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Use the check lists below to make sure children with disabilities are included on the IDEA December 1 Child 
Count Extract: 

1) Conference Summary Editor 
 

a. Eligibility Determination Date: Enter month, day and year of the last date that eligibility for 
services was determined by the ARC.   

i. This date will auto populate to the students most recent Date of Eligibility Determination 
regardless of the purpose selected.  

ii. This date will populate as a Read Only field on the ARC Header Editor.   
b. Primary Disability: From the drop list, select the appropriate category of disability for student. 

If Multiple Disabilities selected as Primary Disability at least two Underlying Disabilities must 
be selected   

i. The students Primary Disability will auto populate from the students previous Conference 
Summary regardless of the purpose selected. 

 
 
 
 
 
 

 
 
 

The Date of Eligibility 

Determination will auto 

populate with the most 

recently entered Eligibility 

Determination Date. This 

field can be edited.  The 

field is required.
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2) IEP Education Plan Editor 
a. Enter a Start Date prior to 12/2 of current school year  
b. End Date should be after 11/30 of current school year 

 

 
 

3) IEP Education Plan Editor 
a) Refresh Student Information 

 

 
 
4) IEP Enrollment Status Editor 

a. Click on ‘Get Special Ed Status from Enrollment’  
OR 

b. Enter the appropriate information for the data elements below on this Editor: 
i. Primary Disability (if 15: Developmental Delay, student must be under the age of 9 as of 

December 1 of reporting year) 
ii. Special Ed Status (must be A: Active or AR: Active/Referred) 
iii. Special Ed Setting (must be age appropriate based on age as of December 1 of reporting year) 

 

 
 

5) Documents Tab 

Highlight IEP and click the “lock/unlock” button  
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If all the steps above are completed, and the child is enrolled in the district on December 1st, he or she should appear on 
the IDEA December 1 Child Count Extract.   
 

Review of Warning Report 
 

Review of Error Report 
 

Error #1: 

Student’s Reevaluation is due before November 30th.  Student will not produce a record on extract.  Complete step 1 
above to resolve error. 
 
Error #2: 

Student’s Annual Review is due.  Student will not produce a record on extract.  Complete steps 2-5 above to resolve error. 
 
Error #3: 

Student’s current IEP does not have Setting or Primary Disability selected.  Student will produce a record on extract, but 
data will be incomplete.  Complete steps 4-5 to resolve error. 
 
Error #4: 

Student’s disability is 15: Developmental Delay; however, according to student’s birthdate, age over 9 years old.  Student 
will not produce a record on extract.  Reevaluation is required of student to resolve error. 
 
Error #5 
Warning: The following records are missing required information. These students are missing either a Placement Setting 
or a Primary Disability assignment and will not be included in the report. 
This warning displays student records missing a Placement Setting or Primary Disability assignment. These students will 
only be included in the report if the Include Students with Critical Errors checkbox is marked on the extract editor. 
 
Error #6 
Warning 7: The following records have an LRE (Special Ed Setting) category that is not age appropriate, but 
will still be included in the report. 
 
REMINDER: Do not alter data on CSV file that is submitted to KDE, any data that needs to be cleaned or revised should 
be done within Infinite Campus; the data will be compared between District Edition and State Edition this year.   
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