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Introduction

The world of special education involves a number of timelines, deadlines and a great dea! of tracking. Keeping
track of all the dates, forms, signatures and meetings is challenging, even on the best of days.

John's TEP?
Sure , i¥s right

wy Avonl of me...

This handbook is intended to outline the special education paperwork process for Centennial BOCES. Communicating
information accurately to the Centennial BOCES Records Specialist in a timely manner is vital for meeting the
demands of state and federal reporting requirements for our districts, as well as helping the Special Education
Director work with districts to meet staffing and other needs to best serve our students.

In these pages, the most common paperwork situations are addressed. Of course, there are bound to be times when
there are still questions. As the Special Education Data Specialist, | am here to help answer your questions when | am
able and to help find an answer when | am not - Please, do not hesitate to ask.

Ruth Grevesen

Centennial BOCES
Records Specialist

(970) 352-7404 ext. 1107
Fax (970) 352-7350

rerevesen @cboces.org



Caseload Lists

Beginning of Year

At the start of the school year, you will need to generate your caseload list of students from the report that is saved
in Enrich:

x Create / Manage Reports

€) New Coded SSRS Report Q) New Coded SQL Query &) Download From Enrich H

Category: (All -

Search: | |

+ Saved Reports (0)

+ Shared With Me (2)

If you click on the latest caseload report that is saved;
# click the "Edit Criteria” button at top of page and scroll down to the bottom of the page
e click the “Run” button and it will work for a short time

® this then will bring up the current caseload list for you

View Report

& Edit criteria Esave As... &) Print [} Bxport ) Add to student group =P Upload To Enrich Hub

3 £ e

These lists are intended as a starting point for determining enrollment in our schools, student grade level, staff
assignments and scheduling of itinerant providers. These lists are a work in progress, and we need your assistance in
getting them to accurately reflect caseloads.

Once you have created your list, please print and review the following information carefully:

= Student name

o If the student is assigned to another provider within your school, please write the provider’s name
next to the student

o If a new student is missing from the list, please follow the procedures in this handbook for new
students [New Students, page 8)

o If a student is listed that is not enrolled, please follow the procedures for exiting
students {Exiting Students, page 11}




= Student grade level

o If the wrong grade is listed for a student, please indicate the correct level
= District and School

o |f these are incorrect, please indicate the correct school and/or district.
= Disability
o If the incorrect disability is listed, please indicate the correct disability

This list needs to be verified and scanned in an email and sent to Ruth Grevesen @ rgrevesen@cboces.org

December 1

At the beginning of November, caseload lists will need to be generated by you. These lists are intended to ensure the
accuracy of the information reparted to CDE for the December 1 report.

When you create the list, please print and review the following information carefully:

Student name

o If the student is assigned to another provider within your school, please write the provider's name
next to the student
If a new student is missing from the list, please follow the procedures in this handbook for new
students {New Students, page 8)

o If a student is listed that is no longer enrolled, please follow the procedures for exiting
students (Exiting Students, page 11}

= Student grade level

o If the wrong grade is listed for a student, please indicate the correct level
District and School

o Ifthese are incorrect, please indicate the correct school and/or district.
Disability

o If the incorrect disability is listed, please indicate the correct disability

[

This list needs to be verified and scanned in an email and sent to Ruth Grevesen @ rgrevesen@cboces.org

End of Year

As the school year draws to a close, caseload lists will need to be generated by you. These lists are intended to help
determine which students will be transitioning to a new school (i.e. Preschool to elementary, elementary to middle,
middie to high school) as well as to make sure that all students you are serving have been included on your caseload
for the year.

When you create the list, please print and review the following information carefully:

 Student name

o If the student is assigned to another provider within your school, please write the provider’'s name
next to the student

o If a new student is missing from the list, please follow the procedures in this handbook for new

students (New Students, page 9)

If a student is listed that is no fonger enrolled, please follow the procedures for exiting

students [Exiting Students, page 12}

= Student grade level

C

o If the wrong grade is listed for a student, please indicate the correct level



= District and School
o If these are incorrect, please indicate the correct school and/or district.
= Disability
o If the incorrect disability is listed, please indicate the correct disability
= Transitioning
o If a student will be transitioning to another school at the beginning of the next school year,
please indicate the name of school next to the student’s name.

This list needs to be verified and scanned in an email and sent to Ruth Grevesen @ rgrevesen@cboces.org

Timelines

Timeliness of information is of extreme importance in keeping in compliance with state and federal guidelines and is
in fact one of the indicators included in all of our reporting to CDE.

The following timelines have been set forth by CDE:

= [nitial Evaluation — must be completed within 60 calendar days of receipt of parental consent for evaluation

= Initial IEP — must be developed within 30 calendar days of initial determination of eligibility and no more than
90 calendar days from the receipt of parental consent to evaluate

» Reevaluation — must be completed at least every 3 years. Follow timelines for initial evaluation.

= Annual Review - must be completed within 365 calendar days of prior [EP

= Part C to B Transition — must be complete by the child’s third birthday

= Transition Services — must begin with the first IEP to be in effect when the child turns 15, or no later than
the end of the 91-grade

In addition, Centennial BOCES policy is that signed paperwork shall be uploaded into Enrich within 10 business days
of the event. This includes:

= |EP meeting

= Amendments

= Student withdrawal

= Student transfer

= Restraint forms

= Manifestation paperwork
=  Fix—ItItems

Please keep in mind that the signed paperwork uploaded into Enrich is the official record of a student’s special
education documents and should accurately reflect the current IEP. The documents submitted to Enrich should be
the original documents and be neat, legible, and professional in appearance.



New Students

When a new student moves into your school, it is the responsibility of the IEP team to complete the New Student
Data sheet, email completed New Student Data sheet to Ruth Grevesen (rgrevesen@choces.org) or Anna Segura
{asegura(@cboces.org) to request a copy of the records from the transferring school. iIf the transferring district is
currently using Enrich; Ruth will request the records electronically.

Enrich electronic records can only be processed from in State.

Transfers:
Hints and Tips:
Out of State
For a new student from out of state, complete an Qut of State Transfer IEP. The transfer form in Enrich is under

the Program Tab and then under the Start Program Tab. You will need dates from the previous IEP to be able to
enter dates in the transfer.

In State
For an in state electronic transfer of records bringing in the previous in state IEP through Enrich, you may not be
required to do the Transfer form
= If you accept the IEP and can provide the services in the IEP;
o Youcando an amendment PWN and
» Meet with the parents and the team to amend the IEP or,
® |f parents agree to the amendment without a meeting, just obtain the parents
signatures
Amend the actual IEP
The dates on the incoming IEP will remain for next meeting

If you do not accept the in State IEP;

o Complete the in State Transfer

o Reevaluate (referring to the Reevaluation timelines)
o Write a new IEP; getting new meeting dates with this process

During the transfer meeting if you decide that you will accept the current IEP, you must assure that we can
provide all the services, all the minutes and in the correct LRE. In addition, the IEP meets all Colorado and IDEA
laws.

If you do not accept the previous IEP, then the Transfer becomes the working IEP while you are re-evaluating.
You will still need to get a consent to evaluate signed which will give you 60 days to evaluate.

Transfers into your school-signed documents uploaded into Enrich

In-State Transfer
When a student with an active IEP transfers into your school from another school within the state
of Colorado after the first day of school, please turn in the following to Centennial BOCES:

= New Student Data Sheet
= In-State Transfer IEP {in Enrich) or Amendment PWN

o With the appropriate signatures on the In-State Transfer Form or PWN
o Copy of last IEP and last Evaluation




Out of State Transfer
When a student with an active IEP transfers into your school from another school outside of the state
of Colorado after the first day of school, please turn in the following to Centennial BOCES:

« New Student Data Sheet

= Out-of-State Transfer [EP {in Enrich}

= Copy of last IEP and last Evaluation

PLEASE NOTE — When you accept an IEP, you are accepting ALL of the IEP, not just the service times. For transition age
students, please be sure that the IEP meets transition criteria. If you are unsure, please check with your Transition
Coordinator.

Transfer from another Centennial BOCES school
When a student with an active IEP from another Centennial BOCES school enters your school, please turnin
the following to Ruth Grevesen @ rgrevesen@cboces.org:

=  New Student Data Sheet

Transfer from a facility
When a student transfers from a facility back to a placement in a school, the |EP team must conduct a full

review and write a new IEP to change the LRE and adjust the service times. {Refer to Initial Evaluation
timelines).

Initial Referral

Paperwork must be submitted for all students who are referred for a special education evaluation, regardless of
whether the student is deemed eligible to receive services.

Initial Referral - Student Qualifies
The following paperwork should be included for all students who have an initial referral and qualify for
special education services — please refer to the Initial/ TRI checklist

Special Education Referral
Prior Notice and Consent for Evaluation
o Mark that this is an initial evaluation
o Fill out the areas to be evaluated and reason
o Fill out the section regarding what information the proposal is based on and other
options
o Include the name, title and phone number of the person requesting the consent
o Indicate the date the signed consent was received back from the parent

Notice of Megting ~ be sure to correctly mark the type of meeting and include the appropriate
meeting participants.

o For transition age youth, a student notice of meeting must also be included
« Evaluation Report — addressing all areas that were to be evaluated
o InInfinite Campus, please be sure that you choose the correct "Referral Type”
*  01: Part C Evaluation — Path 1 Only - is to be used for students ages birth through 2

g



years who are referred for evaluation for early intervention services
®  (2: Part C to Part B Transition — Path 2 Only — is to be used for students who are
turning 3 years of age and have been receiving early intervention services through
Part C
= (3: Part B Services — Path 3 Only —is to be used for all students over the ages 3 and
older who are referred for an initial special education evaluation
+ Determination of Disability
o All questions must be addressed
o Give parent a copy of the evaluation report and indicate this on the determination of
disability
= Prior Notice and Consent for Initial Provision of Special Education Services
o Fill out all areas of consideration
o Include your name and phone number
o Ensure that parent has marked whether they consent or refuse to give permission and has
signed and dated the form
= Complete IEP -
o Make sure that all areas are addressed on the IEP
» If an area of the IEP does not apply to the student, be sure to document in that
section to indicate that it does not apply (i.e. transition questions in sections 6 and 8
of the IEP)
There must be a linkage between :
* Student needs and impact of disability
=  Goals
= Services
Goals must be transferable and not curriculum or assessment specific
Be sure to provide a copy of the IEP to the parent and indicate that you have done so in
Section 15
= Signature Page
o Please verify that parent has signed to indicate that they have been provided a copy of the
Procedural Safeguards
o If you choose to use the state signature page, be sure that signatures are included on the
lines for the following:
v Special Education Director/Designee
= Student’s Parent/Guardian
= General Education Teacher
= Special Education Teacher/Provider
= Transition |EPs must meet all transition criteria and will be reviewed by one of the Transition
Coordinators for Indicator 13 compliance - please refer to the Transition I-13 Checklist

e

Initial Referral - Student Does Not Qualify
The following paperwork should be included for all students who have an initial referral and do not qualify
for special education services — please refer to the Initial/TRI Checklist

= Special Education Referral
= Prior Notice and Consent for Evaluation

o Mark that this is an initial evaluation
o Fill out the areas to be evaluated and reason

10



o Fill out the section regarding what information the proposal is based on and other
options
o Include the name, title and phone number of the person requesting the consent
o Indicate the date the signed consent was received back from the parent504
= Notice of Meeting — be sure to correctly mark the type of meeting and include the appropriate
meeting participants
o For transition age youth, a student notice of meeting must also be included
= Evaluation Report — addressing all areas that were to be evaluated
o InInfinite Campus, please be sure that you choose the correct “Referral Type”
= 01: Part C Evaluation — Path 1 Only — is to be used for students ages birth
through 2 years who are referred for evaluation for early intervention
services
= 02: Part C to Part B Transition — Path 2 Only - is to be used for students
who are turning 3 years of age and have been receiving early intervention
services through Part C
=  03: Part B Services — Path 3 Only - is to be used for all students over the ages
3 and older who are referred for an initial special education evaluation
= Determination of Disability

o All questions must be addressed
o Give parent a copy of the evaluation report and indicate this on the determination
of disability
= Cover page of IEP to give basic demographic information on student.
= Prior Notice of Special Education Action

Records Requests
Records for New Students

When a new student moves into your school, it is the responsibility of the {EP team to request a copy of the records
from the transferring school. Inquire with the transferring district if they are currently using Enrich; if they do please
contact Ruth Grevesen (rgrevesen@choces.org). She will request the records electronically.

For Enrich electronically transferred records, the student must be available through Enrich. Search for student
name:

&$ Administration | signout

Tip: Search by IDs too Example: 9001002133.1

I Students = wnctude historical data

» More Search Options

If the student does not populate in Enrich, contact the registrar in your building. They will need to enter the student
into Infinite Campus along with a valid SASID. The valid SASID is needed so Infinite Campus will export correctly into
the Enrich system. Once the student is entered into Infinite Campus, it will typically take up to 24 hours for the
student to become available in Enrich. Once the student is accessible in Enrich, begin your Transfer paperwork, in

1



order to upload the student’s prior IEP documents.

If you are unable to obtain a copy of the student’s IEP records within a reasonable amount of time, or are having
trouble determining who to contact for a copy of the records, please contact the CBOCES Records Specialist for
assistance, indicating as much information as possible regarding your attempts to obtain records.

You may use the Request to Release or Secure Confidential information form to request records. A parent/guardian
signature is not required when records are being exchanged among schools.

Requests for Records

All reguests to send records should go through the CBOCES Records Specialist. These requests must be documented
within the student’s official IEP file within Enrich. If you receive a request for a student’s IEP records, please forward to:

Ruth Grevesen

Centennial BOCES Records
Specialist

(970) 352-7404 ext. 1107
Fax (970) 352-7350

rgrevesen@cboces.o e

Exiting Students

Moves out of your school

When a student moves out of your school, please end Special Ed in Enrich and submit a Withdrawal Form
= Noting, if known, where the student will be attending, if you do not know the name of
the school, please list the city and state to which they are moving

Moves to another Centennial BOCES school
= Withdrawal Form - please list the school they will be attending

Staffed out

The following paperwork should be turned in to the Centennial BOCES office when a student is staffed out of
special education — please refer to the Initial/TRI checklist

=  Prior Notice and Consent for Evaluation

o Fill out the areas to be evaluated and reascn
o Fill out the section regarding what information the proposal is based on and
other options
o Include the name, title and phone number of the person requesting the consent
o Indicate the date the signed consent was received back from the parent
* Notice of Meeting = be sure to correctly mark the type of meeting and include the
appropriate meeting participants

o For transition age youth, a student notice of meeting must also be included
+ Evaluation Report - addressing all areas that were to be evaluated

12



Determination of Disability

o All questions must be addressed
o Be sure to mark “No” to indicate that the team agrees that the student does not have
a disability
o Give parent a copy of the evaluation report and indicate this on the determination
of disability
Prior Notice of Special Education Action
o Fill out all areas of consideration
o Include your name and phone number
Cover page of IEP to give basic demographic information on student.
Reviewed goals clearly indicating progress toward each goal using the following scale:
o 4) Goal met
o 3) Progress made, goal to be met on time
o 2) Insufficient progress made, goal not to be met on time
o 1) Student did not work on this goal

Graduates/Ages Out

When a student graduates from school or reaches maximum age, the following items need to be completed in

Enrich and after signatures are gotten, uploaded into Enrich.
=  Prior Notice of Graduation/Maximum Age

= Summary of Performance

Completing IEP’s

Annual Reviews

All students who receive special education services must have an IEP review annually. These meetings must take place
within 365 days of the previous IEP and should include the following paperwork — please refer to the Annual IEP

Checklist

Notice of Meeting — be sure to correctly mark the type of meeting and include the
appropriate meeting participants
o For transition age youth, a student notice of meeting must also be included
Complete IEP — please refer to the Present Level RUBRIC (see page 22)
o Make sure that all areas are addressed on the IEP
® |f an area of the IEP does not apply to the student, be sure to document in
that section to indicate that it does not apply (i.e. transition questions in
sections 6 and 8 of the IEP)
o There must be a linkage hetween :
* Student needs and impact of disability
= Goals
»  Services

Goals must be transferable and not curriculum or assessment specific

Be sure to provide a copy of the IEP to the parent and indicate that you have done so
in Section 15

8]

L]
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= Signature Page
o Please verify that parent has signed to indicate that they have been provided a copy
of the Procedural Safeguards
o If you choose to use the state signature page, be sure that signatures are included
on the lines for the following:
= Special Education Director/Designee
«  Student’s Parent/Guardian
»  General Education Teacher
»  Special Education Teacher/Provider
=  Transition IEPs must meet all transition criteria and will be reviewed by one of the
Transition Coordinators for Indicator 13 compliance - please refer to the Transition 1-13
Checklist
= Reviewed goals clearly indicating progress toward each goal using the following scale:
o 4) Goal met
o 3) Progress made, goal to be met on time
o 2) Insufficient progress made, goal not to be met on time
o 1) Student did not work on this goal

Triennials

All students who receive special education services must have an evaluation triennially to determine continued
eligibility for these services. Evaluation must take place within 3 years of the previous evaluation and should include
the following paperwork — please refer to the Initial/ TRl Checklist

+ Prior Notice and Consent for Evaluation

o Mark that this is an re-evaluation
o Fill out the areas to be evaluated and reason
o Fill out the section regarding what information the proposal is based on and
other options
o Include the name, title and phone number of the person requesting the consent
o Indicate the date the signed consent was received back from the parent
= Notice of Meeting — be sure to correctly mark the type of meeting and include the
appropriate meeting participants
o For transition age youth, a student notice of meeting must also be included
= Evaluation Report - addressing all areas that are to be evaluated
o In Infinite Campus, please be sure that you choose the correct "Referral Type”
®  06: No Initial Referral During Current Reporting Period - this is the option
that should be selected for all re-evaluations
« Determination of Disability
o All guestions must be addressed

o Give parent a copy of the evaluation report and indicate this on the
determination of disability

Complete |EP - please refer to the Present Level RUBRIC {see page 22}
o Make sure that all areas are addressed on the IEP
= |f an area of the IEP does not apply to the student, be sure to document in

that section to indicate that it does not apply (i.e. transition guestions in
sections 6 and 8 of the IEP)

14



There must be a linkage hetween :
»  Student needs and impact of disability
»  Goals
®  Services
Goals must be transferable and not curriculum or assessment specific

Be sure to provide a copy of the IEP to the parent and indicate that you have done so
in Section 15

+ Signature Page

o

Please verify that parent has signed to indicate that they have been provided a copy
of the Procedural Safeguards

If you choose to use the state signature page, be sure that signatures are included
on the lines for the following:

Special Education Director/Designee

Student’s Parent/Guardian

General Education Teacher

» Special Education Teacher/Provider

= Transition |EPs must meet all transition criteria and will be reviewed by one of the

Transition Coordinatars for Indicator 13 compliance - please refer to the Transition 1-13
Checklist

» Reviewed goals clearly indicating progress toward each goal using the following scale:

0

O
o
o

4} Goal met
3) Progress made, goal to be met on time

2) Insufficient progress made, goal not to be met on time
1) Student did not work on this goal

Collaboration Portal

Guide for Getting Electronic Signatures for IEP Documents in Enrich

If your meeting is in person and everyone signed the participant’s pages:

1. Upload the hard copy signature page to Files in Enrich and let Ruth or Anna know the pages are there when
you are finished with the IEP. No need to submit anything to the Portal.

If your meeting is in person BUT some attended remotely:

1. Go to Files and upload the hard copy signature page that you had signed at the meeting.
2. Click the “Submit” button next to the uploaded hard copy to send to those that attended remotely.
3. Once the remote people sign, it will automatically upload to “Link”. Let Ruth or Anna know that the signature

page is completed.

4. Do NOT send the IEP document for signatures as you will end up with two different signature pages each only

partially signed.

If you have a REMIOTE meeting and you need all signatures electronically

Finalize and have Ruth approve the IEP.

Go to your home page, find your student and bring them up:
1. (Click onthe Files tab on the student page.

15



2. Find the document that you need signed and click on “submit” under the Porta! column on the right,
3. A window pops up with everyone at the meeting. Click the smali box on the left side for each member you are

sending it to for signing. If their email is not populated, you will need to manually enter it. Make sure you
send the document to yourself to sign. You can also add people to sign by clicking the “Add Recipient” link and
completing the information—Make sure you also check the box on the left for people you add.

4. Enter an access code that you will need to share with the members who will he signing. The suggested code is
student birth month and day and the parent’s first three letters in their name, so for a student born July 26,
with parent name Brad. The access code would be 0726Bra. It should be a code easy for the parent to
remember.

5. In the box below the access code, add instructions for where to sign the document and if any checkboxes need
to be marked. If you need the signature of a service provider adding the student initials will help them figure
out which student’s birthdate to put in since they could get several emails at a time.

6. Check the little box at the bottom marked, a | have reviewed the Acknowledgment and agree to the terms
above.” And click “Submit”. Emails with the document to sign will now be sent to each member that you
checked.

7. Go back to your home page and you will see the link to the Collaboration Portal. Click on “Access My
Collaboration Portal” and it will open a new window for the portal.

8. The document you submitted will be in the Portal. You will see that it is marked incomplete and there will be
0/4 submitted, if you sent it to 4 people. Once everyone has signed and submitted the document it will change
to reflect that and will show as “complete”.

9. Once the document is complete, click on the blue link name of the document. When the document opens, you
can view the signatures to make sure everyone signed it correctly. Once completed it will automatically upload
to files. You can also click on the little check mark on the top right. From here you can download it to your
computer and then upload it into “Files”. You will be given an option to link that document to a certain IEP. So
if you are uploading an Eligibility Page, you will want to link that to the re-evaluation IEP. You will also want to
name it something like “Signed Eligibility for IEP 8/7/2020" if the IEP was held 8/7/2020.

10. Once you have it uploaded you can go back to the Collaboration Portal and you can delete the document from
the portal.

11. Once you have all the signed documents in Files, email Ruth or Anna that it is ready. You do not need to
submit any hard copy paperwork to Ruth or Anna.

12. You will send the final documents to parents through the Portal letting them know that it is just for their
records and does not need a signature. Ruth and Anna will no longer send IEPs to parents via secure email.
You can also print final documents and send home by mail if parents can’t access the Portal.

Manifestation Determinations

Manifestation Determination meetings are required prior to disciplinary changes in placement. Change of placement
can be either one long-term removal (>10 consecutive school days), or accumulations of short-term removals more
than 10 total days in a school year. When a student reaches either of these thresholds, a manifestation meeting is
scheduled to include the parent, the building administrator, special education teacher, school psychologist, and the
Special Education Director/Designee. Any other team member who would have pertinent information to address the
questions in the meeting would also be included. The Manifestation Determination form will be required
documentation for the meeting. A Functional Behavioral Assessment will be required in cases of recurring behaviors
that impede learning or the learning of others, long-term disciplinary removals, and where the behavior is found to be
related to the disability in manifestation determination meeting. Parental consent for a Functional Behavioral
Assessment is required, A behavior intervention plan will then be created to address the recurring behaviors.
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related to the disability in manifestation determination meeting. Parental consent for a Functional Behavioral
Assessment is required. A behavior intervention plan will then be created to address the recurring behaviors.

Restraint Review

House Bill 22-1376 changed the reporting requirements for restraints and seclusions. Starting the 2023-2024 school
year, school districts are responsible to collecting and submitting restraint and seclusion data to the CDE along with
writing the Annual Report. Centennial BOCES will no longer be collecting the restraint and seclusion data due to this
legislative change. Please work with your school district on the process of data collection. The restraint and seclusion
form in this handbook is the approved form for the use of Centennial BOCES’ schools.

Amendments

Amendments can be used by agreement of the Administrative Unit and Parent to modify goals, hours of service,
accommodations, modifications, transportation needs, assistive technology, or other similar changes to the related
services section. It is appropriate to use Amendment forms when minor changes are warranted to the IEP.
Amendments to IEPs can be conducted either with an IEP Meeting or without a meeting and with parental written
agreement to the changes.

If the director/designee consents, minor changes may be made without convening a meeting. This requires a
signature by the parent and Special Education Director/Designee. The IEP team must be notified of any changes.

The amendment may NOT be used for a significant change in placement. If a change in the amount of time would
change the Educational Environment category/ LRE code, then it cannot be used. If you need to add a math class
with special education support and the student has only been in special education reading then an amendment
would not be appropriate. (This could require new goals to be written, and additional time would be added.)

IEP Amendments are appropriate for:

e When a child meets a goal and teacher wants to write another goal to continue or add a skill;

e When a goal was written that turns out to be too advanced and the teacher wants to modify it;

e When a limited amount of service time needs to be changed;

e When the teacher wants to use a specific accommodation or eliminate an accommodation that is no
longer appropriate

e When the evaluation method for a goal needs to be changed

An |[EP Amendment form must be submitted to the Special Education Records Specialist to be added to the student’s
file.

When an IEP meeting is held in a timeframe and an anticipated change in the frequency of special education services
is imminent, different “start/end” dates may be added in the box that documents the hours. Example: If an April IEP
for an elementary student will continue 1.5 hours daily service through May 21, but will need to be increased to 2
hours daily at the middles school in the fall, that can be documented. A description must be included in the Service
Delivery Statement.




ESY

Consideration must be given annually for each student regarding the need for extended school year services and can
be completed during the Annual IEP meeting. Factors to consider include likelihood of regression, slow recoupment,
and predictive data based on the opinicn of professionals. All the information combined will be used to answer the
question, “Without continued supports and services, will the student experience a loss of skill(s) that will
significantly jeopardize the educational benefits accrued to the student during the regular school year?” The data
collected will also be used to determine the type and amount of service that will be provided to assist the child in
maintaining his/her learned skills over the break from school.

Step 1: Collect and review progress monitoring data throughout the regular school year based on current goals and/or
objectives, paying particular attention to data points collected before and after extended breaks (e.g., winter, spring,
summer and fall, and breaks occurring during year-round school);

Step 2: Use the progress monitoring data to determine whether there was severe regression and recoupment during
the extended breaks;

Step 3: Review and document the Predictive Factor data, using every Guiding Question;

Step 4: After the regression/recoupment and predictive factors data have been reviewed, the IEP team must answer
the following question: Without continued supports and services, will the student experience a loss of skill(s) that
will significantly jeopardize the educational benefits accrued to the student during the regular school year?; and

Step 5: If the answer is “yes”, the IEP Team must determine the type and amount of service that will be provided to
assist the student in maintaining his/her learned skill{s) during the ESY period. If the answer is “no”, then the
student does not qualify for ESY services.

You may use the CBOCES ESY Rating Scale to support the type and amount of ESY services. This rating form is used
only as a guideline as your team plans ESY services

The IEP team decides whether the student is eligible for ESY services.

= |f the student is eligible for ESY, identify and dacument which goals will he worked on during the ESY and
record ESY services in Section 13 of the IEP {Service Delivery Statement and Grid.)
The regression/recoupment data along with the predictive factors determination must be submitted to
provide documentation of ESY eligibility.
o Service delivery statement for ESY services should include the number of hours each week each
service will be provided and the number of weeks ESY will be offered
= If the IEP team does not have enough data to make an ESY determination, check the “to be determined by”
box and provide a date when ESY eligibility will determined (generally to be determined by April 15™.)
o When ESY services are determined at a time other than the regular IEP meeting, please use
an |[EP Amendment form to document the number of hours per week each ESY service will be
provided and the number of weeks ESY will be offered.

s Attach a copy of the goals that will be addressed through ESY services.
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Alternative Assessment

All children must participate in State as well as district-wide assessments. Students qualify for alternative
assessments if they meet the following criteria:
e Meets eligibility as a student with a significant cognitive disability (Intellectual Disability,
Multiple Disability)
e Accesses the general curriculum based on alternative academic achievement standards
(Extended Evidence Outcomes)
A student must be found eligible each school year at the annual IEP meeting for participating in alternative
assessment. The “Alternate Academic Achievement Standard and Alternate Assessment Eligibility Criteria
Worksheet” must be completed and accompany the IEP that designates that a student is eligible for
alternative assessments. This worksheet can be found in the Appendix or
at: http://www.cde.state.co.us/cdesped/download/pdf/EligibilityCriteriaWorksheet AlternateAssessme

nt.pdf.

Districts that conduct district-wide assessments must provide an alternate assessment for children who cannot
participate in the district-wide assessment even with accommodations. Districts can use a body of evidence (portfolio
type assessment) or performance-based test to measure progress. In a local control state, the district can make any
further procedural decisions it wants, as long as the district is legally defensible under the federal guidance stated above.

Fix It Procedures

As the IEPs are reviewed for compliance, there are times that corrections are needed to the IEP signed
documents. The process for getting these corrections made is as follows:

* Needed corrections are noted on the “Fix It List” excel spreadsheet

e “Fix It Lists” are emailed to Case Managers (School Psych’s or Child Find Coordinators) with a cc to the
appropriate IEP team member (s) on a bi-monthly basis. As EOQY nears, the spreadsheets will be sent
weekly to insure that all paperwork is turned into the CBOCES office

e Case Managers are responsible for communicating the needed corrections to the appropriate IEP
team member(s) and verify that the corrections are made in the collaboration portal.
e Team members are expected to make the needed corrections and advise the Case Manager
e Team members/Case Managers are expected to communicate the corrections to the Records Specialist

within 10 days
e The Records Specialist will make sure that the corrections are reflected in Enrich

e Transition fixes will be emailed by the Transition Coordinator to the teacher.
0 The school psychologist will be noted on the fix-it list “Transition Corrections as per...”
0 Upload the corrected IEP to Enrich along with any other corrections.



http://www.cde.state.co.us/cdesped/download/pdf/EligibilityCriteriaWorksheet_AlternateAssessment.pdf
http://www.cde.state.co.us/cdesped/download/pdf/EligibilityCriteriaWorksheet_AlternateAssessment.pdf

IEP Finalization

Enrich Finalization Order of Forms for IEP: (forms must be finalized in this order for the dates to pull thru correctly)

Consent for Evaluation-must be finalized as of the date it was signed by parent

Evaluation Page-must be finalized on the date of the meeting or before; and before the IEP is finalized
Eligibility Page- must be finalized on the date of the meeting or before; and before the IEP is finalized
IEP and Consent for Services-must be finalized with the date of the meeting

0 Please be sure all documents are finalized and closed in Enrich before sending to Ruth for an approval
of the IEP.

i B

Enrich has a “Finalize” feature for IEPs. IEPs will be finalized by the Primary Service Provider. The Records
Specialist will do an Administrative Approval after they have been reviewed for compliance and any needed
corrections have been made.

To finalize an IEP click the Finalize button at the bottom of the page. Once you have clicked Finalized you will not

be able to add information unless the Records Specialist rejects the IEP for compliance needs. Be sure that you are
finished working on the IEP before finalizing.

Convert Validate Finalize...

Enrich Tip:
If you would like to know components still needing to be completed click the validate button at the bottom of
the page for feedback on necessary changes within the IEP

ADMINISTRATIVE APPROVAL

Once finalized, you will need to email the Records Specialist (rgrevesen@cboces.org) to start the approval

process. The Records Specialist will either:

e Approve the IEP, you will receive an email from the Records Specialist
0 You will upload signed documents into Enrich.
0 Send a copy of the IEP home.
0 Upload all signature pages (after verifying all signatures are complete), to Enirch

e Reject the IEP, you will receive an email generated by the Enrich system from: (enrich@cboces.org);

The subject line will read like this: ([Enrich] Rejected IEP - School Age (6-14)
0 You will need to make changes indicated in the email

0 Finalize the IEP and email the Records Specialist to start the approval process again

If you need to make changes to an IEP that has been locked in Enrich, please contact the Records Specialist for access.



mailto:rgrevesen@cboces.org
mailto:enrich@cboces.org

Education, as well as any changes to a student’s services, reach the Records Specialist within 10 business days.

The reports which CBOCES is responsible for as the AU are:
= December 1 Count

= End of Year Special Education Report
= Special Education Discipline Data Report
= Assists member districts in reporting Special Education for Student October 1 count
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Record Destruction

A student’s special education records will be destroyed according to Colorado State Archives Guidelines five years
after the student moves to another school district, graduates or otherwise stops receiving special education services
from the Centennial BOCES Administrative Unit. In order to receive notices from Centennial BOCES during this five
year period, the parent/guardian must keep their address on file with Centennial BOCES current.

The parent/guardian or student may request to review or obtain a copy of the records at the following address:

Centennial BOCES
Records Specialist
(970) 352-7404 ext. 1107
Fax (970) 352-7350
rgrevesen@cboces.org

Reporting Requirements and Deadlines

As the Administrative Unit, Centennial BOCES is responsible for meeting the state and federal requirements for
Special Education Reporting for our member districts. These requirements include indicators for timeliness and
accuracy of data. For this reason, it is vitally important that information regarding a student’s enrollment in Special
Education, as well as any changes to a student’s services, reach the Records Specialist within 10 business days.

The reports which CBOCES is responsible for as the AU are:
e December 1 Count
e End of Year Special Education Report
e Special Education Discipline Data Report
e Assists member districts in reporting Special Education for Student October 1 count



mailto:rgrevesen@cboces.org

Roles and Responsibilities for IEP Meetings
Prior to Scheduling a Staffing

SNENENENENEN

Obtain referral paperwork {initial)/Present Body of Evidence—Resowrce Teacher
Evaluation Planning occurs with the multidisciplinary team—Resource Teacher
Meetwith parents to sign permission form and review parents ' rights-Cuse Manager
Input student information into computerized IEP program—Case Manager

Schedule stuffing date—Resowrce Teacher

Enter staffing date on Google/Localendar Calendar—Case Managers

Prior to Staffing

AN

<

Complete standardized assessments—All identified evaluators

Conduct a classroom observation—School Psychologist

Gather collected data over the year for ESY eligibility—Service Providers

Obtain data on current goals on the IEP—be prepared to give hard data, ex., “Student
is completing all homework 83% of the time.” For PLAAFPS.—Service Providers
Obtain current records of grades, attendance, and discipline. —Resource Teacher
unless it 15 a speech language only

Complete Evaluation Report—Each evaluator inputs the results of assessments.
School Psychologist integrates the reports and creates a summary of the report.
Ensure coverage for all classes including general educators and special educators—
Case Manager

For transition aged students, complete transition assessment

For transition aged students- meet with high school counselor to obtain
graduation credit check and plan course of study to align with post school goals

Two weeks prior to staffing

v" Email teachers and other IEP team members of staffing date—Case Manager

v" Send out Notice of Meeting/Evaluation Report to parents—Case Manager

v Hand-out teacher forms to gather information on student performance data and
accommodations/modifications—Case Manager

v" Contact parents to remind them of the meeting date—two days prior—Case Manager

The Staffing

V" Create and bring a draft form of the 1EP and parent’s rights sheet—Case Manager

v" Ensure all required IEP team members attend the staffing—service providers, and
general educators—Case Manager

v Facilitate IEP meeting—Case Manager/ Schoo! Psychologist facilitates all eligibility
meetings

v Make changes on the IEP—Case Manager

v’ Summarize results from the evaluation report—FEach evaluator

v Bring PIFN of Consent for Initial Placement (for initials)—Case Manager

v" Bring current student progress data documenting progress on goals and ESY
eligibility—Service Provider

v

Have grade reports, attendance records, discipline records, and teacher—Case
Manager



v" Be prepared to discuss future goals and objectives for the following year. —Service
Provider

After Staffing

v" Update IEP based on the results of the IEP meeting and provide originat record to
school psychologist—Case Manager

Identify corrections needed to the IEP—Records Specialist

Return [EP with “fix-it” list to case manager—Schoo! Psychologist

Make corrections to [EP in Enrich and return to school psychologist—Case Manager
Send IEP home within ten days of staffing—Case Manager

Send final IEP to CBOCES along with all other IEP documentation—School
Psychologist

Distribute updated snapshot IEP teachers of the student—Case Manager

A NENENENEN

<

“Case Managers” for initial eligibility meetings are determined based on the referral
question; for example, if the referral is for academic concerns, the resource teacher is

determined to be the case manager. Ifit is a speech language referral, the speech
pathologist is the case manager.

Text that is italicized designates responsibilities for eligibility meetings only.
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SRS CENTENNIAL BOCES

Board of Coonzrative Educational Services
Jai'ng foreas b enrch educational apporiunitiss for studznts

NEW STUDENT DATA SHEET
TO BE COMPLETED FOR EVERY NEVY TRANSFER STUDENT

NAME:

D.O.B.:

SEX: __ M __F

SCHOOL ATTENDING:

GRADE: __

PARENT NAME:

PHONE:

ADDRESS:

DISTRICT STUDENT IS TRANSFERRING FROM:

REQUEST ENRICH ELECTRONIC RECORDS TRANSFER: _ Y __ N

PRIMARY DISABILITY:

SECONDARY DISABILITY:

PRIMARY SERVICE PROVIDER:

LAST ANNUAL REVIEW:

LAST FULL ASSESSMENT:

Date Teacher

PLEASE SEND THE TRANSFER IEP AND ANY OTHER PREVIOUS RECORDS TO THE BOCES
RECORDS OFFICE

REVIED 3/22/17

24



SPED EMDED:

— _mRETE

e CENTENNIAL BOCES

Board of Cooperative Educational Services
Joining forcaes to enrich educational opportunitias for students

WITHDRAWAL FROM SPECIAL EDUCATION CLASS WHEN A STUDENT LEAVES YOUR SCHOOL

SPECIAL EDUCATION TEACHERS: Plzass complsis and forward to the BOCES records office
whnanaver a ¢nild is removad from your roster by moving from your school (githar to anathar schoo! in
th= district or out of the district).

STUDEMNT S NAME

SCHOOL:

PARENT OR GUARDIAN:

DATE OF WITHDRAWAL:

SPECIAL EDUCATION PROVIDERS:

REASON FOR WITHDRAWAL:

NAME AND ADDRESS OF SCHOOL TO WHICH CHILD HAS BEEN TRANSFERRED, IF KNOWN:

TEACHER DATE

Ravisa26NVZN2 25
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FAPE CHECKLIST

Present
Evaluation Levels & Measurable Services in Ed; ﬂt‘i::lal
Needs Goals the LRE ene

1. Assessments identify all student needs including PS outcomes for secondary. Yes[ ] | No[]
2. Basis of the student’s eligibility meets criteria Yes[ ] | No[]

a. Performance data, classroom observation, exclusionary factors

b. Disability is so significant it requires specially designed instruction
3. Student academic and functional performance is recorded Yes[ ] | No[]
4. All of the priority needs of the student are addressed. May be addressed in: Yes[ ] | No[]

a. Goals and objectives

b. Special Factors

¢. Accommodations and Modifications
5. Progress on goals is recorded. Yes[ ] | No[]
6. Goals are appropriately adjusted based on progress monitoring. Yes[ ] | No[]
7. Measure identified to assess future student progress Yes[ ] | No[]
8. Description of specialized instruction provided are aligned to meet the goals Yes[ ] | No[]
9. Sufficient services are provided in order for the student to make progress Yes[ ] | No[]
10. Transition services represent a coordinated set of activities to the PS goals. Yes[ ] | No[]

Present Levels * Needs/Impact | Goals/Accomm/ | Services/ | Progress | Was the
Modifications LRE IEP
adjusted?

Connect the dots with the golden thread.




| INITIALor RE-EVALUATION | IEP Compliance Review Checklist
) g : s stculd k2 sant In the Fallowing order vaithin 2 waaks of maating along with this form.

Student Name SASID

Teather Name School/District
o Saction 1-3 Covar Page : Type of Mecting: Date of Meatings, Student/Family Info/Elizibility

Evaluat:on Report - Intervantiosis Vision and Hearing

e ——

e Eigibllity Determirat on Page {with original signatures if applicable)

Prinr T1atiz2 and Consent far Initial Provmon of Spaciat Educatian and ralatad sn \.uce: (Initials onll,') ' - -

—————

Szchion 4-5 Signature Page ORIGINAL; Procedural Sa.‘eguards; IEP Parti:ipants, Parent Parmission for Additional Testing
v Doessignature page match tha Motice of Meeting?

Excusal Formsif necessary

Section 6: Present Levels - Must includa Hearing and Vision Studant/Parent [nput

Sattion 7: Consiteration of Spacial Factors
Is thera 2 behavior or health plan, etf' ? Location of Hzaithcare plan (if therz 15 one}

action 8. PO:'-SChJOl ConS:darar a3 (Traﬂ5| ion studants only = 15 yeaars of a2 and oldar)

Szction 9: Annuat Goals and Objectivas

Sacton 10: Accommadations and tAadif.cations

Sectian 11- Extendad School Yaar Datermination

Saction 12: State/District Assessmants

Section 13: SPED/Related Service in LRE

,———— ————

Saction 14: Recommmanded Placement

T——————— Prior Mptice Special Education Action (separate PAWM needed if student does not qualify) {Initials only)
Bzhavior Plans/Othar Pians

Raviewed Goals/Progress Report {Re-evaluations only)

tlotice of Maeting

For High School Students: should have 2 Metice of Maatings, ona
= Arz all required membars on HOM

addrassad to the parent and onz addressed to tha studant

*Spacial Ed Dasignoe *Spacial Education Providar {can bz tha dasiznes) *Regular Edusation Teacher

Prior Notice and Consent for Evaluation [with ariginal signatures)

Special Education Raierral Paparwork (Initi-aTs Eﬁly)
Intarvention

* If Student did not qualify: The follawing poperwork is needed

Notice of Meeting
Evaluation Report

Eligibility Determination with Signatures

Prior Written Notice of Special Ed Action
Consent for Evaluation

Remove 'DRAFT' Mo white-outs or cross-outs, unless initialed. =
Atypad explanation shauld be includad if there is something that should be explained.

If your meeting needs to be continued, you only need one set of papers from the original meeting. The paperwork should be dated the date of the original meeting
and the "next date” on tha cover page should ba from the original date. You will need to provide 2 natices of meeting and 2 signature pages - 1 each for the original
date and 1 for the continuad date. At the top of the signature page for tha continuation, write "continuad from xxdate".

The complated paparwark has the correct IEP mazting datz in the top risht hand corner of each page
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[T ANN UA GRS

Original dzcumants should ba sant in the fellowin

IEP Compliance Review Checklist
g orderwith'n 2 weaks ¢f masting alars with th's farm,

Student Mame SASID
'[gacher Name School/District

Saction {#1-3) Cover Page: Typ= of Maating. Date of Maztings, Studant/Family Infé; Eligibiticy

————

S2ztian (#3-5)S1gn3turs Pags ORIGINAL ; Procadural 3afeguards, 12P Part zipants, Parant Parmission far Addition al Tasung
+ Doassignature pagz mateh the fotics of Ma2ting?
® Exzusal Forms if pacessary

————— S2ction 6: Presant Levels - Must includa Hearing and Vision Studznt/Parent input /iocation of tiraltheare plan (if thare is one)

—————— Szztion 7: Canstdzration of Spaciz! Faztars
® {ithera a bzhauiar or heslih plan, atc?

————— 52cyion &; Post-Schoo! Cansiderations {if applicabla)

——

S2¢tion 9: Annual Goats and Qo;zctivas

Section 10: Accommadations and Madifications

Sactian L1 E«tendad Sshool Y2ar Datzrmination

S=ction 12: Stata/Dlstrict Assessments

s §274000 13 §PED /R21at24 Sarvizes

7 i
—_ Sactinn 14: Least Restrictive Environmant \

*

!

B2havior Plans/Othar Plans

e Prior\Written Motica
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Raviewed Goals/Prograss Repaorts

e Naticz of Meating

For High 5choot Students should have 2 Motice of Mestings, one
* Are all required mambars on HOM

addrassad to the parent and one addressad £0 the student
*Special €d Dasignaz *Spacial Education Providar {can b2 the dasiznag) *Ragular Education Teacher

Remova 'DRAFT’ No white-outs or cross-outs, unless initialed.
A typed explanation should be includad if there is somathing that should be explained.

If your meeting needs to be continued, you only need ona set of papers from the original meeting. Tha paperwork should ba dated the date of the origina!
maeting and the "next date" on the covar page should be from the original datz. You will need to provida 2 notices of meeting and 2 signature pages -1
each for tha original date and 1 for tha continued date. At the tap of the signature paga for the continuation, write "continuad from xxdata®.

The completed papenwork has the correct IEP meeting date in the top right hand corner of each paga,
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TRANSFERIACCGERT. = | IEP Compliance Review Checklist

Org'nal degumants shauld ba santin tha fallgwing erder within 2 vwaaks of maating 'anz with tH's farm,

Student Name SASID

Teacher Name School/District

tlewx Student Dath Sheat

Section (#1-3) Cover Page: Type of Mesting Datz of PAeatings; Student/Family Info; Eligibility

Szztion {54-5)5igrstura Paga ORIGINAL | Prozadurat S3faguards: 12P Parti I E L 1
® fAavasur2 asignatuse s ontha dazumans

———

S2ztan §: Annual Goals and Doizcuives

Saction 10 Af:com_mpdat:‘ons and flodfications

—_———

Saction 11 Extzndzd Sehaol Year Daterminastion

- —-- Saction 12: State/District Assassments

—-—= Szctan 13; SPED/Ralatad Servicas in LRE

i

Saction 14: LeastiRastrictive Environment

El giblity Datarmination Paga

& -CE;;FQFCSJt-o{DiSU'ct]EP A — - P i Y

*If the team ends the IEP the following will also need to be included
Amendment PWN with parent signature or notification

= Vlrgc!)_féte accaptance of Transfer IEP and be sure dates of all documents are the date of the Adapted IEP

Auny part of the IEP that was amended

AMENDMENTIPWN(Including €SY). | IEP Compliance Review Checklist
Original docurnants should be sent in tha following order within 2 waaks of meeting along with this form.
Student Name SASID
Teacher Name
School/District

*if the team Accepts and Amends the IEP the following will afso need to he included
Amendment PWN with parent signature or notification

Any part of the IEP that was amended

Ramove "DRAFT' Mo white-outs or cross-outs, unless initialed.
Atypad e«planation should b2 includad if thara is something that shoutd ba explainad.

if your meating needs to be continued, you only nead one set of papers from the original maeting. Tha paperwork should be dated the date of the original
meeting and the "naxt date” on the cover page should be from the original date. You will nead to provide 2 natices of meeting and 2 signatura pages - 1

each for the originat date and 1 for the continued date. Atthe top of the signature page for the continuation, write "continued from xxdata".

The completed paperwork has the correct IEP meeting date in the top right hand corner of each page.



Student Restraint/Seclusion Incident Report Form

Student:
School:

Date:
Time:

Location:

Staff directly involved in restraint (include names and titles; attach supplemental
statements, if any):

Witnesses (include names and titles):

Description of events immediately before the behavior occurred:

Efforts/alternatives made prior to the use of restraint:
______Teaching interaction
______ Offered self-control strategy
______Verbal de-escalation

Other(s) (please describe):

Type of restraint used:

Time restraint began:

Time restraint ended:

Location of Seclusion:

Time Seclusion began:

Time Seclusion ended:




Chronological description of incident (include behavior, statements made, actions
taken):

Resolution:
Student calm/reintegrated into classroom/educational programming

Student calm/additional time provided for de-escalation outside of
instructional setting

_____Additional support requested (medical/mental health/parent/police)

_____Other(s) (please describe):

Injuries or property loss/damage:

Persons notified of incident (include name, title, date and time notified):

Name and title of person writing report

Signature



Checklist

Date

Comments

If an injury to staff or
student has occurred,
submit student accident
report and/or staff incident
report.

Building principal or
designee verbally notify
parent by end of the
school day that the
restraint was used.

Conduct internal review of
incident of
restraint/seclusion.

Review documentation to
ensure use of alternative
strategies and
recommend adjustments
to procedures, if
appropriate.

If restraint was between
one and five minutes or
seclusion for any amount
of time, written notice
given to parents on the
day of incident.

If restraint was five
minutes or more, verbal
notice given to parent on
the day of restraint, and
written report emailed,
mailed or faxed to parent
within five calendar days
of the use of restraint.

If requested by parents or
the school, convene a
meeting (that may be an
IEP, BIP or 504 meeting)
to review the incident.




Extended School Year {ESY) Services

Rating Stale
Student: School:
Student Grade: Current School year:

Rating Scale Is to be completed within 2 weaks of extended breaks from school. Date is:
Attach to Annual/Reevaluation IEP completed during current school year that indicates ESY status:
Documentation of measured regresslon after extendsd breaks must be attached to this rating scale,

1. Based on past experiences after periods of program disruption {holidays, breaks, summer vatatlon), this student
has shown 2 tendency to regress in either academic or behavioral functloning. Regressionisa decline to a lower
level of functioning damonstrated by a decrease of previously learned skills that accursas a result of an interruption
in educational programming. {1=No history of significant regression, 5=Documented history of significant
ragression)

Circleone; 1 2 3 4 5

Rating #:

2. Following a weekend, hollday or summer break, this student has a tendency to "lose skills” previously acquired,

{1= Not true, S=Always true)
Circla one: i 2 3 4 5

Rating #:

3, This student’s ability to recoup/regain lost skills Is... {1=Excellent, S=Very Poor)

Circleone: 1 2 3 4 L]

Rating #:

If poor (4 or 5) how long did it take to recoup?

Q315M3
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&, This siudent’s progress toward hisfher educationsl goals 1=.. (1=Consistent, S=incensistznt)
Clrclaona: 2 2 2 4 5

Rating #:

5, This studzn?'s loss of skilis I5 of such dazras and duration to sarfously impeda hisfner progress towsrd his/her
gozls, (1= Mot truz, 5=Consistently truz)

Circlzonz: 1 2 3 4 5
Rating &
I truz which goals?

6. L2ast Restrictiva Enviranmant [LRE) - During the current schsol yaar, this stutdant's placemznt rzlztivz to LRE
fzctors cowld bz chars tarized as:

(1= Less Structurad, Gan.Ed. >805%; S= Mora Structured, Gen. Ed,<d0%)
Circlzona: 1 2 3 i 5

Ratinz &
7. S=l-Sufficlznicy — Durinz the sciiaol yaar, this studant has..,
{i=H3s bacomi2 mare szli-suficlent; S=Requirad incrazsing lzvals of direct service)

Clrclaonz: 1 2 3 4 5

Railng #:

031512913

3



8. Without ESY, this student will suffzr significant regrassion in a skill or bahavior that Is crucial ta reaching tha goal
of self-sufficiancy 2nd independence from caratakers; exampies Include toileting or eating skills essential for
minimal independence, loss of access to on-the-job training or productive employment as a result of ragression in

skills, etc.
(1aMot true, 5=Definitely Trua)
Circle one: 1 2 3 4 5

Rating &:

9, Categary and Severity of Disability — Given the nature to the interruption of educational programming and
severity of this student’s disability, he/she is likely predisposed to regressian with limited recoupmeant capacity.

{Recoupmant ability is the ability to racover or regain skilts speciiied in the IEP at the level previously
damonstrated.)

{1=Mat Truz, 5=Definitely True)

Circl2onz: 1 2 3 4 5
Rating &:
Studznt's Total S¢core:

Scorg Indicators

g9-18 Very iittle indication of need

19-27 Limited need indicator {possible 0-0.5 hours/vreek)
28-36 Mild to moderate indicator {possible 5-2 hrsfwhk)

37-45 Strong Indlcator {possible 2.5-6 hrs/wk)

Reason for Recommendatlon and Justification Statement: {This Is the statement that wAll be written on the ESY page
in the IEP

08/15/2013
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PARENT REQUEST FOR DELAY OF ANNUAL OR TRIENNIAL REVIEW

Date

Student

Type of Meeting:  Anaual Review o Triennial a
Reschedule From to

Extenuating Clrcumslances

Parent Signature Date

School Psychologist Date




Reasons for Delay COLORADO
Special Education EQY 2022-2023 ﬂ Department of Education

What are Reasons for Delay?

The reasons for delay codes are codes reported when an event happened late or did not happen at all during
the initial evaluation process. They explain why an event happened beyond the expected timeline or why the
event did not happen at all.

When is a Reason for Delay required?

Path 2 Part C to Part B Transition (60-day timeline and 3" birthday timeline):
e Path 2 —Reason for Delay in Completing the Evaluation C to B
0 Required when the C to B evaluation is completed more than 60 days from the date of parental
consent OR if the evaluation was not completed
e Path 2 - Reason for Delay in Initial Eligibility Meeting C to B
O Required when the initial eligibility meeting for a C to B transition child is held on or after their
third birthday or if the initial eligibility meeting was not completed
e Path 2 —Reason for Delay in IEP Implementation C to B
O Required when the IEP for a C to B transition child is implemented after their third birthday or if
the IEP is not implemented at all

Path 3 Part B Initial Evaluation (60-day timeline and 90-day timeline):
e Path 3 —Reason for Delay in Completing the Evaluation Part B
O Required when the initial Part B evaluation is completed more than 60 days from the date of
parental consent OR if the evaluation was not completed
e Path 3 —Reason for Delay in Finalizing the Initial IEP Part B
0 Required when the initial IEP is finalized more than 90 days after parental consent to evaluate
was received.
e Path 3 —Reason the IEP was Never Implemented Part B
O Required when an initial Part B IEP is never implemented for a student who was found eligible
and had an IEP finalized.



Path 2 Part C to Part B Transition

Reason for Delay in Completing the Evaluation C to B

01 - Parent refused to provide consent or revoked consent during the process or child is never enrolled, process ended

03 - Deceased, process ended

45 - Parent repeatedly failed or refused to: produce child; give consent, respond to meeting requests; attend scheduled meetings. Includes
delays due to illness and any requested meeting delays from parent. Process was delayed but did not end.

46 - Student moved into district after process initiated in another district; current district is making sufficient progress to ensure a prompt
completion of the initial referral process by the date which parent and the current district agree

47 - Student moved out of district after the initial referral process initiated, process ended

56 - No educational disability suspected. Prior Written Notice issued.

58 - NOT VALID - Additional evaluations or special evaluations needed

59 - NOT VALID - Other (provide explanation in exception request)

60 - NOT VALID - Staff missed the timeline — DO NOT USE

Reason for Delay in Initial Eligibility Meeting C to B

01 - Parent refused to provide consent or revoked consent during the process or child is never enrolled, process ended

03 - Deceased, process ended

45 - Parent repeatedly failed or refused to: produce child; give consent, respond to meeting requests; attend scheduled meetings. Includes
delays due to illness and any requested meeting delays from parent. Process was delayed but did not end.

46 - Student moved into district after process initiated in another district; current district is making sufficient progress to ensure a prompt
completion of the initial referral process by the date which parent and the current district agree

47 - Student moved out of district after the initial referral process initiated, process ended

56 - No educational disability suspected. Prior Written Notice issued.

58 - NOT VALID - Additional evaluations or special evaluations needed

59 - NOT VALID - Other (provide explanation in exception request)

60 - NOT VALID - Staff missed the timeline — DO NOT USE

Reason for Delay in IEP Implementation C to B

01 - Parent refused to provide consent or revoked consent during the process or child is never enrolled, process ended

03 - Deceased, process ended

41 - Parent chose to extend Part C Services "®" 22

45 - Parent repeatedly failed or refused to: produce child; give consent, respond to meeting requests; attend scheduled meetings. Includes
delays due to illness and any requested meeting delays from parent. Process was delayed but did not end.

46 - Student moved into district after process initiated in another district; current district is making sufficient progress to ensure a prompt
completion of the initial referral process by the date which parent and the current district agree.

47 - Student moved out of district after the initial referral process initiated, process ended

49 - Child's 3rd birthday occurred over the summer, parents and district determined the date the IEP services will begin

56 - No educational disability suspected. Prior Written Notice issued.

58 - NOT VALID - Additional evaluations or special evaluations needed

59 - NOT VALID - Other (provide explanation in exception request)

60 - NOT VALID - Staff missed the timeline — DO NOT USE

Updated Winter 2023



Path 3 Part B Initial Evaluation

Reason for Delay in Completing the Evaluation Part B

01 - Parent refused to provide consent or revoked consent during the process or child is never enrolled, process ended (Path 3 use only if
consent revoked or child never enrolled)

03 - Deceased, process ended

43 - Mutual written agreement was made between parents and a group of qualified professionals to extend time for SLD identification

45 - Parent repeatedly failed or refused to: produce child; give consent, respond to meeting requests; attend scheduled meetings. Includes
delays due to illness and any requested meeting delays from parent. Process was delayed but did not end.

46 - Student moved into district after process initiated in another district; current district is making sufficient progress to ensure a prompt
completion of the initial referral process by the date which parent and the current district agree.

47 - Student moved out of district after the initial referral process initiated, process ended

58 - NOT VALID - Additional evaluations or special evaluations needed

59 - NOT VALID - Other (provide explanation in exception request)

60 - NOT VALID - Staff missed the timeline — DO NOT USE

Reason for Delay in Finalizing the Initial IEP Part B

01 - Parent refused to provide consent or revoked consent during the process or child is never enrolled, process ended (Path 3 use only if
consent revoked or child never enrolled)

03 - Deceased, process ended

43 - Mutual written agreement was made between parents and a group of qualified professionals to extend time for SLD identification

45 - Parent repeatedly failed or refused to: produce child; give consent, respond to meeting requests; attend scheduled meetings. Includes
delays due to illness and any requested meeting delays from parent. Process was delayed but did not end.

46 - Student moved into district after process initiated in another district; current district is making sufficient progress to ensure a prompt
completion of the initial referral process by the date which parent and the current district agree.

47 - Student moved out of district after the initial referral process initiated, process ended

58 - NOT VALID - Additional evaluations or special evaluations needed

59 - NOT VALID - Other (provide explanation in exception request)

60 - NOT VALID - Staff missed the timeline — DO NOT USE

Reason the IEP was Never Implemented Part B

01 - Parent refused to provide consent or revoked consent during the process or child is never enrolled, process ended (Path 3 use only if
consent revoked or child never enrolled)

03 - Deceased, process ended

47 - Student moved out of district after the initial referral process initiated, process ended

59 - NOT VALID - Other (provide explanation in exception request)

Updated Winter 2023



Process to Private Medical Providers Requests to Serve in Schools

1. Parents initiate the process by submitting a request to the building principal and provide a
signed medical release form.

2. Parents submit documentation from the medical provider stating the need for services to be
administered during school hours along with proof of insurance or Medicaid’s approval of
service being medically necessary in the school.

3. The building principal will notify the 504 and/or IEP team members to schedule a meeting once
all documentation has been received from the parents for the team to consider the
recommended therapy in the school setting.

4. The 504 and/or IEP team members including a special education administrator, like discipline
provider, and building administrator will meet with the parents and the medical practitioner.
The following questions will be reviewed during the meeting:

Is the requested therapy currently provided by the school?

i. If yes, has there been progress made within the school setting?

1. Ifno, review what interventions have been used and determine and
implement specialized instruction so the student will be able to make
progress in the educational setting.

2. Ifyes, the medically-necessary service is not required for FAPE and the
medically necessary services will not be offered in the school.

ii. If no, does the student demonstrate a behavior that requires this therapy in
order to progress in the educational environment?
1. If no, the medically-necessary service is not required for FAPE and the
medically necessary services will not be offered in the school.
2. Ifyes, the school team will consider two choices:

a. Determine and implement specialized instruction to address the
need so the student will be able to progress in the educational
setting.

b. Agree to allow for the medically necessary services to be
provided in the school setting

5. School team documents decision in a PWN of Special Action

6. If the decision is made that the therapy will be provided in the school, the provider will submit
proof of insurance, complete a background check and sign any confidentiality and service
agreements required by the school district.

7. Parents are required to renew the request at the beginning of each school year.

If the parents disagree with the team decision, they may contact the superintendent and request the
district appeal policy related to approving an outside therapy to be provided in the school setting.



1.

Parent Instructions for Electronic Signatures for IEP documents

Firma electrdnica para documentos del IEP
{Instrucciones para los padres)

You will receive an email from Frontline Education with your student’s Special Education

Teacher’'s name attached. -- Recibira un correo electrénico de Frontline Educacion con el
nombre del Maestro de Educacién Especial hijo(a) adjunto.
4 Today
| Frontiine Education 12:48 PM

Eradley Schultz shared a Collaboration Do...

Open the email and there will be instructions on where you need to sign the document and if
you need to check any boxes while signing. There will also be a clue to the Access Code you will
need. If you do not see an “Open” button, your pop up blocker may need to be released at the
top. -- Abra el correo electrénico y habra instrucciones sobre donde debe firmar el
documento y si necesita marcar alguna casilla al firmar. También habra una pista para el
codigo de acceso que necesitara. Si no ve un boton "Open"”, es posible que necesite liberar el

Please sign and check agree or disagiee and sign by your name on Page
2 of the document Access code ix four digits. mmonth and day ol student
Exir vl

eligibility Datermination

bloqueador en la parte superior.

Click on “Open”, Enter Access code and click “Open Document” again. -- Haga clic en “Open”,
escriba el codigo de acceso y haga clic en “Open Documento” de nuevo.

At the top of the next page is a video you can watch to have the procedure explained to you. If
you need a Spanish version, click on CC icon and choose Spanish and it will closed caption in
Spanish. --- En la parte superior de la siguiente pagina hay un video que puede ver para una
explicacion del procedimiento. Si necesita una version en espaiiol, haga clic en el icono CCy
elija espaiiol y vera las instrucciones en espafiol.

When you are done with the video click, "l agree” at the bottom of this page. -- Al terminar
con el video, haga clic en “l agree” en la parte inferior de esta pagina.

Click on “Start Signing"”, click on the tool you want to use to sign. -- Haga click en “Start
Signing”, haga clic en la herramienta con la que quiera firmar.
Pen Eraser Signbox  Use text

R, =Y s o (= § 3
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7. Go to the part of the IEP you need to sign. Sign that spot and check any boxes you need to
check. If you need to sign twice on a document, re-click on the “Tools” then click “Sign again”.
Make sure you signature and check mark is seen, then click “Save and Submit”, -- Vayaala
parte del IEP que necesita firmar. Firme ese lugar y marque las casillas que necesite marcar.
Si necesita firmar dos veces en un documento, vuelva a hacer clic en "Tools=Herramientas" y
luego haga clic en "Sign again=Firmar de nuevo” Asegiirese de que se vea la firma y la marca
de verificacién y, a continuacion, haga clic en "Save and Submit".

8. You can now delete the email from Frontline Education. -- Ahaora puede borrar el email de
Frontline Education.

9. You will receive a separate email for each document you need to sign. Make sure you go into
each separate email to sign each document. -- Recibira un correo electrénico separado por
cada documento que necesite firmar. Asegiirese firmar cada documento de cada correo
electrénico.
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