
 
 

1. Select the appropriate School Year in top left hand corner 
NOTE: For students being evaluated in the summer for fall enrollment, you must 
have the upcoming school year selected. 

2. Select the appropriate School from the drop list: 
a. If a resident student, select the school the child would normally attend if not 

in a private school. 
b. If a non-resident student, select the school from which the teacher who is 

providing the service is normally assigned or 
c. Select the school where children that live in the vicinity of the private school 

would attend. 
 
3. Student Information | Student Locator 

 Enter appropriate search criteria, at minimum first name, last name and gender 
 Click on Search for Student 
 If student does not show up in the locator 
 Select ‘Create New Student’, this process will create a State ID for the child 

 
 Enter the required demographic data elements 

o Last Name 
o First Name 
o Gender 
o Birth Date 

Private School Students receiving Special Ed Services Process in Infinite Campus 



o Race/Ethnicity 
o Calendar will default to current school calendar 
o 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 
private school students. 

o Grade: Select the appropriate grade based on the student’s age. 
o Start Date – Enter the date the student will be evaluated, this date may 

change later as to the date services begin. 
Note: the date must be inside the school calendar; therefore, if it is a 
summer evaluation, then the date will have to be the first day of school. 

o Start Status – Select E01: First enrollment of the year 
o Enrollment Status – Select N: Special Ed Services Only 
o Click ‘Save’ 

4. Student Information | General | Enrollment Tab 
 State Reporting Section, Select ‘State Exclude’ 

 Note: This selection will allow users to exclude the students 
from the school’s monthly attendance reports.  The student will also be 
excluded from all state reports, with the exception of the Special Education 
reports. 

 Special Education Section, complete the following 
o Special Ed Status 
o Setting 
o Primary Disability 

 
5. Student Information | Special Education | Documents Tab 

 Conference Summary | Eligibility/Continued Eligibility Editor, complete the 
following: 

o Eligibility Determination Date 
o Primary Disability 

 
 KY Private School Plan, complete all editors, lock and save 

 
If student is found ‘Not Eligible’, end date the enrollment, as of the evaluation date OR the 
start date of enrollment.  Then mark the student’s Special Education Status as N: Not 
Eligible. 
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