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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: 

 
• When a child meets a goal and teacher wants to write another goal to continue or add a skill; 
• When a goal was written that turns out to be too advanced and the teacher wants to modify it; 
• When a limited amount of service time needs to be changed; 
• When the teacher wants to use a specific accommodation or eliminate an accommodation that is no 

longer  appropriate 
• When the evaluation method for a goal needs to be changed 

 
An IEP 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. 





  
 

 

 

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: 

• Meets eligibility as a student with a significant cognitive disability (Intellectual Disability, 
Multiple   Disability) 

• 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 
• “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 EOY nears, the spreadsheets will be sent 
weekly to insure that all paperwork is turned into the CBOCES office 

• 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. 

• Team members are expected to make the needed corrections and advise the Case Manager 
• Team members/Case Managers are expected to communicate the corrections to the Records Specialist  

within 10 days 
• The Records Specialist will make sure that the corrections are reflected in Enrich 
• Transition fixes will be emailed by the Transition Coordinator to the teacher. 

o The school psychologist will be noted on the fix-it list “Transition Corrections as per…” 
o 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) 

1. Consent for Evaluation-must be finalized as of the date it was signed by parent 
2. Evaluation Page-must be finalized on the date of the meeting or before; and before the IEP is finalized 
3. Eligibility Page- must be finalized on the date of the meeting or before; and before the IEP is finalized 
4. IEP and Consent for Services-must be finalized with the date of the meeting 

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

 

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. 

 
 

 
 
 

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: 

• Approve the IEP, you will receive an email from the Records Specialist 
 

o You will upload signed documents into Enrich. 

o Send a copy of the IEP home. 
 

o Upload all signature pages (after verifying all signatures are complete), to Enirch 
 

• 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) 

o You will need to make changes indicated in the email 
 

o 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




  
 

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 
R e c o r d s  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: 

• 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 

mailto:rgrevesen@cboces.org












FAPE CHECKLIST 

 

 

 Present Levels Needs/Impact Goals/Accomm/ 
Modifications 

Services/
LRE 

Progress Was the 
IEP 
adjusted? 

 
 
 
 
 
 
 
 
 
 

     

 

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

a. Performance data, classroom observation, exclusionary factors 
b. Disability is so significant it requires specially designed instruction 

Yes  No  

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: 

a. Goals and objectives 
b. Special Factors 
c. Accommodations and Modifications 

Yes  No  

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  

Connect the dots with the golden thread. 









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. 

    

 











 

 

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 3rd birthday timeline): 
• Path 2 – Reason for Delay in Completing the Evaluation C to B 

o 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 

• 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 
• 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): 

• 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 
• Path 3 – Reason for Delay in Finalizing the Initial IEP Part B 

o Required when the initial IEP is finalized more than 90 days after parental consent to evaluate 
was received. 

• 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. 
 
  

December Count 
Educational Orphans 
Reasons for Delay 
Special Education EOY 2022-2023 



  
Reasons for Delay 2 

 

  Updated Winter 2023 

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 New 22-23 
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 
 

  



  
Reasons for Delay 3 

 

  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) 
 
 
 
 



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. If no, 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. If yes, 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. If yes, 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.  
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