Special Education Document Training Material
Question and Answer (Q&A) 

1. Q:  Are all of the special education forms in IC in one long document like last school year?
A:  No.  KDE has worked with SEAGIC and IC to re-design the system of special education documents to now be better aligned with the ARC meeting requirement process.  Therefore, the system now includes the following separate lockable editor based documents:
· KY Conference Summary
· KY Referral
· KY Consent for Evaluation
· KY Evaluation/Eligibility Determination
· IEP
· Private School Service Plan

2. Q: How do I find out more about the new special education documents in IC, such as which editors are included in each document type?
A:  As you begin to navigate in the new documents, you will notice the system has been re-designed to be more user friendly and similar to the paper document process users are already familiar with.  The new system navigation has been fully described, with included screen shots, in the revised data standards.  The new data standards are located on the Special Education Document Training Resources page along with some other helpful training materials for your reference.

3. Q: Have the Special Education-Due Process forms been updated on the KDE website?
A:  The forms are being updated and posted.  KDE is in the process of revising all forms and they will be posted as they are completed.  Please note the 2016 revision date.    

4. Q: How do I know what information is required?
A: Most fields that are required for data entry are listed in red font.  Users will be prompted by alerts before being allowed to proceed for all required fields.  Users must continue to be aware to “Save” all information as they proceed.  

5. Q:  How do I learn the workflow of all document data fields? How do I know where information “auto populates” throughout the system?  
A:  Please refer to the IC Workflow documents that outline all of the required data elements.  This document will show the corresponding data fields designed to auto -populate in the system.  


6. Q: Is the KY Conference Summary used for all ARC meetings?
A: Yes.  The KY Conference Summary is used to record all associated ARC meeting information and notes.  

7. Q:  Will the information already entered in previous system versions still exist (referred to as legacy documents)?
A:   Yes.  All of the information that has been entered for special education students in IC in previous school years will continue to be in the system as entered.  Users will be able to continue the information in the version it was created.  Users should continue recording student information in the version created, unless it makes sense to begin a new process.  For example, the school district received permission for a reevaluation in the previous school year and did not begin the evaluation process.  

Legacy Document Reference:  As a result of system changes made by KDE within the last three school years, Kentucky school districts will be working with three different versions.  The three versions will be necessary to complete ongoing special education requirements until the older versions are no longer needed.   

8. Q: What is the rule for document transfer in the new system version?
A:  If a 2016-17 KY Evaluation/Eligibility Determination is locked, it will be the only evaluation type document transferred as a locked editable document.  If the 2016-17 KY Evaluation/Eligibility Determination does not exist, the system will then transfer:
· 2015-16 KY Evaluation, if this does not exist, the system will then transfer:
· Last locked KY Conference Summary prior to 2015-16, if this does not exist, the system will transfer:
· Last locked KY ESR
· The IEP will always transfer as an editable document if locked (otherwise it will transfer as a PDF)
· If applicable, the rest of the documents will transfer as PDFs.  When the district enrolls a student from out of state, create document types using “Transferred” until a new IEP can be created after eligibility has been determined.  

9. Q:  Who do I contact if I need help?
A:  The same support process is currently in place for all follow up issues found in the system.  The user should first notify local support at the school and/or school district to see if escalation is needed for the issue.  If the issue cannot be solved at the local level, the school district KSIS POC will need to submit a formal ticket request to IC.  Infinite Campus will continue to coordinate with KDE on all support requests.  

10. Q:  How do I submit new ideas, comments or feedback?
A:  KDE always promotes collaboration and idea sharing among partnerships.  Users should be aware of SEAGIC representatives in each region.  These members represent Kentucky school districts and it is critical that users be aware of who these folks are.  Many opportunities will be scheduled at meetings throughout the school year for feedback to be received and delivered to KDE.

11. Q: In reference to student transfer: When I choose to upload an associated document, is there anything I should keep in mind?  
A:  Yes.  When you are uploading a document, users should choose to “Associate” the document instead of stapling the document.  By choosing to “Associate” the document, the information will be tied to a calendar year and easy to find after a student transfers.  If the user chooses to “Staple” the document, it will not be tied to a calendar year once the student transfers to a new district and the document is very difficult to find.  This is an organizational tip to make the document easier to find in the future.  A clear naming convention is also suggested for consistent record keeping.  For example, a naming convention such as “Evaluation Report 12.6.16” may be used.   

12. Q: What simple forms are still available?
A: The following forms are available as simple forms:
· Accommodations Determination 
· Behavior Intervention Plan (BIP)
· Consent for Outside Agency
· Consent for Special Education and Related Services
· Consent to Evaluate/Reevaluate
· Determination of Educational Rep
· Functional Behavior Assessment
· Manifestation Determination
· Medicaid Annual Parent Notification
· Medicaid Annual Parent Notification - Spanish
· Meeting Notice
· Notice of Non-programmatic Change
· Record of Access
· Revocation for Consent

13. Q:  Can I upload/use my own district documents?
A: Yes.  Some examples:
· Manifestation Determination
· Referral
· Progress Report
· Behavior Intervention Plan
· Speech evaluation forms
· Multi-year course of study



14. Q: Does the KY Evaluation/Eligibility Determination have to be locked in order for the most current eligibility determination to populate to a new KY IEP?
A: Yes. The KY IEP Enrollment Status Editor, “Get Disability from Evaluation,” must be clicked AFTER the KY Evaluation/Eligibility Determination is locked in order for the most current eligibility to populate to the KY IEP.

15. Q:  In the IEP, if determined eligible for the alternate assessment, the ARC must also determine if the student’s communication status is dimension A or dimension B.  Do we need a parent signature for confirmation of alternate assessment?
A: No.  However, this must be documented in the Conference Summary.

16. Q:  How do you amend an IEP?
A:  The steps involved in amending an IEP include the following steps:

· Select the student’s current IEP;
· Click the Amend button; 
· Select the Amend Editor and put the reason for amending the IEP or the IEP End Date.  Click the Save button;
· Select the Education Plan Editor and select the Amend Editor.  Change the IEP End Date to the date the services ended.  Click the Save button;
· Select the Enrollment Status Editor and select the Amend Editor.  Change the student’s Special Ed Status (if applicable) to Inactive or Eligible, Parents Refused, whichever is appropriate.  Click the Save button;
· Select the Special Ed Service Editor and select the Amend Editor.  Change the End Date (if applicable) for each service to the date services ended.  Click the Save button;
· Select the Related Services Editor and select the Amend Editor.  Change the End Date (if applicable) for each service to the date services ended.  Select Click the Save button;
· The next step is to select Review Amendments;
· Review the areas you made changes.  Put the Amendment Start Date.  Select Complete Amendment;
· You must select Complete Amendment to actually finish the process; SAVE will not complete the Amendment.
 
17. Q: Is the referred date on the referral document the date of the ARC when referral is accepted?
A: The date of referral is the ARC date it was reviewed and accepted.
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