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	Special Education Data Standards

	KDE Contact (Data Steward)
	Nick Easter
	Updated
	01/07/13

	Description
	The purpose of the Special Education 2012-2013 Data Standards document is to give Kentucky schools and districts a set of guidelines for entering data into the student information system.  This document provides a series of screen shots and an explanation of the data elements required for state and federal reporting needs. Data standardization is important to ensure consistency in the data across schools in districts and across districts throughout the state

	Data Standard
Reg sites, data use, etc.
	The Kentucky Administrative Regulations


	How is data used
	Data is use to meets Federal Reporting Requirements under Sec. 618 of  the IDEA

· December 1 Child Count

· Special Education Exit Report
· Special Education Behavior Report – Expulsions

· Special Education Behavior Report – Removals

· IAES End of Year Reporting


	Noted Changes for current year
	Changes to Editor Based Conference Summary, IEP Lock/Unlock button & Student Records Transfer. 

	Available Ad-Hoc & Reports 
	SPED EOY Behavior Data; IDEA Dec 1 Count Extract; Special Ed Exit Report; Caseload Summary Report

	Available Training
	Additional resources can be found on the Student Information System – Special EducationStudent Information System-Special Education


 Webpage.
Instructional  Documents
Transfer of Student Special Education Records
Help with Ad-hoc reporting
Infinite Campus Ad Hoc Query Instructions
Infinite Campus Ad Hoc Field Descriptions
Infinite Campus Ad Hoc Tool Rights
IDEA December 1 Child Count
Special Education In Infinite Campus Questions and Answers Document
User Rights for Special Education in IC
Instructions on Creating Template Banks in I.C.  

Special Education Private School Enrollment


Special education Student Enrollment
Infinite Campus Combine Student Instructions


	21A
	Enrolling a Student

	Campus Path:
	 Student Information | Student Locator 


	

	21B
	General Enrollment Information Fields

	Campus Path: Student Information | General | Enrollment Tab




	Part C ID:  This is the Student Identification number assigned to infants and toddlers who have been identified and receiving services under the state's Part C, Program known as First Steps.  Part C refers to the part of the Individuals with Disabilities Education Act that provides for services to Infants and Toddlers with disabilities ages birth through two (until their third birthday).  Schools and districts must track and report if these children have been referred for services under Part B and if so when Part B eligibility status is determined, and if eligible when services began.  The Part C ID number is currently provided to either the District's Preschool Coordinator or Director of Special Education four times during the school year.  This information is made possible through a Memorandum of Understanding between the Kentucky Department of Education and the Cabinet for Health and Family Services, which administers the Part C program in Kentucky.

Reference addendum First Steps Referral Process in Infinite Campus HERE
B

	21C
	Behavior Management 

	Campus Path: Student Information | Behavior | Admin | Event Types


	Behavior Event Location:  Select from the drop list the location in which the incident occurred

· SSL1: Classroom

· SSL2: Bus

· SSL3: Hallway/Stairwell

· SSL4: Cafeteria

· SSL5: Campus Grounds

· SSL6: Off-Campus

· SSL7: Restroom

· SSL8: Gymnasium
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Events and Participants Detail
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Law Violation:  Select from the drop list the law violation if applicable

Board Violation:  Select from the drop list the board policy violation if applicable

NOTE: If the event could be coded as a board AND a law violation, the law violation should be selected

NOTE: Behavior Reporting will include all incidents of assault, violence, use of weapons, alcohol, drugs, controlled substance (tobacco use), bullying and harassment regardless of event resolution.  Behavior reporting will now produce a section of data that is NOT filtered based on resolutions of SSP1, SSP2, SSP3 or SSP5. 
For an event that results in a resolution of SSP1, SSP2, SSP3 or SSP5 a selection of a law or board violation must be selected to save event.
Law Violation:  Select from the drop list the law violation if applicable; codes highlighted below will be reportable to KDE

Code

Code Description

Code

Code Description


11

Criminal Homicide

1851

Barbiturates Possession and Use

20

Forcible Rape

1852

Barbiturates Distribution

30

Robbery

1861

Heroin Possession and Use

50

Burglary

1862

Heroin Distribution

60

Larceny - Theft

1871

Cocaine/crack Possession and Use

70

Motor Vehicle Theft

1872

Cocaine/crack Distribution

90

Arson

1881

Prescription drugs Possession and Use

100

Forgery

1882

Prescription drugs Distribution

110

Fraud

1891

Inhalant Possession and Use

120

Embezzlement

1892

Inhalant Distribution

130

Stolen Property

190

Gambling

140

Vandalism

210

DUI

151

Weapon - Handgun

230

Under Influence 

152

Weapon - Rifle

240

Disorderly Conduct

153

Weapon/Other Firearm

260

Other

154

Weapon - Other

280

Loitering

160

Prostitution

301

1st Degree Assault

171

Indecent Exposure

302

2nd Degree Assault

172

Statutory Rape

303

3rd Degree Assault

174

Sexual Assault (Unwanted touching in a sexual manner)

304

4th Degree Assault

1801

Other Drug Possession and Use

305

Menacing

1802

Other Drug Distribution

306

Felony Wanton Endangerment

1811

Alcohol Possession and Use

307

Misdemeanor Wanton Endanger.

1812

Alcohol Distribution

308

Felony Criminal Abuse

1821

Marijuana/hashish Possession and Use

309

Misdemeanor Criminal Abuse

1822

Marijuana Distribution

310

Terroristic Threat

1831

Hallucinogenic Possession and Use

320

Terroristic - Bomb

1832

Hallucinogenic Distribution

330

Terroristic-Ch/Bio/Nuc

1841

Amphetamines Possession and Use

340

Felony Stalking

1842

Amphetamines Distribution

341

Misdemeanor Stalking 

Board Violation:  Select from the drop list the board policy violation if applicable; codes highlighted below will be reportable to KDE

Code

Description

Code

Description

1001

Cheating

5002

Fighting - Student to Staff (physical aggression)

1002

Dress Code Incident

5003

Fighting - Student to Other (physical aggression)

1003

Leaving Campus

60

Inappropriate Sexual Behavior

1004

Skipping Class

70

Profanity or Vulgarity

1005

Skipping School

8001

Bullying

1006

Tardy to Class

8002

Harassment

1007

Truancy

8003

Threatening Staff

1008

Signing Parent/Staff Note

8004

Verbal Abuse

1009

Stealing

8005

Harassing Communications

1010

Failure to follow staff instructions

9001

Smoking

2001

Disruptive Behavior

9002

Chewing

2002

Bus Disturbance

9003

Tobacco - Other

40

Failure to Attend Detention

998

Other

5001

Fighting - Student to Student (physical aggression)

110

Dangerous Instruments (carrying or use)

Participant Type: 
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Role:  Select from the drop list the role the participant played in behavior event

· Offender

· Participant

· Victim

· Witness
Relationship to School:  Select from the drop list the appropriate participant relationship to the school in which the event occurred

Enter the participant detail for each participant of the event; this will write the event/resolution information to the student’s behavior tab.
Resolution Detail
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Data is reported to KDE Special Education Behavior Reporting on resolution types that are mapped to the following state codes:

· SSP1, Expelled with Services

· SSP2, Expelled without Services

· SSP3, Out of School Suspension

· INSR, In School Removal
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Resolution Type:  Select from the drop list the appropriate resolution for specified participant in specified event

Resolution Assign Date:  Enter the date the resolution was assigned to participant

Resolution Start Date:  Enter the date the resolution begins

Resolution Start Time:  Enter the time the resolution begins; verify the correct AM or PM designation

NOTE: The Resolution Date and Time default to the date/time the record is created, user should be updated to reflect the actual date/time the resolution begins.

Resolution End Date:  Enter the date the resolution ends 

Resolution End Time:  Enter the time the resolution ends; verify the correct AM or PM designation

NOTE: If a resolution ends at the close of a specified school day, then the end date and time should be the close of school that day, not the beginning of school the next day.

Apply To:  Select checkbox for participant in which resolution should be applied.
Please confirm that all local district codes used for out of school or in school removal are mapped to a State Resolution Code. This can be done under System Administration | Behavior | Resolution Codes.
Reference addendum Mapping Behavior Resolutions to State Code HERE


	21D
	Referral for Evaluation

	Campus Path: Student Information | Special Ed | Documents Tab
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Specialized Equipment Used by Student:  Indicate any specialized equipment currently being used by the student, such as glasses, hearing aids, wheelchair, leg braces, etc.
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Number of Schools Attended to date: Enter the number of schools the child has attended, if child is less than school age, enter N/A

Year and Grade: Enter current year and grade

Days Enrolled: Enter number of days enrolled in current school for current year

Number of Absences:  Enter the number of excused and unexcused absences for current year

Number of Tardies: Enter the number of excused and unexcused tardies for current year
Years in School including Current Year: Enter the number years in grades 04-12

Years in Primary Program including Current Year:  Enter the number years in grades K-03

Repeated Grades:  Enter number of times student repeated a grade
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Summary of Most Recent Grades:  Enter current or most recent grades student received for each content area
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Summary of Standardized Group Test Data:  Enter current or most recent results from tests, such as, MAPS, GRADE, CTBS, G-MADE, etc.
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Screening Information:  Enter Screening Dates and indicate pass or fail.  *Vision, Hearing and Motor screening is required when SLD is suspected.

Medical Health Conditions:  Describe any existing health conditions

Medications:  Indicate if student is currently on any medication, if yes, list prescription and non-prescription medications the child is currently taking on a regular basis.
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Has student been evaluated for special education previously?  Indicate if student was previously evaluated and determined ineligible OR if student previously received special education and was released

If Yes:  Enter date the student was evaluated and the suspected disability

Indicate what services the student currently receives or has received in the past:  C if currently receiving OR P if services provided in the past

Involvement with Outside Agencies:  Indicate any agency (ies) student has been involved with, such as, Pathways, Inc., IMPACT, Comprehend, Commission for Children with Special Health Care Needs, First Steps, VIPS, etc.

Describe services provided by agencies
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School Year: Enter school year in which intervention was provided

Teacher: Indicate teacher providing intervention(s)

School: Indicate school in which student received intervention(s)
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Complete this section in accordance with district procedures to document patterns of progress and Rate of Improvement.
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For children 0-5 years that have been identified and served through early intervention, include a description of interventions.  For children who have not been enrolled in an early intervention program, include the parent’s description of any intervention.  Parent(s) are not required to document specific strategies.
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Check the appropriate findings, document Date of ARC Decision and Signature of LEA Representative.


	21E
	Eligibility Forms

	Campus Path: Student Information | Special Ed | Documents Tab






	Speech or Language Impairment Eligibility Form unique criteria on eligibility form:
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Eligibility for a disability:  This section prompts the ARC in documenting sufficient information available for each eligibility requirement to determine if the student meets eligibility for a disability.

Note: The guidelines in the “Kentucky Eligibility Guidelines - Revised for Students with Speech or Language Impairment, 2009” may be used as supporting evidence to verify speech or language impairment.

Traumatic Brain Injury Eligibility Form unique criteria on eligibility form:
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Eligibility for a disability:  This section prompts the ARC in documenting sufficient information available for each eligibility requirement to determine if the student meets eligibility for a disability.

Visual Impairment Eligibility Form unique criteria on eligibility form:
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Eligibility for a disability:  This section prompts the ARC in documenting sufficient information available for each eligibility requirement to determine if the student meets eligibility for a disability.

	21F
	KY IEP

	Campus Path: Student Information | Special Education | Documents Tab









	Transition Services (16) Editor (applicable to 2009 KY IEP 16+):
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Postsecondary Goal:  Required by the student’s 16th birthday, or younger, if appropriate.  The ARC develops postsecondary goal in the areas of 1) education/training; 2) employment, and if needed, independent living.  Postsecondary goals must be measurable and intended to occur after the student graduates from high school.

Transition Service:  Required by the student’s 16th birthday, or younger, if appropriate, the ARC documents the transition services needed by the student to reasonably enable the student to reach postsecondary goals.  Multiple transition services can be documented and numbered.

Agency Responsible:  List agency responsible for providing transition service.  Correspond numbering as to what agency provides the numbered transition service.

Transfer of Rights Editor:
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Enter the date that the student and parent were informed of reaching the age of majority rights, making sure to do so at an ARC meeting at least one year prior to the student’s 18th birthday.

For changes to an IEP, reference Addendum to the IEP Process HERE


	21G
	Conference Summary

	Campus Path: Student Information | Special Ed | Documents Tab







Notes that are entered within this editor will be printed within the Summary Notes section under a header labeled as the Editor Name.

	Other Factors Editor
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Document Identified factors relevant to the action:

Select None Identified, if appropriate 

Select Identified factors relevant to the action if appropriate.  If selected, factors must be documented in the textbox

A selection in this editor is required.

Notes that are entered within this editor will be printed within the Summary Notes section under a header labeled as the Editor Name.

Admissions and Release Committee Members Editor

User must click on Add Team Meeting [image: image87.png]New Team Meetin
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Names of Student Representative(s):  Enter names of person(s) in attendance as the representative of student. This is a required field

Parents participated via alternate means:  Check if applicable

Parents did not attend meeting: Check if applicable

Date:  Enter date in which Parent Rights and appropriate Due Process forms were distributed

Select means in which Parent Rights and appropriate Due Process forms were distributed; at least one selection is required.
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Enter Name and Role of each attendee present.  Use the Add New Attendee to enter each attendee.

Name:  Enter name of attendee

Role:  Enter role of attendee

Obtain signatures of all committee members in attendance of the ARC meeting.

Summary Notes Editor
Notes that are entered within each previous editor will be displayed under a heading of that editor within the printed Notes section of the Conference Summary.  Summary Notes will print in the order the notes are entered on the specified editors followed by any notes entered on the ‘Summary Notes’ editor.

Additional Information:

1 COPY feature is not available for use on Conference Summary documents.

2 The Conference Summary documents are displayed under Conference Summaries/Evaluations in the documents list.



	21H
	Private School Service Plan

	Campus Path: Student Information | Special Education | Documents Tab




	Goals and Objectives Editor
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Area:  Enter the Content Area for the specified goal

Annual Goal:  Enter statement of anticipated results to be achieved in a calendar year or less as determined by the ARC
Services Editor

[image: image96.png]Private School Service Plan Editor





Service:  Select from drop list Special Education

Service Position:  Select the position of each person responsible for implementing the services from the service position drop list.

NOTE: Do not select from the Service Provider drop list.  Selection will not print on the service plan and should be removed via System Administration | Special Ed | Service Providers

Location:  Identify the setting (i.e., regular classroom, special classroom, community) in which the service(s) will be provided.  

Start Date:  Enter the date in which services begin

End Date:  Enter the date in which services are anticipated to end

Minutes per Service Frequency:  List the number of minutes the service will be provided per session in each Service Period.  This may be an approximation of time in terms of minutes, hours, or blocks of time, but may not be a range of time.  Service Minutes does not equal total minutes; it is a subset of total minutes of class time.
Service Frequency:  List the number of times the service will be provided in a Service Period.
Service Period:  Identify the Service Period as daily, weekly, monthly, or annually

Team Meeting Editor | New Team Meeting
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Enter Role and Name of meeting participants, if parent/ guardian select indicator


	21I
	State and Federal Reports

	Campus Path: KY State Reporting

	IDEA December 1 Child Count
Due to KDE December 15th

Data Element

Data Path

District Number

System Administration>Resources>District Information>State District Number

School Number

System Administration>Resources>School>School Editor>School Detail>Location Number

SSID

Census>People>Person Identifiers>State ID

Last Name

Census>People>Person Information>Last Name

First Name

Census>People>Person Information>First Name

Date of Birth

Census>People>Person Information>Birth Date

Primary Disability

Student Information>Special Ed>Documents Tab>Enrollment Status Editor>Primary Disability

Gender

Census>People>Person Information>Gender

Race/Ethnicity

Census>People>Person Information>Race

English Proficiency

Student Information>General>LEP Tab>English Proficiency

Placement (LRE/FAPE)

Student Information>Special Ed>Documents Tab>Enrollment Status Editor>Setting

Age (as of December 1st)

Census>People>Person Information>Birth Date

IEP Begin Date

Student Information>Special Education>Documents Tab>KY IEP Plan>Education Plan Editor>IEP Begin Date

IEP End Date

Student Information>Special Education>Documents Tab>KY IEP Plan>Education Plan Editor>IEP End Date

Re-evaluation due date

Student Information>Special Education>Documents Tab>Conference Summary>Eligibility/Continued Eligibility Editor > Eligibility Determination Date

State Grade

Student Information>General>Enrollment>Grade



	21J
	Special Education Exit Report

	Campus Path: KY State Reporting

	Special Education Exit Report

Due to KDE July 31st

Data Element

Data Path

District Number

System Administration>Resources>District Information>State District Number

School Number

System Administration>Resources>School>School Editor>School Detail>Location Number

SSID

Census>People>Person Identifiers>State ID

Last Name

Census>People>Person Information>Last Name

First Name

Census>People>Person Information>First Name

Date of Birth

Census>People>Person Information>Birth Date

Primary Disability

Student Information>Special Ed>Documents Tab>Enrollment Status Editor>Primary Disability

Gender

Census>People>Person Information>Gender

Race/Ethnicity

Census>People>Person Information>Race

English Proficiency

Student Information>General>LEP Tab>English Proficiency

Special Education Exit Status

Student Information>Special Ed>Documents Tab>Enrollment Status Editor>Special Ed Exit Status

Age (age 14 or older as of December 1st)

Census>People>Person Information>Birth Date



	21K
	KDE Custom Discipline Reports

	Campus Path: KY State Reporting | KDE Reports |SPED EOY Behavior Data


	

	21L
	First Steps Referral Process

	Campus Path: Student Information | Student Locator

	First Steps Referral Process
First Steps is Kentucky’s early intervention program that provides services to families with children, age’s birth to 3 who have developmental disabilities.  This program receives federal funds under the Infants and Toddlers section in Part C of the Individuals with Disabilities Education Act (IDEA).  The IDEA also funds programs for preschool and school age children ages 3 through 21 with disabilities under Part B of the Act.  

Enroll the student at the school that they will or would attend if they qualify for services

· Student Information | Student Locator

· Enter appropriate search criteria, at minimum first name, last name and gender

· Click on Search for Student
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· Student will most likely not show up in the locator, if not select ‘Create New Student’

· This process will create a new State ID for the child
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· Enter the required data elements

· Last Name

· First Name

· Gender

· Birth Date

· Race/Ethnicity
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· Calendar will default to current school calendar

· Schedule: If the school only has one schedule structure called Main, assign the students to that schedule structure.  If the school had multiple structures, the student’s must be assigned to one schedule designated for preschool students.

· Grade: 95-Infant; 96-1 year old; 97-2 year old; 98-3 year old; 99-4 year old, this age is the student’s age as of the October 1st.

· Start Date: Enter the date the student will be evaluated, this date may change later as to the date services begin.  

· Start Status: Select E01: First enrollment of the year

· Enrollment Status: Select N: Special Ed Services Only

· Save

· Student Information | General | Enrollment Tab | State Reporting Section

· Select State Exclude
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· Student Information | General | Enrollment Tab | Special Education Section

· Enter student’s Part C ID
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· Upon Consent from Parent

· Student Information | Special Education | Documents Tab
· Complete Conference Summary | Eligibility / Continued Eligibility Editor
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· Change Enrollment Start Date to reflect the date the student begins receiving services, i.e., the start date of the KYIEP

· Deselect State Exclude Option 
If student is found ‘Not Eligible’, end date the enrollment, as of the evaluation date OR the start date of enrollment and end status = C01.  Then mark the student’s Special Education Status as N: Not Eligible.  This should also be documented on the Conference Summary.


	21M
	Mapping Behavior Resolutions to State Code

	Campus Path: System Administration | Resolution Types

	Appropriate local district resolution codes should be mapped to State Resolution Codes for reporting purposes:

· SSP1, Expelled with Services

· SSP2, Expelled without Services

· SSP3, Out of School Suspension

· SSP5, Corporal Punishment

· INSR, In-School Removal– any district resolution type in which student is removed from his/her normal educational environment, i.e., ISAP, ISS, In School Detention, Alternative Classroom, Alternative Program within the school, etc…

NOTE: 2012-13 Behavior Reporting will include all student behavior events with a resolution mapped to the state code of INSR-In School Removal.
Calendar = 12-13

Schools = All Schools
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PATH: Behavior | Admin | Resolution Types
· Select local resolution type
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· Select appropriate State Resolution Code (mapping)
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· Save

Complete the steps above for all In-School Removal resolutions in your district.

	21N
	LRE Flowchart for 3-5 year olds

	Campus Path:



	If a child attends a Special Education Program in a class intended primarily for children with disabilities and does not also attend a Regular Early Childhood Program, report this child as a Special Education Program – Separate Class (3S) placement.

If a child attends a Special Education Program in a day school designed specifically for children with disabilities and does not also attend a Regular Early Childhood Program, report this child as a Special Education Program – Separate School (3U) placement.

If a child attends a Special Education Program in a residential school or residential medical facility on an impatient basis and does not also attend a Regular Early Childhood Program, report this child as a Special Education Program – Residential Facility (3F) placement.


1. If a child is not attending either Regular Early Childhood Program or a Special Education Program, then you must select the category of program that best represents the specific environment in which the child receives the majority of their special education and related services.  These Other Environments (3X/3P) include either the Home (3X) or a Service Provider Location (3P).

If a child receives their special education and related services in the principle residence of the child’s family or caregivers, and does not also attend either a Regular Early Childhood Program or a Special Education Program provided in a separate class, separate school, or residential facility, report this child as a Home (3X) placement.

If a child receives all of their special education and related services in a Service Provider Location or some other location that is not in any other category, and does not also attend either a Regular Early Childhood Program or a Special Education Program and also did not receive special education and related services in the home, report this child as a Service Provider Location (3P) placement.  A Service Provider Location would include services provided in a private clinician’s offices, clinician’s offices located in school buildings and hospital facilities on an outpatient basis.  This includes students who come to the school for speech services only and do not meet the criteria for attending either a Regular Early Childhood Program or a Special Education Program.



	21O
	Document Services for Trimester Schedule

	Campus Path:

	Examples for Documenting Trimester Scheduling
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Reference the Collaborative Teaching Practices for Exceptional Children Question and Answer Document.


	21P
	Addendum to the IEP Process

	Campus Path: Student Information | Special Ed | Documents Tab


	Step 12:  Review the remaining editors to make the changes that precipitated the need for this addendum.  To advance through the editors, click the Save and Continue button, as shown above.

Step 13: Return to the Education Plan Editor, as pictured in Step 10, and mark the ‘Plan Completed’
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Step 14: Save the document  [image: image121.png]



NOTE:  There is no longer a need to unlock the ‘original’ IEP to modify dates.

	21Q
	Procedures for Releasing a Student from Services

	Campus Path: 


· General | Enrollment Tab | Special Education section
· General | Transportation Tab

· Special Education | Documents Tab

· Special Education | Team Members Tab

	The purpose of this document is to detail the procedures that should be followed when 1) a student is released from special education services when the ARC has determined the child no longer meets the eligibility requirements or the parent/child revokes consent for services OR 2) the student moves out of your district.

Student released from services (no longer eligible or consent revoked) and student remains in your district
· General | Enrollment Tab | Special Education section

· Select the Special Ed Exit Reason

· Enter the Special Ed Exit Date

· Change the Special Ed Status to either Inactive or Eligible, Parents Refused, whichever is appropriate

· General | Transportation Tab

· End date the Transportation of T5: Special Transported, if applicable  

· Special Education | Documents Tab:

· Unlock student’s current IEP

· Education Plan Editor - Change the IEP End Date to the date services ended

· Enrollment Status Editor - Change the student Special Ed Status to Inactive or Eligible, Parents Refused, whichever is appropriate

· Special Ed Service Editor – Change End Date for each service to the date services ended

· Related Services Editor - Change End Date for each service to the date services ended

· Lock IEP and save


· Special Education | Team Members Tab

· End date each Team Member listed for student to the date services ended

·  

Student moves from the district or otherwise withdraws

· General | Enrollment Tab | Special Education section

· Select the Special Ed Exit Reason

· Enter the Special Ed Exit Date

· Change the Special Ed Status to either Inactive or Eligible, Parents Refused, whichever is appropriate

· General | Transportation Tab

· End date the Transportation of T5: Special Transported, if applicable.

· Special Education | Team Members Tab

· End date each Team Member listed for student to the date services ended

NOTE: When a student moves from the district or otherwise withdraws, the IEP should NOT be unlocked and end dated marked as Inactive on the IEP | Enrollment Status editor.  This should NOT be done as it will cause a student who enrolls in another district and/or returns to your district not to have a current IEP on record.  


	21R
	Transfer of Student Special Education Records

	Campus Path: Student Information | Student Locator
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This import wizard will import the student’s most recent ‘locked’ Conference Summary from the former district to the new district database.  When complete, the Conference Summary will be available as an editor in the student record, Special Ed | Documents Tab.
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1) Select the Locked indicator, if the Conference Summary needs to be imported as a locked evaluation

2) Click Next

3) Click OK on dialog box
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4) Verify in student record that the Conference Summary  is now available as an editor based document; also, mark Evaluation Complete if Locked was not selected in previous screen.
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NOTE:  If ‘Import as PDF only’ is selected, the document will be imported as a PDF, not as an editor based document.
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 This import wizard will import any special education FDF documents (non editor based) attached to the student’s record from the former district to the new district database.  When complete, the documents will be available as PDFs in the student record, Special Ed | Documents Tab.

NOTE:  If former district student record has an ‘unlocked’ IEP at time of transfer records, the former district IEP will only be available here to import as a PDF document.
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1) Select any documents that do not need to be imported by selecting the ‘Do not import the following document’ indicator

2) Deselect Archive indicator if the document does not need to be archived when imported.

3) Save

4) Click ‘OK’ on dialog box
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5) Verify in student record that requested documents are now available in student record.
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NOTE:  These documents will open outside the IC system into Adobe; therefore, no changes can be made to the document; user will have the ability to save to desktop or print.

[image: image142.png]EP Import Wizard



 This import wizard will import the student’s most recent ‘locked’ KY IEP from the former district to the new district database.  When complete, the KY IEP will be available as an editor in the student record, Special Ed | Documents Tab.
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1) Listed to import will be IEPs with Services and/or Related Services that are locked and attached to the student’s former district record

2) Select the Locked indicator, if the KY IEP needs to be imported as a locked plan

3) Each Service must be mapped to a service within your district by selecting the appropriate from the drop list 

4) Each Position can be mapped to a provider or position within you district by selecting the appropriate from the drop list

5) Click Next, IEP will be imported

6) Select OK 
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7) Verify in student record that the KY IEP is now available as an editor based document
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8) Mark Plan Complete in the Education Plan editor if Locked was not selected in previous screen.


Event Type:  Select from the drop list the infraction


Call to Police:  Select checkbox if event resulted in a call to police


Arrest:  Select checkbox if event resulted in an arrest


Charges:  Select checkbox if event resulted in charges being filed


Gang Related:  Select checkbox if event was gang related


Civil Proceedings:  Select checkbox if event resulted in civil proceedings








This field will display as read only based on the State Code mapping via System Administration





�





User must select checkbox by student name to apply resolution to save record





Please note that the Conference Summary once saved will display under Conference Summaries/Evaluations in the appropriate year based on the ARC Date entered. 





The Evaluation Date will auto-populate to blank.  The field is required





The Evaluation Date will auto populate with the most recently entered Evaluation Date. This field can be edited.  The field is required.





Eligibility Determination Date: this is a read only field populated from the eligibility determination date entered on the Eligibility/Continued Eligibility editor, if appropriate.





If resolution mapping was done prior to the E.1230 release, the mapping will convert with the inception of the new Behavior Management Tool.














Do not Select Import as PDF only.





Do not select Import as PDF only








79

