report
Progress Report

IEP is new,
Progress will start
at next quarter

09/11/2020

03/26/2021
01/15/2021 Progress Report [03/15/2021 |No

6. To preview or print a Progress Report for an individual student, click the box under
the Print column in that student’s gridline, then choose Print:

Select All Deseliact All Frint E5SY
‘ _ N —— - _ — . _

l H Enable Doubie Side  Printing

7. For an entire caseload or school, (dependent on the viewing filter options you
choose in Number 4), use Select All to check Print for all gridlines:

Setect Al e to ot AT Print E£5°%Y

‘ - Enab Doubls Sided Pr ting

1. Click
Select All.

Boxes
under Print = 2. Click Print
column will

then be S AAACAREE AR AR

checked.
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The Job Result box will pop up. Click the Admin Progress Report PDF to open:

s

Admin Progress Report Print: Job Result

Files Click the Result PDF te
open
Resuit escription File Type

B

Admin Progress Report Print PDF

Log File TXT

A copy of the most current Progress Report version will be generated for each
student or all students, based on your Filter Option choices. The Report(s) can be

printed if needed (there is the option to choose Double Sided under the Select All
button).

For a random check for current Progress Report entries, scroll through the report and
look for dates associated with the current quarter.
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Pulling Data From the Portfolio

(Will include withdrawn students and Compliance Dates)

1. Focus to a specific school site by using either the expandable Focus list or the
dropdown menu, then under Show Students choose Active and Inactive:

L
Change Focus

Lor Smith (Show Active and inactiy

Year: | 2020-2021 |- 1 Elementary Schools .
* ' Organization: Big Lake Elementary - 2 Middle Schools ‘ t"su Borough SChOOI Dlstrl
=1 Mat-Su Borough School District - ; |
._a1 E‘:er:entaly Sch::ls 3H|gh Schools : ]nange Focus
ppre m— p— 4 Non-Traditional Schools
utte Elementary 020 2021 .
Cottanwood Creek Elementary 5 Other SCh00|5 2 N
Dena'ina Eiementary
Finger Lake Elementary 6 Closed Schools |B1g Lake Elementary .
Goose Bay Elementary h
e Eacsertilly - Aoademy Charter gh School Disi Caneiso Ul
Show Students: (O Show Active Only American Charter Academy choose
< show Inactive Only }l‘y Schools from the
s> @ Show Active and Inactive Beryozova School ' lememary
m Cancel or Blg Lake Elememary E[;\entary

2. In the Quick Launch box type “Portfolio”, and click the Portfolio page option in
the list:

Portrolia

Admin Student Portfolic
Admin Teacher Portrolio
CLS- L ST-01 ~ FPortfoiio List
SE Portfolio Setup

- ARV
GRGGR

If Portfolio is not visible:

SE POI’thliO .ﬂ?sookmark for easier access l
Me u- Clear A ilters

udlt Detail For SE Portfolio

Vie Launch View Options

Admin Progress Report Hide Summary Cards
if the Portfolio grid dees not
appear, go tc the Menu
button, and chocse View as

Schootl Admin

Admin Teacher P lew as School Admin

Special Ed Calendar

Student Translatlon Documents

3. Portfolio will populate with student list and data for the school:

ESE Portfolio =

Menu -
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4. Choose the fields/columns you want to view in the grid:

| Clear All Filters Edit Columns... Use the menu on the very right i
of the blue bar tc chcose
K Su ress Grid Tooltips columns to view
! PP = Presets EsTUMmn VisiBility
| |
- [N Export Excel Default = ¥ All Cotumns -

] Documents
SIS Num

J current Docs
Historical Docs
Age

Birthdate

B Export CSV

3 Export TXT

[ Y TS T (RS T S
"

5. Data in columns can be sorted and filtered, using the icons at the top of the
columns:

Ty

. sor ji'."'-"“;” .Ir._{ Filter

6. Once all fields are ready, choose Print, and the output type:

O 14 63

@» overdue In Progress @ Future

Summary just
provides data
charts and
graphs

6. PDF will display the data in a grid form, with color coded alerts:

Yellow in the Annual Review and/or Re-Eval columns indicates upcoming dates:

i P

Due soon

05{14/2021

Blue across a student’s gridline indicates an Amendment in process:

In Amendment status

12/10/2021 | 01/09/2023

Red indicates overdue (most likely not Finalized):

Annual
Review Re-Eval

G 09/26/2022
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7. Any student who has been dropped or withdrawn will have parenthesis around
the name:

lStudentName
{t
Ha 1)
(.
T)
{: .
A)

Check the Case Manager column:

-If the Case Manager is not at your school, most likely the student had been
at/enrolled at your school at some time this school year, but is now enrolled
elsewhere.

-If the Case Manager listed is at your school, check with them and the Registrar.
The student will most likely need to be Exited from Synergy SE.

8. Excel will export to a traditional spreadsheet, which can be Sorted, Filtered,
and columns and rows deleted as desired.

Al v F status

R
4 A B C D |, E F G H ] J K L M N C
1 iStatus Process  Student Name  SISNum Age Birthdate Grade  School  Case Man: Disability Annual Re'A-R Date SRe-Eval  R-E Date Status

**Search tip when working with Excel and Synergy SE:

o Highlight Student ID numbers in the spreadsheet:

515 Num

; 131889
131179

E 136865
148808
139019

I 142548

E 151653
145961

e Right click to Copy (Or use Ctrl C):
Sls X cCut
[E."! Copy

af:l Paste Options:
- < =) © iy
‘i’:] 123 S 7

[} Paste Special... >
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e Go to the SE Student screen in Synergy and click the magnifying glass:
RSE Student »

Menu~ R ®miMeetWithStudemt £ Q & = m 4y undo BB EGEE X Delete

e Paste the series of nurpbers into the Student ID box

Student 1D Right click in box and .
click Paste (or Ctrl V) ~

Ty Win+Period

Ctrl+ 7
trh+ Shate = /
Ctri+ X
) Ctrt+ C
(D Paste Ctri+V
e C(Click Find:

Case Manage:

~ Stwdent Contact Log

131e89
1317¢
136866
143808
138018 -
1428548

151853

—1 Click on the number in the Line
column to go directly to that
student's SE record.

136865

136865

148808 148808

139019 138019

*If you have two screens, the grid can be on one screen, and SE Student page on
the other, making it easy to go from student to student in the grid list.
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Finding ECDD Students Turning 9

1. Focus to a specific school site by using either the expandable Focus list or the
dropdown menu, then under Show Students choose Show Active Only, and click Save:

Lori Smith {Show Only Activel)

2020-2021 Mat-Su Borough School District

Change Focus S— y
Year: 20202021 y 1 Elementary Schools ‘ bl i
%" Organization: _Big Lake Elemerdsry : 2 Middle Schools | -Su Borough School Distrif

2 Mat-Su Borough Schaool District - .
51 1 Elementary Schools | 3 ngh Schools : Iaﬂge FOC us
i gfﬁ?é‘g:‘fz;’;aw G— 4 Non-Traditional Schools
gonor)wo;;ie Creetk Elementary 5 Qther Schools | 2020-2021 E
ena‘ina mentary .
— Finger Lake Elementary 6 Closed Schools i | Big Lake Elementary vlé
— Goose Bay Elementary
- Iditarod Elementary Academy Charter G Can also
- Knik Flementary v ) gh School District choose -
Show Students: @ Show Active Only “ill American Charter Academy Iry Schools from the
C Show Inactive Only B
eryozova School =
O show Active and Inactive i Flementary dr0|i)i:|t0 i
. cancel | o Big Lake Elementary  mentary

2. Start typing Portfolio into the Quick Launch box, then choose Portfolio:
Pofiolic  <i— A

. Potfolio
Admin Prm
Admin Student Portiolio

{Z] Admin Teacher Portfollo

B ATDB10 - ADA / ADM Enroliment Summary Report
& ATP410 - Summer Attendance Report

B ATP802 - Attendance Auto Dialer Report

& CLS-LST-01 - Portfolio List

| @@ EMAIL-EVAL - Evatuation Due Date Report

! & EMAIL-EVENT - Timeline Event Due Date Report
| More...

e A 4

GREARARQARAR

3. If the Portfolio view does not appear, go to the Menu, and choose View as
School Admin:

Menu{vJ == And SIS Clear All

| VieWlAudit Detall For SE Portfolio Launch View Options
Admin Progress Report Hide Summary Cards |
Admin Teacher Partiotio View as School Admin |
Speclal Ed Calendar \ I

4. Once at the SE Portfolio appears, click the bookmark for easier access
later, if using the bookmark feature:

i) Synergy
A om o Gy Ouk Launch §
SE Portfolio s

[YECTR AN = Add SIS Fift
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5. Locate the Disability Column in the Portfolio grid:

sERum 4 'r'| 85’:"- ;umro-‘: 7 Grada 5 T:' ] Srhool = 'l'm “ m-_“‘.“ 'I'. Ovmabilily

**If column is missing, find the Filter/Column menu button on the very right of the
grid header. Hover over the yellow square and the options screen will pop up. Scroll to
Disability and check the box to have it display in the grid:

Clear All Fiters

Edit Columns...

id Toalti T
Suppress Grid Toollps  progets Column Visibifity

- [@Export Excel Defautt @& LAl Columns .
& Documents
[ 81S Num

[B Export CSV

B Export TXT : current Docs

{7} Historical Docs
TiAge

i Birthdate

2 Grade

) on on en o on o
&

6. Click the Filter icon located on the right margin of the Disability column:

Sorts Cilick for

column ~ filter options
ascending

or
decending

‘Disability

7. A box with all Disability options should open. Choose Early Childhood Developmental
Delay, then click Apply. The grid will display all students with the category ECDD:

k Disability

[ Select All

[ Cusivin scaiun raicin | Q

] (blank)

[ Autism

| | Early Chiidhood Developmental...
[C] Emotional Disturbance

[} Other Health impairment

[} Specific Learning Disability

-
|

Clear Cancel |
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8. To further condense the list, go to the Grade column, click the Filter icon, and choose
grade 2 and/or 3 (depending on your school population), and click Apply:

thd ""_'_"'" Y Grade l

O Select Al

[ Custom —=an Q
M1

2

3

4

15

OKG

—

-

Clear % Cancel
e e i

TUrr ey o

**Warning: the column names do not always display above the right data. The Grade
column may not have the matching data in it, but the filter remains tied to that column

name/category: )
ke B | o
" Bithdates ¥  Grades ¥  Schools ¥ Grade School - T
° 05/30/2011 4 [ 50
D LAusion >Edl Q
6 05/27/2014 1 |8 Ot 13
8 02 I2

9. Cbmpare the Birthdates of those students with the dates in the Re-Eval column, and
determine whether the evaluation due date will be the naturally occurring re-eval
date, or is impacted by the 9t birthday.

Natural 3y date =
04/10/2013 Early Childhood Developmentally| félls Before Sth 11/01/2021

birthday
—

Must be done

09/19/2012 " by 9119721

2

Early Childhood Develnpmentauy1

04/24/2022 |
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Glossary

Additional Assessment

When a student is currently receiving special education services, and the team agrees that there needs
to be further evaluation to determine necessity for specific additional services, an additional
assessment is conducted. Case manager initiates these additional assessments.

Behavioral Intervention Plan

A behavioral intervention plan is a set of positive behavioral interventions and supports, along with
other strategies, designed to assist a student whose behavior impedes his own learning or the
learning of others. Although the IDEA requires districts to consider the need for PBIS when a
student's behavior impedes learning, it provides limited guidance as to when a BIP is required and
does not provide any guidance as to the format or content of a BIP.

Case Load Report

This is a report generated to list the Case Manager’s current assigned students. This list generates
student names only if focused to the specific school. If the report is run while focused to the District
level, the students names and attending school will be listed.

Case Manager/504 Coordinator

This person is the manager of all paperwork, and is responsible for meeting all timelines in special
education and for Section 504 Plans. Case Managers and 504 Coordinators have Synergy SE access
to the students for whom they are designated the case manager.

Checklists

These are invaluable and required to be submitted with each packet of paperwork submitted to
Records Technician. They will assist you in knowing that all components of your paperwork are
complete.

Classroom Observation

The Classroom Observation form is part of the Referral Packet. The classroom observation date
should be filled out after the parent signs the Consent to Evaluate form. A certified staff member,
who is not the student’s general education teacher, must complete the Classroom Observation form.

Compliance Date or the “90 Calendar Days”

Once a Consent to Evaluate form is signed by the parent and received by the district, the team has 90
calendar days to complete the evaluation and meet again to implement the IEP (Initial Evaluations
and Additional Assessments). This includes in-service and parent teacher conference days and
weekends. The Compliance Date is the date when the 90-calendar day deadline ends. The Records
Technician will give the packet with the Compliance Date to all evaluators after the referral packet is
processed.

District Representatives
District Representatives (Reps) are designated by the Director of Student Support Services or by the
principal of each building.
District reps must meet the following criteria:
> Be qualified to provide or supervise special education services.
» Be knowledgeable about general curriculum.
> Be able to commit district resources
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Does Not Qualify (DNQ) (Initial Evaluation)

Does Not Qualify means the student is not eligible for services. When a student is evaluated for the
first time and “does not qualify”, the ESER must still be filled out, meeting held by the compliance
date, and signatures obtained. A Written Notice is required.

Eligibility Categories

The Eligibility Categories and their requirements are specified on the State of Alaska Special
Education website under the Alaska Special Education Handbook link:
http://education.alaska.gov/tls/sped/Handbook.htm1

Each district in Alaska sets its own criteria for Learning Disability

ESER

Acronym for the Evaluation Summary and Eligibility Report. IEP Present Levels, Goals, and Services
will be generated from the content of this report. The Needs and Recommendations of the ESER,
found on the Summary/Participants tab, will drive the IEP content.

FAPE
Acronym for Free and Appropriate Public Education.

Foster Parent

If a child has been in the same foster home for a period of time, and it is reasonable to assume that
the Office of Children’s Services will not be moving the child to a different foster situation in the
foreseeable future, then the foster parent may serve as the parent of a child for the purposes of special
education. A Foster Parent Affirmation form should be completed by the guardian.

Functional Behavioral Assessment

The purpose of a functional behavioral assessment is to isolate a target behavior and to develop a
hypothesis regarding the function of the target behavior. A target behavior is one that interferes with
a student's ability to progress in the curriculum and to achieve the student's IEP goals. Once the
target behavior is identified and the hypothesis developed, a positive behavior intervention plan can
be prepared to address the target behavior with strategies and interventions, if necessary, or the
target behavior can be addressed using a more informal approach.

Intensive Funding

Director of Student Support Services will make determinations of submission of students eligible for
Intensive Funding. Student’s services on IEP must meet all criteria as outlined in Alaska State Special
Education Handbook.

Resource Specialists will work with special education providers to ensure that IEP meets all of these
criteria. http://education.alaska.gov/tls/sped/Handbook.html

Individual Education Program (IEP)

The document that establishes a student’s goals, services, supports, and accommodations needed to
address the qualifying service areas in the Needs and Recommendations in the ESER. IEPs are
reviewed annually. A flag will show on the Portfolio when a student is currently receiving special
education services and the IEP is due within 90 days. The date box will be highlighted yellow.
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Intensive Needs Programs

These programs serve students with multiple disabilities, and typically students are educated through
a collaborative team approach, with therapy goals and activities becoming part of their daily schedule.
Staffing in programs with intensive needs typically approaches a one-to-one ratio.

Intensive Resource Programs

These programs are non-categorical, and provide IEP services to students who have more than
minimal needs. Typically these students have more than 900 minutes per week on their IEPs. Students
do not need to qualify for these programs, placement decisions are made based on a student’s amount
and type of services, by the IEP team.

At times, a teacher who is identified as a resource teacher may provide services to students who have
more than minimal needs, depending on the building staffing and assignment made by the building
administrator.

Learning Disability: Mat-Su Borough School District Criteria

Elementary (Grades K-5): Eligibility for Specific Learning Disability for student’s grades k-5 will
be determined using progress monitoring data, benchmark assessment data, individual achievement
testing results, as well as classroom observation. This data will determine whether the student meets
criteria by having a discrepancy in performance and also in rate of improvement, which is insufficient
to close the gap of achievement between the student and a typical peer.

Secondary (Grades 6-12): Eligibility for Specific Leaning Disability for student’s grades 6-12 will
be determined by a severe discrepancy method; using individual achievement testing results, and
cognitive assessment results to determine whether there is a discrepancy of at least 15 points.

Portfolio: The SE Portfolio provides a list of all Special Ed and Section 504 Plan students connected
to a specific school. Focus must be set to the school, and not to the District level. Annual Review
and Reevaluation due dates are displayed, and will be highlighted yellow to prompt that the item is
close to coming due. Date boxes turn red if the date has passed and either the meeting was missed,
or the paperwork has not been Finalized. Initial Evaluations will have blank due date boxes until the
paperwork is Finalized.

Portfolio List: This report lists the Case Manager’s current caseload, along with important dates such
as [EP annual due dates, and reevaluation due dates.

Prior Written Notice — PWN:
Outdated naming convention and acronym for Written Notice. Other Districts may still use this term.

Progress Monitoring

Consistent, regular progress monitoring is required for all students receiving instruction in reading,
writing, and math. Weekly progress monitoring is most often appropriate for students receiving
instruction in reading and math between grades K-8. Students enrolled in Read 180 will receive
progress monitoring with the use of program assessments. At time of initial referral to special
education, a progress monitoring report is required as documentation of general education
interventions, unless school psychologist determines it is not necessary.
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Records Specialist

This person either works at the school or is assigned to several schools. He/she is there to make sure
compliance dates are met, and all Special Ed and 504 Plan paperwork is completed correctly. He/she
may also help with setting up IEP and 504 Plan meetings. Not all schools are assigned a Records
Specialist.

Records Technician

This person works at Central Administration in the Student Support Services Department. He/she is
assigned to your school, and is there to process referrals, send and/or obtain records, and make sure
all the paperwork is completed correctly.

Related Service

When Speech-Language, OT, PT, Counseling, etc. are provided in addition to the academic support,
it is a related service. Related services must be necessary for the student to benefit from his or her
special education Program.

Resource Programs

These programs are non-categorical, and provide IEP services to students who have minimal to
moderate needs. Typically these students have less than 900 minutes per week on their [EPs, and may
include goals addressing academics, attention, and behavior. Students do not qualify for these
programs, placement decisions are made based on a student’s amount and type of services, by the [EP
team.

Resource Specialist

Certified Resource Specialists, work out of the SSS department at Central Administration. This is
the person you ask all questions of relating to, placement options/changes, program consultation,
clarification of SPED legal issues, clarification of procedures, dispute resolution, etc. The Resource
Specialist can answer questions about the paperwork, or provide guidance concerning difficult
situations. In cases where a child requires several services and/or an intensive placement, it is
advisable to have a resource specialist at the meeting.

Section 504 Accommodation Plan
A 504 plan is intended for children with disabilities who do not need or qualify for special
education, but could benefit from accommodations and/or specialized help in school.

Secondary Transition

The IEP Team must view transition planning as the focus of the IEP during the IEP developed before
the student is age 16. Transition planning is an integral component of the IEP, rather than a single or
separate event in the IEP process. The IEP forms require IEP Teams to identify the student’s desired
post-school outcomes before proceeding to the other IEP components. Written permission to invite
out-of-district agency staff must be obtained prior to IEP meeting.

Self-contained Programs

These programs are non-categorical, and provide services to students with a majority of their time in
school needing to be modified from the general curriculum. Many of these students’ IEP’s focus on
behavioral goals, or on life skills. Students do not qualify for these programs. Placement decisions
are made based on a student’s amount and type of services by the IEP team.
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Special Education Service

These are described in the IEP, Section 10. Academic supports and Adapted PE are always special
education services, not related services. Special education services must be necessary for the student
to benefit from his or her Regular Educational Program.

Speech Language Impairment
Students identified with a Speech or Language Impairment may have deficits on areas such as
articulation, phonology, or functional communication.

Speech and Language Services

Speech-Language Services is the only service that can be either a special education or a related
service. Under certain circumstances to be approved by the Director of Student Support Services, a
related service may be the only service a child receives (i.e. OT, PT). This would then be considered
the special education service for that student.

Student Support Services (SSS)

Includes Special Education and 504 Accommodation Plans. Student Support Services is located at
the Central Administration building, 501 N. Gulkana, Palmer, AK 99645. All requests for Special
Education and 504 Plan records are processed through Student Support Services.

Surrogate Parent

In some situations, children may be residing with adults other than parents and relatives who are not
filling the role of foster parent. In these unique situations, a surrogate parent must represent the child.
Relatives may be considered as potential surrogates and be appointed. All potential surrogate parents
must undergo mandated training with the district. The Director of Student Support Services appoints
all Surrogate Parents.

Three-Year Re-Evaluations

A flag will show on the Portfolio when a student is currently receiving special education services,
and three-year evaluation is due within 90 days. The date box will be highlighted yellow. If cognitive
testing is required for their eligibility category, then a cognitive test must have been administered
within the last six years. If the student is evaluated and doesn’t qualify, the student is exited from
Special Ed as No Longer Eligible.

Vision and Hearing Screening

Results of these screenings are to be documented on the referral form, not on the ESER. These are
performed by the school nurse, and do not require parent consent. Exception will be Childfind
ESERS.

Working Files
Working Files are the student files kept at the student’s school and maintained by that building staff.

Written Notice (WN)

IDEA requires that the district provide the parent with a Written Notice any time the district proposes
or refuses to initiate or change the identification, evaluation, placement, or IEP. This WN is to reflect
what action will occur following the IEP meeting; not what will occur at the meeting.
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