
Checklist for Submission of End of Year Reports 
 

Due Date to KDE July 31, 2012 

All End of Year Special Education Reports should be submitted via the Secure File Transfer Web 
Application.  NOTE: Do not send reports via email 

� ###SPEDExit12 Special Education Exit Report 

� ###_SPED_EOY_Behavior _Expulsions.xls 

� ###_SPED_EOY_Behavior _Removals.xls  

� ###IAES_2012 End of Year IAES Reporting (excel spreadsheet provided) 
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Special Education Exiting Report 

To be included on the special education exiting report, a student must: 
1) Be 14 years of age as of December 1 of the reporting year; 
2) Have a special education status of active or active/referred on either the first school day 

of the reporting year OR the last school day of the previous year and anticipated to return 
(no show); 

3) Have a special education status other than Active/Active Referred on the last school day of 
the reporting year. 

A ‘no show’ is a student who was enrolled on the last school day of the previous year and was 
anticipated to return for the current school year but was not enrolled on the first day.  A no 
show student should appear on the exiting report if the student fails to return for the reporting 
year. 

Data Entry 

PATH: Student Information | General | Enrollments Tab |Special Education Section 

 Special Ed Status on first day of instruction must be A: Active or AR: Active Referred 
and at time of exiting changed to I: Inactive 

 Special Ed Exit Status – select the reason the student is no longer receiving Special 
Education and Related Services 

01: Transfer to Regular Ed 
02: Graduated with a Diploma 
03: Certificate of Attainment 
04: Maximum Age 
05: Deceased 
06: Moved, Known to Continue 
07: Dropped Out 

 Special Ed Exit Date – Enter the date student withdrew from district or was released 
from special education.  If the student exits by withdrawing from the district, this date 
should match the end status date on the Enrollment section. 
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No Show Students 

Students who were enrolled in the district on the last day of school of previous year but do not 
enroll on the first day of school of the current year are considered No Show students.  The DPP 
in the district will be responsible for location of these students.   

General Enrollment Information: 

 Start Date = First day of school 
 Start Status = NS: No Show (when record saved No Show checkbox is activated) 
 End Date = First Day of School 
 End Status = W24: Moved, Whereabouts Unknown OR W25: Dropout, age 16 or older 

 
Special Ed Fields: 

 Special Ed Status = I: Inactive 
 Special Ed Exit Status = 07: Dropped Out  
 Special Ed Exit Date = First day of school 

 

NOTE: The student’s IEP should remain active and locked in the event the student returns to 
school or another district. 

If student returns, the Special Ed Status will need to be changed to Active and the Special Ed 
Exit Status and Date removed. 
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Graduates 

A student who graduates will have a withdrawal in regular education as of the last day of school 
and a corresponding end status of the appropriate Graduate Code.   

General Enrollment Information: 

 End Date = last day of school 
 End Status = Appropriate Graduation Code 

 
Special Ed Fields: 

 Special Ed Status = I: Inactive 
 Special Ed Exit Status = 02: Graduated with a Diploma OR 03: Certificate of Attainment 
 Special Ed Exit Date = last day of school 

 
 

NOTE: Student’s IEP should be end dated as the last day of school and Special Ed Status 
changed to Inactive.
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Report Extract 

PATH: KY State Reporting | Special Ed Exit Report 
 Extract should include ALL Schools 

 
 Extract options   

Effective Date = 6/30/2012 
Format = State Format {CSV} 

 Generate Extract 
Warning Report {errors must be corrected for students to appear on the Extract} 

 WA01: the following record(s) contain an ‘Exit Status’ but not an ‘Exit Date’ OR contains 
an ‘Exit Date’ but not an ‘Exit Status’. 

 
Resolution: 
 Select appropriate Exit Status and/or 
 Enter Exit Date 

 WA02: the following record(s) contain a Special Education ‘Status’ of Active or 
Active/Referred AND an appropriate ‘End Status’, but do not contain a corresponding 
Special Education ‘Exit Status’ or ‘Exit Date’. 

 
Resolution: 

 Special Education status should be I: Inactive; 
 Select appropriate Exit Status; and 
 Enter Exit Date 

Once all errors are resolved, Click Here to generate final extract 

 
Upon review and verification of the data, submit the CSV extract as generated from Infinite 
Campus via the Secure File Transfer (DoSE upload). 

To include all schools select first 

school in list, hold shift key and 

select last school in the list. 
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Discipline for Special Education 
To be included in the special education behavior reports, a student must have a behavior event 
with a state resolution that includes one of the following codes: 
 SSP1 – Expulsion, with services 
 SSP2 – Expulsion, without services 
 SSP3 – Out of School Suspension 
 INSR – In School Removal 

Data Entry 

PATH: Student Information | General | Behavior Tab 

 Behavior Resolution mapped to a state resolution = SSP1, SSP2, SSP3 or  
 Resolution Date – Enter the start date of the resolution 
 Resolution Time – Enter the start time of the resolution 
 End Date – Enter the date the resolution ends 
 End Time – Enter the time the resolution ends 

NOTE: End date and time should be the date and time the resolution ends.  If the resolution 
ends at the close of the school day, then that is the date and time entered in the End Date and 
End Time – NOT the date and time that school begins the next day.  

 
 

Multiple Resolutions 
Example student is removed from their 3rd period class for three days in a row.  User must 
create three separate resolution records for the individual event. 

 Enter first day of removal with the appropriate time of day that removed 

 
 Save Resolution 

 Click New Resolution  
 Enter the next day of removal with the correct start and end time 

 Continue until each removal period is entered  
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KDE Custom Discipline Reports 

PATH: KY State Reporting | KDE Reports |SPED EOY Behavior Data 

Removal Report: Report of behavior removals of Special Education students from 
their regular setting; this includes SSP3 (out of school suspension) and INSR (In-
School Removal) 

 Choose Removal from the drop list 
 Generate Report 

 
Data cleanup:  
 Report should not have any cells with no data in column O 

resolutionendtimestamp 
 Report should not have any cells with a value of zero in column M 

resolutionlengthschooldays 

Save file as ###_SPED_EOY_Behavior _Removals.xls (### = district number) 

 
 

Upon review and verification of the data, submit the CSV extract as generated from 
Infinite Campus via the Secure File Transfer (DoSE upload). 

Expulsion Report:  Report of behavior resolutions of SSP1 (Expulsion, Receiving 
Services) and SSP2 (Expulsion, not Receiving Services).  This report includes ALL 
students (special education and regular education) 

 Choose Expulsion from the drop list 
 Generate Report 

 
Data cleanup:  
 Report should not have any cells with no data in column O 

resolutionendtimestamp 
 Report should not have any cells with a value of zero in column M 

resolutionlengthschooldays 

Save file as ###_SPED_EOY_Behavior _Expulsions (### = district number) 
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Upon review and verification of the data, submit the CSV extract as generated from Infinite 
Campus via the Secure File Transfer (DoSE upload). 
 
NOTE: Students will be considered special education if reported on the IDEA December 1 Child 
Count submitted by the district.  If students are not reported on the child count, KDE will not 
consider the student a child with a disability for purposes of the discipline report.  Users should 
not add or remove students from the discipline reports as produced by Infinite Campus based on 
local determination of disability status.  
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IAES – Unilateral Removals 

This data cannot be gathered from Infinite Campus; therefore, an excel spreadsheet will be sent 
to district Director of Special Education after trainings are complete. 

Interim Alternative Educational Setting (IAES):  An appropriate setting determined by the 
child’s ARC (IEP team) in which the child is placed for no more than 45 school days.  This setting 
enables the child to continue to receive educational services and participate in the general 
education curriculum (although in another setting) and to progress toward meeting the goals set 
out in the IEP.  As appropriate, the setting includes a functional behavioral assessment and 
behavioral intervention services and modifications to address the behavior violation so that it 
does not recur. 

2011-2012 EOY IAES Reporting.xls 
 
Menu Tab 

 Enter District Name and District Number 

 
Discipline – Section 1 Removals by School Personnel 

 Unilateral Removal:  Instances in which school personnel (not the ARC/IEP team) order 
the removal of children with disabilities from their current educational placement to an 
appropriate interim alternative educational setting for not more than 45 school days.  The 
ARC (IEP team) is responsible for determining the interim alternative educational setting.  
Unilateral removals do NOT include decisions by the IEP team to change a student’s 
placement. 

 This list should include special education students who were removed from school by 
school personnel for drugs, weapons, or serious bodily injury and who were sent to 
an Interim Alternative Educational Setting (IAES) for 45 days or less.  This includes 
special education students who were sent to an IAES for 10 days or less.  Special 
education students who were removed from school by school personnel for drugs, 
weapons, or serious bodily injury for 10 days or less and were NOT sent to an IAES should 
be reported as having been suspended either in Section 3 (Out-of School) or Section 4 
(In-School) depending on the type of that removal.  Do NOT include these children in this 
section unless after this removal the student was also subject to an unilateral IAES 
removal. 

 Report a student separately for each time the student was unilaterally removed to an 
IAES for Drugs, Weapons, or Injury in the columns under the heading of ‘Removals to an 
IAES Only’.  If the incident that resulted in the removal to an IAES, involved Drugs, 
Weapons, and or Injury, select the reason that was most egregious for this incident. 

 If a special education student was unilaterally removed to an IAES more than once for the 
same reason, then that student should be entered separately for each removal.  
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Discipline Data – Section 2 Removals by Hearing Officer 

 This list should include special education students who were removed from school to an 
IAES by a Hearing Officer in which the Reason for Removal is ‘Likely Injury to Self or 
Others’. 

 Students sent to an IAES more than once by a Hearing Officer determination of ‘Likely 
Injury to Self or Others’ should be reported separately in this section for each removal. 

 To report a special education student on this list, provide the required demographic 
information and report the total number of days the student has been removed.  This 
section is only for students who were removed to an IAES by a Hearing Officer 
determination of ‘Likely Injury to Self or Others’ 

Save file as ###IAES_2012.xls (### = district number) 
 

Upon completion of this spreadsheet document on the Menu Screen the dates each of the 4 End 
of Year SPED Reports (including this report) were submitted via the Secure File Transfer (DoSE 
upload). 

 
Submission of EOY Data 

Report Data to Submit? If Yes, Date Submitted 

SPED Exiting     

SPED Removals     

SPED Expulsions     

SPED IAES Discipline     
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