McPherson County Special Education Cooperative
Supplemental Manual
In the realm of special education, almost all procedures, policies, processes, and decisions are
made based on statutes and regulations spelled out at the federal and state level. McCSEC
follows the Kansas Special Education Process Handbook for guidance on required policies
and procedures in special education. These state regulations change regularly and sometimes
lead to confusion and questions regarding actions and decisions at the local level. It is desirable
that the answers to these questions be as consistent as possible. This supplemental manual is an
effort to more specifically define the required procedures outlined in the Kansas Special
Education Process Handbook. The supplemental manual was designed to clarify the procedures
within McCSEC. It should be used in conjunction with the Kansas Special Education Process
Handbook and not as a replacement manual.
Undoubtedly, new questions will arise, new regulations or interpretations of regulations will be
made, and opinions about best practice will change. This supplemental manual has been created
in a way that will make modifications and updates possible. When this occurs, staff will be
notified. Electronic versions of the Kansas State Processes & Procedures handbook and the
McCSEC Supplemental manual are also available on the USD 418 website under the Special
Education tab.
When questions arise, staff should review the Kansas Special Education Process Handbook at:
(http://www.ksde.org/Agency/Division-of-Learning-Services/Early-Childhood-SpecialEducation-and-Title-Services/Special-Education/Legal-Special-Education/Kansas-SpecialEducation-Process-Handbook) as well as the McCSEC Supplemental Manual. If the answers are
not included, or not clear, contact the appropriate Case Coordinator, the Assistant Director or the
Director of Special Education. Staff are also encouraged to contact the Director of Special
Education if a process needs to be further clarified and/or standardized.
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Role of the Case Coordinator
In McCSEC, the term Case Coordinator refers to the individual who oversees the evaluation and
reevaluation process for a student. In most cases, this role is filled by the School Psychologist. If
a student is identified with a Speech/Language Impairment and only receives speech & language
services, the role of the Case Coordinator is assumed by the Speech-Language Pathologist.

Role of the Primary Provider
In McCSEC, the term Primary Provider refers to the individual who is the primary special
education provider for the student. The Primary Provider is the individual to perform the
following duties:
● schedule the annual review meeting with parents and staff which must include
collaboration with related service providers;
● send the IEP notice (including the student and outside agencies as appropriate);
● write the IEP; and
● obtain any needed change in services form signed by parents.
It is also the responsibility of the Primary Provider to develop a draft IEP or to rewrite the IEP
during the IEP meeting. The draft IEP must be provided to parents at least 3 days prior to the
IEP meeting. It must be clearly marked that the document is a draft. At the conclusion of the
IEP meeting, it is also the responsibility of the Primary Provider to provide the parents with a
copy of the updated IEP document. This may be either a photocopy of the draft with all
handwritten changes and additions or a new print out of the WebKIDSS IEP created during the
meeting.

Confidentiality
It is imperative McCSEC staff protect student confidentiality in all situations. Be mindful of
these four points when discussing special education students:
1. What is discussed;
2. Where the discussion takes place;
3. Who is listening;
4. Why the discussion took place
In any conversation regarding a special education student, ask yourself “Does this person have a
right and a need to know this information?” Only individuals with a legitimate need to know
should have access to student confidential information. This includes information shared
through verbal or electronic communications. Remember that once an email is sent, it becomes a
traceable record. Before you hit send, think “Would I want this read aloud in a court of law?”
Best practice is to be very mindful and cautious with both verbal and electronic conversations
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regarding special education students.
Release of Confidential Information
The Case Coordinator or Primary Provider is responsible for completing the Authorization of the
Release of Confidential Information and obtaining parental signature(s). The Primary Provider is
responsible for ensuring the form entitled “Special Education Checkout Log” is placed in the
student’s cumulative building file. In order to comply with FERPA requirements, a log must be
kept to document access to the student’s confidential file.
→Information on confidentiality can be found in Chapter 9 of the Kansas Special Education
Process Handbook.

Special Education Student Files
Through the process of determining eligibility and placement, designing an individualized
educational program (IEP) and providing that program, very personal and sensitive information
about students and families is created, collected, and shared. This often includes information
about the social, emotional, and educational status of the student. Such information must be held
confidential and must only be shared with individuals who need the information to provide
services to the student or who have a legitimate educational need for the information.
Per FERPA regulations, special education records must be maintained in a secure location.
McCSEC special education cumulative student files are housed at the USD 418 Central Office
This is the official special education file. Student files are managed by the McCSEC Records
Clerk. All original copies of special education paperwork are kept in this cumulative file.
Whenever special education records are requested by a parent or another agency, these records
must come from the official special education cumulative file. Individual buildings should not
provide this information.
Providers may access the student’s cumulative file at any time through the Records Clerk. The
file may be reviewed within the USD 418 Central Office. Individuals must sign the Special
Education Checkout Log at the front of the file to document access to the confidential
information.
Each building must also house special education records for identified students. Building-level
special education files must include the most recent IEP, most recent evaluation report and any
amendments made to the current IEP. Copies of other communications may also be filed;
however, it is not required. A Special Education Checkout Log must be kept in the file to record
individual access to the student’s confidential information. Building level records follow the
student as they progress through McCSEC and are destroyed once the student exits. Special
education providers may have a working file for students served. If the working file will contain
a copy of the IEP and/or evaluation report, the file cabinet must be a locking cabinet.
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GEI Participation
Although the GEI process is a regular education function, the McCSEC staff is available to
support that process. McCSEC encourages schools to include the School Psychologist on the
GEI team. Most often, Speech/Language Pathologists and Special Education teachers also
participate in the problem-solving process; however, any special education staff can contribute to
the GEI meeting if asked and available.
Each building within McCSEC shall determine and develop the GEI/MTSS program that fits the
needs of the children within the school. The GEI process used should be documented
completely, and this documentation must be part of any evaluation referral and data. Sample
GEI forms are on the special education forms page on the McPherson USD 418 Special
Education website.
Use of McCSEC staff in the GEI Process:
According to the Kansas Special Education Reimbursement Guide, it is very clear that special
education involvement in the GEI process must be specific and limited in a given school year.
Special education and related services personnel may participate in the GEI process in a variety
of ways, including activities such as:
● Direct Services: modeling of and coaching around instructional strategies; and providing
intensive, direct instruction to students.
● Indirect Services: participating in problem-solving activities; consultation with other
educators, collecting and analyzing student data, and providing indirect classroom
support to general education teachers.
If special education and related services personnel provide direct services for the purpose of
Child Find, there must be documentation of an individual student intervention plan for auditing
purposes. A log listing the name of the special education provider, along with the actual minutes
and dates services are provided must be kept throughout the school year and available to the
auditors upon request. In this situation, special education and other related service personnel
may be reimbursed for providing intensive direct instruction for up to but not more than 180
cumulative hours, per school year, per position. The use of McCSEC staff in these situations
should be closely monitored to ensure compliance with IDEA so that IEPS are followed and
FAPE continues to be provided to students with disabilities. The 180 hour rule is not intended
for long-term services for a non-identified special education student.
General Education Intervention (GEI) data must be a component of a comprehensive evaluation
per Kansas State regulations. Special education eligibility decisions can not be made without
this data component. It is preferred for the GEI process to take place prior to a referral for a
special education evaluation; however, some situations may not allow for this to occur. In those
cases, the GEI must occur in conjunction with the evaluation.
McCSEC also allows for the general education intervention process to be used as an option with
students age 3 to 5. The GEI process is not required in the same manner as it is for ages 6-21
years. In McCSEC, the child find obligation for children ages birth to 5 is fulfilled by
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conducting regular preschool screenings in McPherson County.
McCSEC Preschool Child Find Procedures from a County Preschool Screening:
If a child is referred for a comprehensive evaluation after attending a county preschool screening,
the person in charge of the exit table (usually a School Psychologist) should immediately:
1. Obtain an evaluation folder from the early childhood staff member at the welcome table.
This folder contains all paperwork needed for a special education referral.
2. Obtain signed Prior Written Notice for Evaluation or Reevaluation and Request for
Consent from the parent attending the screening with the child. If a parent did not attend,
consent for evaluation must be obtained at a later time. A copy of the parent’s rights
document is included in the evaluation folder and should be left for reference by parents.
3. Provide to parents the list of providers (school psychologists, speech-language
pathologists and special education teachers). For the parent’s information, circle the
providers that will evaluate their child. This form stays in the evaluation folder for
parents.
4. If the child is not currently attending a preschool, attempt to immediately schedule the
child for a Play Based Assessment session. The early childhood staff at the welcome
table should have the next available play based assessment dates.
Note: If articulation development is the only area of concern, contact information
for the appropriate SLP should be shared with parent. An explanation to the
parent that the SLP will contact them regarding a time for the evaluation should
be provided.
5. The purple screening information sheet should be returned to the early childhood staff at
the welcome table. Note at the bottom of the sheet whether or not the child was referred
for evaluation, and if so, who will be the Case Coordinator for the evaluation.
6. Complete the Early Childhood Evaluation Referral form. This form, along with the Prior
Written Notice for Evaluation or Reevaluation and Request for Consent and all screening
materials, should be forwarded to the appropriate Case Coordinator in charge of the
evaluation.
→Information on General Education Intervention requirements are found in Chapter 2 of the
Kansas Special Education Process Handbook.

Parent Rights in Special Education
Parent Rights in Special Education are currently available in English, Spanish, and Vietnamese.
There are multiple locations Parent Rights can be accessed by staff. Parent Rights are available
in printed form at the USD 418 Central Office in the mailroom. Parent Rights can also be
downloaded in the following locations:
● WebKIDSS Document library;
● USD 418 McPherson Special Education website under Forms;
● KSDE website under Special Education under Notices & Forms.
→Information on when McCSEC is required to provide a copy of the Parents Rights in Special
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Education to parents/legal guardians can be found in Chapter 1 of the Kansas Special Education
Process Handbook.

Parent Requests for Evaluation
At any point in time, if a parent makes a request for an evaluation, either verbal or written,
McCSEC must provide a formal response. Please inform the Case Coordinator of any request
made by a parent for an evaluation. All parent requests for evaluation must be in writing.

Initial Evaluation
Once a referral for a special education evaluation has been made, it is the responsibility of the
Case Coordinator to complete the Prior Written Notice for Evaluation or Reevaluation and
Request for Consent form. This should be completed with input from the evaluation team
regarding what areas should be assessed and in what method (i.e. review existing data or new
data).
The 60 day timeline begins when parental consent is received by McCSEC staff. The 60 days are
calculated on school days. McCSEC uses the Multidisciplinary Evaluation Planning Schedule to
communicate individual responsibilities in the evaluation process. The planning schedule is
included as the first page of the evaluation template on Google Drive. Upon completion of this
form, the Case Coordinator should share the document (along with the rest of the evaluation
template) with all providers participating in the evaluation.
Note: The Multidisciplinary Evaluation Planning Schedule and evaluation template
should be shared with the appropriate staff within 2 days of the receipt of parent consent.
It is important this information is shared quickly with all providers involved in the
evaluation process.
It should be the goal of the evaluation team to complete the assessments by the 45th day of the
60 day timeline. This timeline allows for the evaluation team to then collaborate regarding the
findings and complete the evaluation document. It also allows for a rescheduled evaluation
meeting should the meeting not occur when originally scheduled. McCSEC compliance with the
60 day timeline is important. Remember, the 60-day timeline starts when parental consent is
received and ends when the IEP is implemented.
It is McCSEC policy for the eligibility determination and IEP meeting to be conducted in the
same meeting. Once the evaluation and eligibility determination decision has been reached by
the team, the student’s present levels of performance have essentially been discussed. It makes
for a smooth process for the conversation to continue and the IEP process completed. This is
time efficient as well for all involved. It is important to note the IEP Notice of Meeting must
describe all proposed special education decisions to be addressed at the meeting.
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It is the responsibility of the Case Coordinator to collect copies of GEI forms and GEI data
documentation and to include this information in the evaluation report.
Exceptions to the Timeline
Case Coordinators should document an exception to the timeline on a Meeting Record form.
Specific instances in which an exception could be considered include:
● The parent of the child repeatedly fails or refuses to produce the child for the evaluation;
● If a child enrolls in a new district after the evaluation has begun and before the
determination of eligibility, the new district is required to make sufficient progress to
ensure a prompt completion of the evaluation, and the parent and the school district must
agree to a specific timeline for completion.
If parent and school agree to extend the timeline, the Meeting Record would be attached to the
original Prior Written Notice for Evaluation or Reevaluation and Request for Consent form.
Exceptions to the timeline should be rare and based on the extenuating circumstances listed
above.
→Information on acceptable exceptions to the evaluation timeline are found in Chapter 3 of the
Kansas Special Education Process Handbook.

Eligibility Determination & Documentation
Evaluation & Eligibility Report:
It is the responsibility of all individuals involved in the evaluation to complete the eligibility
report. Each provider should enter information in the section that pertains to their specific area
of assessment as well as the interpretation of results, summary, and recommendation sections. It
is the responsibility of the Case Coordinator to finalize the evaluation & eligibility report prior to
the meeting.
The evaluation & eligibility report found on Google Drive serves as the documentation of the
child’s eligibility. It is a multidisciplinary, comprehensive report. It must be documented on the
Evaluation & Eligibility Report form that parent(s) received copies of the evaluation report.
Parent(s) must sign where indicated on the Evaluation/Eligibility Report to acknowledge they
received copies of the report.
Not eligible for special education:
In the case of a child found not eligible for special education, best practice would be for the
evaluation team to develop a general education plan for meeting the needs of the child.
Parents may request an independent evaluation. This is usually because do not agree with the
outcome and decision of the McCSEC evaluation. If this occurs, please contact the Director of
Special Education immediately.

9

Eligible for special education:
If the team finds the student eligible for special education services, an IEP must be developed.
This should occur immediately following the evaluation & eligibility determination discussion
within the same meeting.
→Information on eligibility for special education services is found in Chapter 3 of the Kansas
Special Education Process Handbook.

ReEvaluation
Need for ReEvaluation:
If the IEP team agrees a reevaluation is not necessary, the team may opt out of the reevaluation
requirement. This agreement is documented on the Reevaluation Not Needed Agreement form.
It is the responsibility of the Case Coordinator to complete this form and obtain needed
signatures. The decision to opt out of the reevaluation needs to be carefully considered by the
IEP team. Examples of when it would be inappropriate to consider opting out of the reevaluation
include:
● when more information that was not gathered at the initial evaluation is needed to assist
with IEP programming;
● when the teacher or parent requests the reevaluation;
● if the student is being served under the Developmental Delay exceptionality (see below);
● when new standardized testing information is necessary to inform programming of the
child’s IEP
● if at the student’s last reevaluation, the IEP team chose to opt out. There should not be
two consecutive opt out reevaluation decisions. This does not apply to gifted only.
Also, remember a reevaluation does not necessarily require new testing. The new information
can be in the form of interest inventories, curriculum based measurements, surveys,
questionnaires, etc. The need for any additional information by the IEP team should be carefully
considered before the decision is made to opt out of a reevaluation. It is the responsibility of the
Case Coordinator to complete and obtain signatures on the Prior Written Notice for Evaluation
or Reevaluation and Request for Consent form.
Conducting the ReEvaluation
In McCSEC, each reevaluation should be as comprehensive as appropriate. This includes
gathering enough information for the team to confidently answer both eligibility questions. The
two-pronged eligibility questions are: 1) Does the child continue to be a child with an
exceptionality? and 2) Does the child continue to need special education and related services?
Both of these questions must be answered yes in order for the child to continue to be eligible for
special education services. These are the same requirements as in the initial evaluation process.
If the team does not find the child to be eligible for special education, but does see a need for
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accommodations in the classroom setting, a 504 plan should be explored through general
education.
Documented Continued Eligibility
It must be documented on the Evaluation & Eligibility Report that parent(s) were provided a
copy of the report. Parent(s) must sign where indicated on the Evaluation & Eligibility Report to
acknowledge they received a copy.
Referral of a child who has exited from special education services
If a child who once received special education services, yet exited either by revocation of
consent or through a reevaluation, is referred for special education services, a new initial
evaluation would be conducted. The same criteria for an initial evaluation applies. This means
the evaluation team must answer the two-prong eligibility questions for special education. This
includes determining whether the child is a child with an exceptionality and whether the child
has a need for special education and related services, thus making the child once again eligible
for special education services.
ReEvaluations for Developmental Delay
It is McCSEC policy that any reevaluation conducted for a child identified with a Developmental
Delay at any age be comprehensive and include the collection of additional data as per GRIOT.
After the reevaluation, the team will consider whether the child continues to meet the eligibility
criteria and needs special education services. If the team determines the child no longer meets
the criteria as a student with a Developmental Delay, he/she is no longer considered a child with
a developmental delay. If the child does not meet eligibility criteria for another exceptionality
category, the child is no longer eligible for special education and therefore special education
services must be terminated. For example, a student who was originally evaluated at age 3
MUST be reevaluated by age 6. Remember eligibility criteria for Developmental Delay changes
from the preschool setting to the school age setting with criteria becoming more stringent as the
student enters Kindergarten through age 9.
→Information on the ReEvaluation process is found in Chapter 7 of the Kansas Special
Education Process Handbook.

Notice of Meeting Requirements
McCSEC requires a minimum of two attempts to contact parents in two different methods. One
contact must be the formal Notice of Meeting form which serves as a written contact. The
notification attempts are documented in the Parent Notification section of the IEP. The Notice of
Meeting form can be completed by the special education teacher, related services provider,
and/or case coordinator dependent upon the type of meeting.
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The Notice of Meeting form should be sent out at least 10 calendar days in advance of the
meeting. If parents are notified less than 10 days in advance of a meeting, they must agree to
waive their parental rights. If they do not agree to waive their rights, the meeting can not be
conducted. In this situation, the meeting would need to be rescheduled with 10 day notice
provided unless there is a mutually agreed upon meeting date and time.
If notice was provided at least 10 calendar days in advance, and parents do not show for the
meeting, the meeting can proceed as scheduled if the school team feels that’s appropriate. It is
best practice to attempt to call parent to see if they are able to attend the meeting as scheduled.
Be aware that no significant changes to services and/or placement can occur until parent consent
is received.

IEP Snapshot
It is McCSEC’s practice that a written IEP Snapshot is provided to all general education teachers
of an identified student. In addition to the written document, it is expected that a conversation
with each of the teachers takes place in order to further explain the goals, accommodations
and/or modifications, special education services, etc. and how the IEP commitments should be
implemented in the general education classroom for each student. McCSEC provides a form to
be used to create an IEP Snapshot for each student that contains the minimal amount of
information that should be provided to general education teachers. The following information
should be included on an IEP Snapshot: Student’s name, exceptionality, IEP due date, primary
provider, goals, areas of strengths and needs, services, health needs (if applicable),
accommodations (if applicable), modifications (if applicable), positive behavior supports (if
applicable), behavior intervention plan (if applicable).
→The McCSEC IEP Snapshot form is found in Appendix B of this manual and available to
download on the McCSEC website.

Draft IEP Requirement
Parents must receive a copy of the IEP draft at least 3 days prior to the scheduled IEP meeting.
By providing a draft copy ahead of time, this allows parents the opportunity to read through the
present level statements and consider the proposed goals and services for the new IEP year. It is
a legal requirement to provide a draft copy of the IEP to parents. If an IEP draft is not provided
ahead of time, the IEP team should be ready to develop an IEP from scratch at the annual
meeting.

Late IEP Meetings
It is important annual IEP meetings are conducted on time. In order to comply with this
12

requirement, attention needs to be given to the scheduling of IEP meetings. Best practice is to
begin scheduling the IEP meeting 30 days in advance. It is the responsibility of the Primary
Provider to collaborate with all required providers and administration prior to contacting the
parent with possible IEP meeting dates and times. This practice ensures the meeting dates and
times proposed to parents work for the rest of the IEP team.
When IEP meetings are scheduled for the day the IEP is due, this practice does not allow for the
IEP to be rescheduled and rewritten on time. Please be mindful when scheduling IEP meetings
to allow for this possibility. In the event an IEP meeting occurs past the due date, the
circumstances surrounding the late IEP must be clearly documented on a Meeting Record. The
Meeting Record should be submitted to the McCSEC Secretary with the rest of the IEP
paperwork.

IEPs for Seniors
It is McCSEC practice to conduct IEPs for graduating Seniors in the fall semester. Please plan
accordingly as this practice may require the annual IEP to be moved up within the school year.
Prior to a student graduating or aging out of services at age 21, it is the responsibility of the
Primary Provider to provide the parent (or student if 18 years or older) with Prior Written Notice
for Identification, Special Education and Related Services, Educational Placement, Change in
Services, Change in Placement, and Request for Consent (only acknowledgement is necessary at
this point, consent is not) and a completed Summary of Performance. All providers must also
update the IEP Progress Report.
The Primary Provider should send all completed paperwork to the Transition Coordinator. Upon
receipt of these forms, the Transition Coordinator will check for accurate completion and
forward to the appropriate Case Coordinator. The Case Coordinator is then responsible to
complete the (blue) Exit Information form and submit all paperwork to the McCSEC Secretary.
The McCSEC Secretary will enter onto WebKIDSS the exit status and date of exit.

Submission of IEP Paperwork
All original copies of special education paperwork are submitted to the McCSEC Secretary. It is
important paperwork is submitted in a timely manner. For annual IEP and amendment meetings,
paperwork must be submitted to the McCSEC Secretary within 3 days of the meeting. The
McCSEC IEP Paperwork form available on WebKIDSS in the Document Library outlines the
paperwork required for these processes. Ensure each individual form and copy of the IEP are
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stapled to ensure paperwork is not mishandled. Please do not submit loose paperwork or staple
the entire packet of paperwork together.

Tips for Conducting Parent-Friendly IEP Meetings
It is important to remember that IEP meetings can be an overwhelming experience for families.
McCSEC strives to conduct meetings that are welcoming to families to ensure not only their
participation, but collaboration to best meet the needs of identified students. The following are
tips to create a family friendly environment.
● Environment
○ Meeting Space: The environment should be arranged in a way that is inviting and
comfortable for families to attend. Consider having small snacks or candy, water,
paper, and pens for families to use during the meeting time. Be sure the meeting
space is as comfortable as possible with appropriate-sized chairs and a
comfortable temperature. If mobility of a family participant is limited, consider
meeting areas that minimize the amount of walking within the building.
○ Family Arrival: Consider greeting the family in the office and walking with them
into the meeting space rather than the family walking into a room already full of
professionals.
○ Seating of Participants: Seat yourself near the family to assist in walking them
through the IEP paperwork. Helping the family find the sections of the IEP that
are being discussed can encourage more participation.
○ IEP Paperwork: Consider adding questions you may ask either within the IEP
draft paperwork or on a separate sheet so families can have time to both review
the draft and prepare themselves for questions. Highlight or tab areas within the
IEP that apply to the discussion. Provide visuals for families to have a deeper
understanding of their child’s work. This could be graphs and charts of the data
collected throughout the year, work samples, etc. Solicit concerns of families.
Ensure that you are not only providing them information about their student, but
asking them about their own hopes and goals for their student as well.
○ Preparing Professionals: Discuss expectations for the beginning and ending times
for school staff to adequately plan their schedule to avoid entering and leaving
during an IEP meeting. Remind school staff attending the meeting of their roles in
the meeting and expectations regarding computer and other electronic use. While
a teacher may use their computer to look up the student’s grades or attendance, it
would be inappropriate for the staff member to be on sites unrelated to the
discussion in the meeting, etc. School officials should remain in the IEP meeting
for its entirety rather than coming in and out of the room. If a required IEP
participant exits the meeting, and the excusal process is not followed, the meeting
14

should be stopped and rescheduled. If a required IEP participant anticipated the
need to leave the Excusal from Attendance at IEP Meetings of Required Team
Members should have been completed prior to the meeting.
○ School Staff Attendance: Be mindful that required team members should attend
IEP meetings for the entirety of the meeting. It is best to invite teachers who have
direct knowledge of the student’s needs in the general education curriculum.
Remember that the legally required team members states that only one general
education teacher is required to be in attendance. Be cautious that inviting each of
the student’s teachers to the IEP meeting may become a ‘parent teacher
conference’ of sorts rather than keeping the focus on developing an Individualized
Education Plan.
○ Communication: Be sure to make eye contact with the families during the
meeting. Check for their understanding by watching for signs of confusion of
disagreement. Ask for feedback, questions, perspectives and comments. Solicit
the family’s opinions and ideas and validate their ideas, opinions, and questions.
Be careful with the jargon that is used during the IEP meeting and explain the IEP
in layman’s terms. While you may tell about the name of a certain test used and
the data it provided, explain what the test looks like and how the student was
expected to respond to various questions.
● During the IEP Meeting
○ Agenda: The use of an agenda during the meeting can help families understand
the process of the meeting as well as help all team members stay focused to the
topics at hand. It is helpful to indicate an end time and to keep the meeting
moving along to best meet the expected end time. While we don’t want to move
too quickly during the meeting, we also do not want to spend too long on one
topic.
○ Roles of Participants: Even if the family knows many people in the room prior to
the meeting, it is always helpful to introduce team members and identify their
roles in the meeting.
○ Discussion of the IEP: Reading the formal IEP document or projecting the IEP
does not provide for a collaborative environment between the school and family.
Rather, format the meeting to lend itself to a conversation style of interaction.
○ Paperwork for Families: Families should have their own copy of the Draft IEP
that is being discussed during the meeting. This helps families to better attend to
the conversation of what is being discussed and proposed, but can also view what
is directly written in the draft. Families should also be provided the Parent
Brochure in initial evaluations as well as the Medicaid Brochure during each
annual review of an IEP.
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The Individualized Education Plan
IEP Team Members
Special education staff are not to serve the role of the LEA Representative at an IEP and/or
evaluation meeting. The LEA role must be served by a general education staff member, most
preferably the school administrator. In the rare instance a school principal or designee is unable
to attend, the Primary Provider should arrange for the Director or Assistant Director of Special
Education to attend or reschedule the meeting.
IEP Attendance & Excusals
Excusing a required team member from participation in the IEP development should be a very
rare occurrence. It is the responsibility of the Primary Provider and/or Case Coordinator to
collaborate with all required IEP team members when scheduling the meeting to ensure all
needed participants are able to attend the entire meeting. Required IEP team members should
not be informed of the meeting but rather consulted during the scheduling process.
In the event that an IEP team member, listed on the Notice of Meeting form , is unable to attend
in whole or part and prior consent is not obtained and/or if written input is not provided by the
absent IEP team member prior to the meeting, the Primary Provider and/or Case Coordinator
must reschedule the meeting. If written input was provided prior to the meeting, the parent and
School Representative may consent to the excusal of the required IEP team member. The Case
Coordinator or Primary Provider is responsible for completing the Excusal from Attendance at
IEP Meetings of Required Team Members prior to beginning the meeting. Both the parent and
school representative must sign consent for the excusal. If one or both parties do not agree to the
excusal, the meeting must be rescheduled.
The Excusal from Attendance at IEP Meetings of Required Team Members form can not be used
if parents are not in attendance. In this case, document the parent was not present in the Parent
Notifications section of the IEP. The Parent and the School Representative can not be excused
from an IEP meeting. The Excusal from Attendance at IEP Meetings of Required Team
Members is used to excuse any individual listed on the Notice of Meeting for attendance.
Related service providers are not required team members by law; however, it is McCSEC “best
practice” policy for those individuals to attend IEP meetings so information can be shared
directly with parents.
Concerns of the Parents for enhancing the education of their child
Parents must be given the opportunity during the IEP meeting to express their concerns for
enhancing the education of their child. It is important parents have an opportunity to share with
the school what they see as the most important in meeting the needs of their child. The concerns
of the parents must be considered by the IEP team but do not obligate the IEP team. The
parent’s educational concerns, however, must be addressed within the IEP. Please list only
educationally relevant concerns in the Parent Concerns section of the IEP. Non-educationally
relevant parent concerns should be recorded on a Meeting Record form.
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Present Level of Academic Achievement & Functional Performance
(PLAAFP) Statements
The specific sections of the PLAAFP are listed and described below. Please thoroughly describe
in order to paint a picture of the student’s abilities. PLAAFP statements should include narrative
information about the student’s abilities, specific data, and a meaningful impact statement.
Remember, all information that follows in the IEP should have a clear connection to the
information presented in the PLAAFP statements (i.e. goals, special education services including
accommodations and modifications).
1. HEALTH/PHYSICAL
If the child’s exceptionality involves a health impairment or physical disability, it should
be clearly described in this section. Be sure to include a description of how the health
impairment or physical disability impacts the child’s progress in the general education
curriculum or the child’s involvement in the general education classroom or other related
settings. If diagnoses are listed, be sure to describe their relevance and impact. List
medications the child is taking in general language---do not list the specific medication
name(s) and dosage information. Also include whether the medications are taken at
home or school. If a child requires Adaptive PE or Individual Health Care Plan these
should be addressed in this section.
2. SOCIAL/EMOTIONAL
If the child’s social or emotional functioning or development impacts his/her progress,
performance, or participation in the general education curriculum, describe it in this
section. Describe how the child’s progress in the general education curriculum or
involvement in the general education setting is impacted. If the child’s behavior
IMPEDES the learning of himself/herself or others it should be explained in this section.
Be sure to include data gathered from observations, behavior rating scales, etc. to support
anecdotal reports. Be sure to also include findings from a current Functional Behavior
Assessment (FBA) if one is available. Consult the School Psychologist or Behavior
Specialist for assistance completing an FBA if one is needed. The team should be
prepared to write a Behavior Intervention Plan to address behavior concerns that impedes
the learning.
3. GENERAL INTELLIGENCE
If the child has been identified with a cognitive delay, giftedness, or significant strengths
and/or weaknesses among measured abilities, describe in this section how the child’s
cognitive functioning impacts his/her progress in general education or involvement in the
general education settings. Consult the School Psychologist for information regarding the
child’s cognitive functioning. This information should only be updated by the School
Psychologist in conjunction with an evaluation or reevaluation.
4. ACADEMIC PERFORMANCE: READING, MATH, & WRITTEN LANGUAGE
The applicable sections must be completed for all students receiving special education.
All the following elements must be clearly addressed in each section that applies:
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a. Performance stated in measurable, objective terms describing what student can
and cannot do relative to need.
b. Specific comparison made to average peers or age/grade specific standards.
c. Functional implications of skill development addressed.
d. Relevant evaluation and district-wide assessment information included.
e. Provides information detailed enough to make progress decisions.
f. Meets stranger test (written so that a teacher who does not know the child could
understand).
Be sure to completely answer each item:
● Does the student’s disability or giftedness affect his/her participation in
appropriate activities?
i.
It is not necessary for the child’s disability or giftedness to be named
anywhere in the IEP. Describe the child, not the name of the
exceptionality. All statements must be current. To help guide the
development of this description, the team might consider the following:
ii.
How does the child’s exceptionality manifest or present with this child?
iii.
What characteristics does the child exhibit that affect the child’s
participation?
iv.
Does the child learn more quickly or more slowly than others his/her age?
v. Does the child require more or less direct, intense instruction than others
his/her age?
vi.
Does the child require more or less practice than his/her peers to learn new
concepts or skills?
vii.
What areas of skill development are impacted by the child’s disability or
giftedness, and how?
viii.
Describe any additional impact of the disability or giftedness on
involvement in non-academic & extracurricular activities.
ix.
Are there functional areas of concern related to the disability not reflected
in the general education curriculum (e.g., self-care skills, social skills,
classroom survival, etc.)?
x. What is the degree of match between the skills of the child and the
instructional environment?
xi.
What strengths of the child are relevant to address the identified concerns?
● Describe the student’s academic performance. Provide a comparison of student’s
grade level performance in relation to grade-level expectations.
i.
Provide a description of what standards are being learned by this student’s
age mates.
ii.
Describe the child’s current level of performance and how that compares
to others his/her age.
iii.
Information here should provide a foundation for baseline statements.
iv.
For students 14 or older: In areas of concern, what is the child's present
level of performance in relationship to level of performance that will be
required to achieve the post-secondary goals?
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5. COMMUNICATION
Describe any communication or language disabilities that impact the child’s progress in
the general education curriculum or the child’s involvement or participation in the
general education setting. Be sure to respond to all questions. If any are answered “yes,”
provide a complete explanation.

Progress Reports
Progress reports must be completed by all providers. By law, progress toward special education
goals must be reported to parents at least as often as progress is reported in the general education
setting. However, in McCSEC, progress report completion is required quarterly. The
completion of progress reports allows for providers to closely analyze and assess a student’s
progress toward annual IEP goals. If progress is not being made, it provides an opportunity for
changes to be made to impact student performance. Quarterly progress reports also allow for
transparent communication to parents on progress toward those goals.
Progress reports are completed on WebKIDSS. When completing the progress reports, please
indicate a “Y” if adequate progress is being made toward the goal(s); a “N” if not. If adequate
progress is not being made toward the annual goal, the IEP team should convene to discuss what
changes to instructional methods, service delivery models, and/or targeted instructional time
devoted to skill development would better support the student. It is not acceptable to ignore the
lack of progress toward the annual IEP goal(s).

IEP Amendments
Amending the IEP Between Annual Reviews
Between annual IEP reviews, if the parent and school representative agree, changes can be made
without an IEP team meeting, by amending the IEP rather than by rewriting the entire IEP. This
process is called an IEP Amendment. Below is a chart detailing McCSEC’s guidelines regarding
when an IEP Amendment requires a formalized team meeting.
Appropriate changes for Amendment
without a meeting
· Add, delete, or change IEP goals
· Rearrange service times (i.e. From 60
min/2x week to 30 min/4x week)
· Maka a non-material change (less than
25% of a change) to a special education
service, a related service, or a
supplementary aid or service
· Make a non-substantial change (less

Changes NOT appropriate for
Amendment without a meeting
· Add a new service or delete an existing
service
· Make a material change (more than a 25%
change) to a special education service, a
related service, or a supplementary aid or
service
· Make a substantial change of placement
(more than 25% of the day) from a less
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than 25% of the day) of placement from
a less restrictive environment to a more
restrictive environment or vice versa

restrictive environment to a more
restrictive environment or visa versa
(There may be exceptions to these. Consult with the
Case Coordinator if uncertain.)

IEP Amendments WITHOUT a meeting
Following are the steps McCSEC providers must use when making IEP Amendments without a
meeting:
Step 1: Contact parent(s) or educational decision maker
The IEP team member proposing changes is responsible for contacting the parent(s) or
educational decision maker. Contact may be made in any of the following ways:
1) Phone call
a) Explain proposed changes
b) Explain legal or policy procedures
c) Provide a choice of convening an IEP team meeting or making changes without a
meeting
d) Provide a choice of sending paperwork to the home or meeting in person for
signatures
2) In-person contact
a) Explain proposed changes
b) Explain legal or policy procedures
c) Provide a choice of convening an IEP team meeting or making changes without a
meeting
d) Provide a choice of sending paperwork with the parent for further consideration or
signing the paperwork as is.
3) Written communication
a) Write a cover letter
i) Explain proposed changes
ii) Explain legal or policy procedures
iii) Provide a choice of convening an IEP team meeting or making
changes without a meeting
iv) Provide a choice of signing paperwork as is, setting a time to meet in
person, or set a time to phone the parent to explain proposed changes
v) Include all other paperwork with the cover letter
Step 2: Prepare required paperwork
The Primary Provider (along with the provider recommending the change) prepares the
paperwork.
1) IEP Amendment between Annual IEP Meeting form. Clearly detail the proposed
changes to the annual IEP.
2) Prior Written Notice for Identification, Special Education and Related Services,
Educational Placement, Change in Services, Change in Placement, and Request for
Consent (If not making any changes to the student’s IEP services or placement, then
this form is not required. For example, adding or deleting a goal as the only IEP
change would not require this form.)
3) Parent Rights in Special Education (Procedural Safeguards) - if not offered within the
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last year.
Step 3: Complete required paperwork
If parent(s)/educational decision maker agrees to amend the IEP without a meeting:
1) Review IEP Amendment between Annual IEP Meetings form.
2) Review Prior Written Notice for Identification, Special Education and Related
Services, Educational Placement, Change in Services, Change in Placement, and
Request for Consent form and obtain signatures in “Acknowledgement” section. (If
not making any changes to the student’s IEP services or placement, then this form is
not required. For example, adding or deleting a goal as the only IEP change would not
require this form.)
3) Provide parent(s)/educational decision maker copies of the above forms as well as all
affected pages from IEP.
4) Create an IEP Amendment on WebKIDSS.
5) Provide a copy of the IEP Amendment between Annual IEP Meetings form to all IEP
team members.
6) Forward all original paperwork to the Case Coordinator.
IEP Amendments WITH a meeting
Following are the steps McCSEC providers must use when making IEP Amendments with a
meeting:
Step 1: Contact parent(s) or educational decision maker and schedule IEP meeting
The IEP team member proposing changes is responsible for contacting the parent(s) or
educational decision maker, Primary Provider, administrator, and other parties regarding a
need for a change. The Primary Provider is responsible for scheduling an IEP Team meeting
and sending the Notice of Meeting form.
Step 2: Conduct IEP Team meeting to discuss Amendment
Step 3: Complete required paperwork
1) Clearly document amendment details on the IEP Amendment Between Annual IEP
Meetings form.
2) Review Prior Written Notice for Identification, Special Education and Related
Services, Educational Placement, Change in Services, Change in Placement, and
Request for Consent form and obtain signatures in “Acknowledgement” section. If IEP
amendment includes a significant change in services or a substantial change in
placement, also obtain signatures in “Consent” section.
3) Provide parent(s)/educational decision maker copies of the above forms as well as new
goals if applicable.
4) Create an IEP Amendment on WebKIDSS.
5) Provide a copy of the IEP Amendment Between Annual IEP Meetings form to all IEP
team members.
6) Forward all original paperwork to the Case Coordinator.
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IEP Amendments due to IEP Review Process
Through the internal IEP Review process, it may be necessary to modify the original IEP. It can
be confusing as to when these types of changes can be completed by the Primary Provider as part
of that process and when an IEP Amendment needs to occur. Below is a chart detailing
McCSEC’s guidelines for completing changes through the IEP review process.
Appropriate changes for the Primary
Provider to make through the IEP Review
Process
· Reword existing information
· Clarify goals and/or baseline information
· Make Anticipated Services Chart match
the existing text
· Fix clerical errors (e.g. misspellings,
rewording a sentence to be clear)
· Move existing information to another part
of the IEP (e.g. moving grade level
comparisons present in the baseline
section to the Academic PLAAFP section)

Changes NOT appropriate for the Primary
Provider to make without following the
IEP Amendment process
· Adding new information (e.g. rewriting
the entire Social/Emotional PLAAFP
section)
· Adding new or deleting goals
· Adding new or deleting accommodations,
modifications, special education services
not discussed at the annual meeting
· Adding Positive Behavioral Supports or a
formal Behavior Intervention Plan
***Remember, an IEP amendment may not
require a meeting***

The Parent Letter Regarding Corrections/Changes to the IEP form should provide a
comprehensive description of any changes made to the IEP. It is not appropriate to provide
general comments to parents on the letter. Clear descriptions need to be included so parents are
informed as to what information is different from the original IEP copy they received at the
meeting. For example, do not simply state “Goals reworded.” State “Goal 2 reworded to
provide a clearer description as to how the goal will be measured.” Do not state “PLAAFP
reworded.” State “In the Academic Section of the PLAAFP, a statement was added to show a
comparison between student and same age peers in the area of math computation.”

Special Education and Related Services
Statement of Special Education and Related Services
Each IEP for a child with an exceptionality must include a statement of:
● the special education services. Special education services are defined as specially
designed instruction to meet the needs of the student and includes things such as adaptive
content, methodology, or instruction. This is special instruction that is beyond general
education which ensures the child access to the general curriculum.)
● related services. Related services are defined as services that allow a student to access or
benefit from special education services.)
● supplementary aids and services (including accommodations), based on peer-reviewed
research to the extent practicable, to be provided to the child, or on behalf of the child
○ Any aid, service or support that is provided in the GENERAL EDUCATION
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CLASSROOM (or other education-related settings) that allows the student to be
educated with nondisabled peers to the maximum extent appropriate. This
includes accommodations, which in Kansas, have been defined as small changes
in procedures that do not change what is being taught or measured. Examples of
supplementary aids and services include paraeducator support that assists the
student in taking notes, staying on task, etc. or extended time for test-taking.
● a statement of the program modifications. This includes changes in procedures that DO
change what is being taught or measured. An example is the use of the extended
standards or a parallel curriculum at a higher/lower level that grade-level peers.
In McCSEC, the specific minutes, days, and weeks are not required to be listed in the Special
Education Services section of the IEP. The statement describing the services to be delivered
may be more general, but still must clearly inform the parents of the level of support
provided. This must include a description of the frequency, duration, and location of the
service. For example, a statement in the Special Education Services section may say, “Joe
will receive daily support within the general education classroom during guided reading
time.” This example states the frequency (daily), duration (during guided reading time) and
location (general education classroom). The specific minutes, days, weeks, and setting (C
vs. G) would then be recorded on the Anticipated Services Chart.
→Refer to the Data Dictionary tab at the top of the Anticipated Services Chart page on
WebKIDSS for these specific codes and settings.
Specific Types of Special Education Services
Community-Based Special Education or Related Services:
The regular education classroom, special education classroom, or home environment should
be the first choice for developing skills or meeting needs identified in the PLAAFP. Special
education should only be provided in the community in order to make direct application or
generalize a skill that has been learned or because the school environment does not
physically accommodate the needed instruction (e.g. mobility and travel training or work
study). Reasons for removing the student from the general education environment must be
well-documented in the IEP.
A special education need for community-based services must be identified in the
PLAAFP of the student’s IEP. This may be a need related to the child’s present level of
performance in the general education curriculum or a unique need arising from the child’s
handicapping condition (e.g. mobility and travel needs, communication needs, social skills
needs, work study). PLAAFPs must describe current performance in terms that are specific,
measurable, and objective. Goals (and possibly benchmarks) must be developed to address
the need and must use the PLAAFP as baseline. Community based services must be included
on the service page of the IEP.
Services sometimes delivered outside of the school building include Work Study, swimming,
bowling and homebound. Following is a brief description of each service.
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● Work Study
When IEP teams are considering the need for Work Study services in the
community, the Transition Coordinator must be invited to the IEP meeting. If the
question of Work Study services arises during an IEP meeting when the Transition
Coordinator is not present, the meeting should be continued to a future date when the
Transition Coordinator can attend. It is the responsibility of the Primary Provider to invite
the Transition Coordinator to the IEP.
● Swimming and/or Bowling
Swimming and/or bowling activities may provide the child opportunities to
practice skills within a community setting. Sometimes IEP teams consider these
activities associated with Adapted PE for the development of physical education needs.
If swimming or bowling is considered for the development of physical education needs,
these activities should be part of an Adapted PE program and reflected as such in the IEP.
If IEP teams are looking for activities for purposes of developing socialization and
independent living skills within the community, only bowling may be considered. IEP
teams must include rationale based on the student’s need for the activities in the PLAAFP
section of the IEP. These activities may also be written to support the development of
goals within the IEP. The IEP should also address what personnel will be responsible for
the delivery and supervision of these activities. Teams considering these services should
consult with the Adaptive PE teacher and Assistant Director of Special Education
regarding availability of space and open positions.
● HomeBound Services
School districts have homebound services as an option on the continuum of special
education services. Students who receive homebound services include those whose health
may be detrimentally affected by the provision of school services in school or community
settings. Students whose behaviors are of such a variant nature as to prevent success in
school or community settings may also be provided homebound services. It is important
to note that each individual district’s policy within McCSEC differs.
Before making such a determination, schools must ensure that consideration has been
given to the full range of supplementary aids and services that could be provided to the
child in lesser restrictive educational environments to accommodate the unique needs of
the child with a disability. If the group making the placement decision determines that,
even with the provision of supplementary aids and services, the child’s IEP could not be
implemented satisfactorily in lesser restrictive educational environments, then placement
would not be the least restrictive environment (LRE) placement for the child at that
particular time, because her or his unique educational needs could not be met in that
setting.
HomeBound instructional services shall:
1. include instruction in regular classes, special classes, and special schools; instruction
in a child’s home; and instruction in hospitals and other institutions; and
2. make provision for supplementary services, including resource room and itinerant
services, to be provided in conjunction with regular class placement.
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Any teams considering homebound services shall consult with the Director of Special
Education in order for personnel to be secured to deliver service.
→Information on Special Education and Related Services is found in Chapter 5 of the Kansas
Special Education Process Handbook.

Adding or Deleting a Special Education or Related Service
Adding a Service
“Adding a service” refers to adding a special education or related service to a student’s IEP that
previously was not part of the student’s special education program. Once a student has been
identified as eligible for special education, regulations allow a student to receive services that are
needed in order for the child to progress in the general education curriculum and to participate
adequately in the general education setting. Examples might include the following:
● A child not previously receiving Adaptive PE now requiring APE services.
● The consideration of adding a related service like OT or PT that will enable the child to
meet special education goals.
● The addition of a special education service by way of eligibility for a secondary
exceptionality. (In the case that a team may be considering whether a child identified as
LD may also be identified as ED; or a child identified as OHI may also be identified as
having a speech/language impairment (exceptionality versus related service).
The consideration of adding a new service begins with an IEP meeting. The Case Coordinator for
the building and service provider for the service being considered must be invited and in
attendance at the IEP meeting. The team must update the student’s PLAAFP in the area of
concern using an IEP Meeting Record (and also by inserting updated information directly onto
WebKIDSS). The team should make a determination as to whether or not the service in question
would function as a related service or as a secondary exceptionality. For example,
speech/language services can be provided as a related service, but it is also possible that the
speech/language concerns rise to the level of needing to be considered as a secondary
exceptionality. If the service to be added is a related service, no evaluation for eligibility is
needed. If the team, in consultation with the service provider, decides that the child would
benefit from this related service, then it can be added to the IEP following the IEP Amendment
process. If the service being considered could be a secondary exceptionality, then a reevaluation
would be needed. If the team, in conjunction with the provider of the service being questioned,
determines an evaluation is necessary, the procedure for a comprehensive reevaluation begins.
Regulations require that reevaluation data be multi-sourced (GRIOT) and not rely upon tests or
one examiner’s opinion alone. After the completion of the reevaluation, the team will convene
and determine appropriateness and need for the additional service and secondary exceptionality.
If the team determines the additional service is warranted, the IEP is either rewritten (treat as
annual review) or amended (treat as IEP amendment).
It is the responsibility of the Primary Provider to schedule IEP team review meetings and send
the Notice of Meeting and complete the Meeting Record and/or IEP Amendment form and
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process. It is the responsibility of the Case Coordinator to obtain consent for reevaluation (if
necessary) and to coordinate the reevaluation (if necessary) and complete all paperwork
associated with the reevaluation. After reevaluation, it is the responsibility of the Case
Coordinator to schedule the team meeting and send Notice of Meeting. If an additional service
and/or secondary exceptionality is warranted, it is the responsibility of the Primary Provider to
complete the appropriate paperwork associated with the IEP rewrite or IEP amendment.
Deleting a Service
“Deleting a service” refers to deleting a special education or related service from a student’s IEP.
The process of deleting a service or exiting a student from a service begins with the service
provider communicating to the IEP team, including the parent, that there is a question of whether
the service is needed by the child to either progress in the general education curriculum (in the
case of a special education service) or make progress toward a special education goal (in the case
of a related service).
If IEP teams are considering whether a child continues to meet eligibility guidelines (for a
primary or secondary exceptionality), the team must initiate a reevaluation. If the child no
longer meets the criteria for eligibility, then the service shall be discontinued, or the child shall
be exited from special education – whichever the case may be.
If a provider or IEP team member is considering whether a child continues to need a related
service (one necessary to allow the child to fulfill his/her special education goals or access
special education services), an IEP team meeting shall be held to discuss and determine the
appropriateness of the related service. The Case Coordinator and related service provider shall be
invited to and attend this meeting. It is possible, but not necessary, that the team may need to
conduct a reevaluation to determine the needs of the child; if so, the team will need to determine
exactly what data needs to be collected to guide the decision of the IEP team. The provider
delivering the service in question must be part of this consideration and decision-making. To be
clear, a reevaluation is not required to discontinue a related service.
Following are questions IEP teams should answer when considering exiting an exceptionality or
secondary exceptionality category or deleting a related service.
● Has the student developed the performance components needed to progress toward the
educational goals established in the IEP?
● Have the student’s skills improved so they no longer negatively impact educational
performance?
● Have environmental or curricular adaptations been established to allow for achievement
of educational goals in the IEP?
● Has the student’s situation improved so that he/she no longer needs the related service to
benefit from special education?
● Are the student’s needs being met by others at this time and no longer require the skilled
services of a therapist (e.g. SLP, OT, PT)?
● Has the educational setting changed and is the student functional within this setting?
● Has the student learned appropriate strategies to compensate for deficits?
● Is assistive technology now available, in working order, and is it effective?
● Has staff been instructed in assistive technology use and care?
● Is therapy no longer affecting change in the student’s level of function or rate of skill
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acquisition? (Changes in interventions must also be considered.)
It is the responsibility of the related service provider to contact the parents and staff regarding the
question of need for continued service and to initiate the scheduling of the IEP team meeting. It
is the responsibility of the Case Coordinator or Primary Provider to send the Notice of Meeting,
complete the Meeting Record or IEP Amendment form, and make any necessary changes to the
IEP based upon the decision of the team, and complete the Prior Written Notice for
Identification, Special Education and Related Services, Educational Placement, Change in
Services, Change in Placement, and Request for Consent (if a change is made). If a reevaluation
is needed, the Case Coordinator is responsible for completing all paperwork associated with the
reevaluation.
The Case Coordinator completes a (blue) Exit Information Form only when ALL special
education services are discontinued or being terminated and/or when the child transfers and
moves out of McCSEC.
→Information on Special Education and Related Services is found in Chapter 5 of the Kansas
Special Education Process Handbook.

Discontinuing Special Education Services
No Longer Eligible for Services
After reevaluation, the IEP team must complete the Reevaluation Report form, found on Google
Drive, documenting that the student no longer qualifies as a child with an exceptionality or no
longer needs the support of special education. Upon dismissal, it is the responsibility of the Case
Coordinator to complete with the parent the Prior Written Notice for Identification, Special
Education and Related Services, Educational Placement, Change in Services, Change in
Placement, and Request for Consent form. The Primary Provider and other providers are
responsible for completing an updated IEP Progress Report. The Primary Provider must send a
copy of the Progress Report to the parent and Case Coordinator. The Case Coordinator will
complete a (blue) Exit Information form. The (blue) Exit Information form is only completed
when the student is dismissed from all special education services. The (blue) Exit Information
form is not completed when a related service is discontinued and other special education services
continue. All paperwork is forwarded to the McCSEC Secretary. The McCSEC Secretary will
enter into WebKIDSS the exit status and date of exit.
Graduation and/or Services through Age 21
Prior to a student graduating or aging out of services at age 21, it is the responsibility of the
Primary Provider to provide the parent (or student if 18 years or older) with Prior Written Notice
for Identification, Special Education and Related Services, Educational Placement, Change in
Services, Change in Placement, and Request for Consent (only acknowledgement is necessary at
this point, consent is not) and a completed Summary of Performance. All providers must also
update the IEP Progress Report.
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The Primary Provider should send all completed paperwork to the Transition Coordinator. Upon
receipt of these forms, the Transition Coordinator will check for accurate completion and
forward to the appropriate Case Coordinator. The Case Coordinator is then responsible to
complete the (blue) Exit Information form and submit all paperwork to the McCSEC Secretary.
The McCSEC Secretary will enter onto WebKIDSS the exit status and date of exit.
It is McCSEC practice to conduct IEPs for graduating Seniors in the fall semester. Please plan
accordingly as this practice may require the annual IEP to be moved up within the school year.
Please contact the Transition Coordinator with questions about the Summary of Performance.
Student Drops Out of School
It is the responsibility of the Primary Provider to immediately inform the Case Coordinator of the
student’s drop-out status. All providers must update the IEP Progress Report. The Primary
Provider sends the updated IEP Progress Report to the Case Coordinator. Upon receipt of these
forms the Case Coordinator is responsible to complete the (blue) Exit Information form and
forward all paperwork to the McCSEC Secretary. The McCSEC Secretary will enter onto
WebKIDSS the exit status and date of exit.
→Information on the Discontinuation of Special Education and Related Services is found in
Chapter 8 of the Kansas Special Education Process Handbook.

Revocation of Consent
If parents wish to revoke consent for any or all special education services, please contact the
Case Coordinator immediately. The Case Coordinator has access to the revocation of consent
forms in WebKIDSS. Revocation of consent forms are available for two different scenarios:
revocation of consent for all services and revocation of consent for a particular service. In each
situation, two forms are then completed. The first is the parent revocation form, signed by the
parent. The second is McCSEC’s response to the request for revocation.
→Information on revocation of consent for services is found in Chapter 5 of the Kansas Special
Education Process Handbook.

Transportation
Transportation is a related service when it is needed in order for the child to benefit from special
education. Transportation services may be needed in order for the child to access special
education services and access school facilities. In McCSEC, hardship circumstances alone are
not indicators for transportation services to be provided. Examples of hardship circumstances
would include a lack of a working vehicle, changes to a parent’s work schedule, etc. In addition
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to travel to and from school, transportation, as a related service, also includes travel between
schools as well as travel in and around school buildings.
IEP teams should discuss the need for transportation services. Questions such as the following
could help the IEP team determine a transportation need. Is the student attending a specialized
program outside of their neighborhood school? Does the student have significant physical
limitations (e.g. wheelchair bound)? Does the student demonstrate basic safety awareness (e.g.
traffic signs, use of crossing guards)? Any questions regarding the need for transportation
services should be directed to the Director of Special Education.

Transition Services
In Kansas, the transition planning process starts with the IEP in place the year the student turns
age 14. For example, if the student’s IEP is written in October and the student will turn 14 in
December, the IEP must address the area of transition. The law puts 14 as the age in which
transition planning must take place, but does indicate it may take place sooner, if needed. Such a
case could be a student who is very much “at risk” to not stay in school until they graduate and is
already exhibiting signs of needing alternative ways of looking at their programming.
→Additional information on Transition Tools is found in Appendix C of this manual.
Post-Secondary Goals
Post-Secondary Goals must be written in terms of what the student will be doing—it is defined
as an outcome that occurs after the student has finished high school, either by exiting or being no
longer eligible for services. It is not the process of pursuing or moving toward a desired
outcome. The post secondary goals should be stated in such a way that they could measure (a)
the extent to which the student has been able to achieve what they set out to do, and (b) the
extent to which the transition services prepared the student for taking the next step.
There must also be at least two post-secondary goals for every student. There must be at least
one goal for training/education and at least one goal for employment. A goal for independent
living is only required for students where this is an issue or concern.
Examples of post-secondary goals:
➢ Training/Education: After high school, David will get on the job training to
become a farmer.
➢ Employment: After high school, David will work full-time as a farmer.
➢ Training/Education: After high school, Eric will get on the job training in an area
related to dirt bike racing.
➢ Employment: After high school, Eric will work full-time with dirt bikes.
➢ Independent Living: After high school, Eric will live in an apartment with friends.
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Course of Study
Provide a list of the classes and school activities that are available to support the post-secondary
goals. The information provided must include the instructional and educational experiences in
place to assist the student to prepare for the transition from secondary education to postsecondary life. The IEP team should ask “Where does the student want to go and what are the
expectations when they get there?” Examples:
● If the student wants to be an accountant, then s/he should be taking classes at high
school related to business and should take an accounting class;
● If a student wants to go to a 4 year college, then s/he needs to be taking classes in
high school which meet the Regents’ requirements;
● If a student wants to attend VoTech to be an electrician, then s/he should be
taking classes to prepare them for this area. The IEP team should look at the
curriculum for VoTech and help the student choose classes in high school to
prepare them for this future setting.

Assistive Technology
The Assistive Technology “Policy for Home Use” is found on the USD 418 Special Education
website as well as in Appendix D of this supplemental manual.
McCSEC is a part of the Kansas Infinitec Coalition. Infinitec stands for infinite potential
through technology. The goal of Infinitec is to advance independence and promote inclusive
opportunities for students through technology. With an Infinitec account, staff members can
explore the Infinitec website for on-demand professional development, curriculum supports and
professional learning opportunities. To create an Infinitec account, use your mcpherson.com
email address to register.
McCSEC also has an Assistive Technology (AT) team available to provide support for staff and
students. The team is comprised of a variety of different service providers throughout the
county. If an IEP team has specific questions related to the area of Assistive Technology, a
member of the AT team could be contacted. If an IEP team questions whether an evaluation in
the area of Assistive Technology is needed, the AT team leader should be contacted. A list of
individuals serving on the AT team is available on the McPherson USD 418 Special Education
website.
Digital Text
It is important to provide differentiated materials to students with disabilities, especially in the
area of access to printed material. The McCSEC digital text project provides a process to support
students with print disabilities (learning disability, visual impairment, physical disability) in the
general education curriculum. Access to resources (i.e. Infinitext, Bookshare, and Learning Ally)
is availalbe for students who qualify under copyright waiver as print disabled. These sources
provide paired audio and text, which is a best-practices model for increasing reading skills of
comprehension, decoding, and fluency while promoting independence.
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The McPherson USD 418 website under Special Education & Assistive Technology, provides a
flowchart which outlines the process for registration as well as forms to document need. It is the
responsibility of the Primary Provider to obtain signatures on the Student Policy/Permission to
Register form. School Psychologists are responsible to complete paperwork for each agency.
NIMAS files are sent from publishers to the NIMAC (National Instructional Materials Access
Center) as requested when districts order new texts. Authorized Users of the NIMAC provide
materials in accessible format (braille, large print, audio, digital) to local agencies such as
McCSEC. The authorized users for Kansas are KIRC (Kansas Instructional Resource Center for
Blind and Visually Impaired), Bookshare, Learning Ally, and Infinitext. Braille and large print
book requests for students with visual impairments are routed to KIRC through the teacher of
visually impaired. Requests for students who have a print disability due to learning disabilities
or physical disabilities or students with visual impairments who need audio or digital format
follow the process outlined in the “Digital Text flowchart” that is found in the Assistive
Technology section of the USD 418 Special Education website. Each district served by McCSEC
has a designated staff member(s) to coordinate material requests for students.

Extended School Year
The need for Extended School Year (ESY) should be based on a lack of adequate progress
toward IEP goals. In McCSEC, a variety of ESY models are used to deliver appropriate
services. The ESY models are described below.
Kindergarten-21 ESY
The need for Extended School Year services should be a data-based decision made by the IEP
team. For school-age children, the McCSEC uses either the “regression” method or DLM
eligibility to determine need for ESY services. Under the regression method, the school is not
required to provide ESY services merely because the student will benefit from them. Instead, the
IEP team should determine if the regression experienced by the student would significantly
affect his/her maintenance of skills and behaviors. McCSEC has traditionally used the guideline
of 45 days or a 9 weeks grading period as a regression standard. This means that if a student
cannot recoup his/her skills lost over the extended break during the first 45 days or 9 weeks
period, ESY would be a service the IEP team should consider. The IEP team should review the
information gathered and determine whether ESY is indicated for the student. The Primary
Provider would complete the Extended School Year form within the IEP.
McCSEC has identified the following Program Delivery Methods for school-aged ESY services.
1. Comprehensive Instruction: Designed for students who participate in the Kansas
Alternate Assessment and whose academic instruction is significantly modified. These
students require a full academic program that includes planning to meet needs in
additional areas (e.g. gross motor, fine motor, speech/language, vision, etc). Activities
during ESY cover a wide-range of skills. These services would be delivered by
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2.

3.

4.

5.

designated ESY Provider for the Comprehensive Program.
Transition to Adulthood: Designed for students to work on post-school skills, including
vocational skills. This program would include students in the 17-21 year range. These
services would be delivered by designated ESY Provider for the Comprehensive
Program.
Tutorial Services: Designed for students requiring remediation in a specific skill area
(e.g. reading or math). The student only requires ESY services for a very narrow &
specific focus. This model would be used solely with students who are eligible through
the regression method. These services would be delivered by designated ESY Provider
for Tutorial Services.
Related Services : Designed for students requiring support in a related service area.
These students need to work directly with the related service provider versus having
those skills addressed as part of another program (e.g. Comprehensive Instruction).
These services would be delivered by appropriate Related Service Provider(s).
Home Support Services: Designed for students who would benefit from continued
practice of skills but do not require an intense provision of ESY support. The special
education provider(s) would provide materials and activities for the student to use and
consultation support for the person working with the student. If parents, guardians, or an
attendant care worker, for example, would be working with the student over the summer,
this model would be appropriate to consider for practice of skills. These services would
be delivered by student’s Primary Provider.

Preschool ESY
For preschool aged students, the McCSEC utilizes different categories to document the need
for Extended School Year services. Briefly, the factors that should be considered by the
preschool IEP team include:
1. Regression/Recoupment: The IEP team must determine if without ESY services, there is
a likelihood of substantial regression in an identified area of need addressed by the IEP
caused by a school break and a failure to recover those lost skills in a reasonable time
following the school break.
2. Degree and/or Rate of Progress: The IEP team must review the student’s progress
toward the IEP goals and determine if without these services, the student’s degree or rate
of progress toward those goals, objectives or benchmarks will prevent the student from
receiving benefit for his/her educational placement during the regular school year.
3. Emerging Skills/Breakthrough Opportunities: The IEP team must review all IEP goals
and determine if any of these skills are at a breakthrough point. The IEP team must then
determine if the interruption in services and instruction on those goals, objectives or
benchmarks by the school break is likely to prevent the student from receiving benefit
from his/her educational program during the regular school year without these services.
4. Nature and/or Severity of the Disability: The IEP team must determine if without ESY
services, the nature and/or severity of the student’s disability is likely to prevent the
student from receiving benefit from his/her education program during the regular school
year.
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Incidental Benefit
It is important to remember the provision of special education services to the identified student is
foremost. Services provided must meet the needs of the identified students as stated in the IEP.
Non-identified students may access and benefit from those services; however, the focus of
services should not change to meet the needs of the non-identified student. Special education
providers should carefully consider the provision of any incidental benefit services, especially in
a pullout setting, to ensure these provisions are met. Any questions regarding incidental benefit,
should be directed to the Director of Special Education.

Specific Service Delivery Models
Class Within a Class (CWC) Framework
In McCSEC, the CWC framework is an approved model for providing special education services
to identified students. There are numerous benefits to utilizing the CWC format. Some of these
benefits include:
1. Students with disabilities are provided access to the general education curriculum and the
general education setting
2. Students with disabilities will still receive specialized instruction from certified staff
members
3. Students will have the opportunity to be taught in an intense, individualized manner
4. Greater instructional intensity and differentiated instruction
5. Teachers will learn from each other’s expertise and expand the scope of their teaching
capacity
6. Reduces negative stigma associated with pull-out programs
7. Students with disabilities may feel more connected with their peer group
It is imperative that both the core content and special education teacher(s) share the
responsibility for developing instruction, but in different roles. The core content teacher should
guide the content instruction and the special education teacher should assist with the
modifications for identified students.
Within the CWC model, it is critical that both teachers are responsible for the delivery of
instruction. This can be achieved in a variety of ways. For example, teachers could take turns on
specific days or each could be responsible for a particular piece of instruction that is delivered on
a regular basis. It is best practice for the core content teacher to provide instruction that is
specific to the content area. While one educator is teaching, it is the responsibility of the other
certified teacher to be engaged with the students, monitoring progress throughout the class,
providing opportunities for immediate reteaching of the skill or reinforcement, or 1:1 direct
instruction if the student requires it at that time.
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Paraeducators in the class should be equally as engaged during that time. Paraeducators should
be used sparingly in CWC classes as there are already two certified teachers in the classroom.
When instruction is presented in this way, the need for additional staff is lessened.
Consultative Services
Consultative service is an indirect special education service. The consultation occurs between
adults. Some examples of consultation services include: the behavior specialist consults with a
special education teacher on behavior management strategies; the SLP consults with a classroom
teacher on vocabulary acquisition strategies; or the gifted facilitator consults with a classroom
teacher on how to extend and enrich curriculum to meet student needs.
Special education services should be a team decision. However, it is important the specific
provider responsible for the consultation service provides direct input into the frequency and
duration of this service. McCSEC requires service providers maintain a log of the provision of
consultation services. The log should specify the time and date of the consultative service as
well as the focus of the consultation. It is important service providers schedule regular times to
provide the consultative services to ensure the services are provided per the IEP.

State Assessments
Two types of state assessments are used in Kansas: the General assessment and the Dynamic
Learning Map (DLM). The DLM Alternate Assessment System allows students with significant
cognitive disabilities to show what they know in ways that traditional multiple-choice tests
cannot. The DLM system is designed to map a student’s learning throughout the year. The
system will use items and tasks that are embedded in day-to-day instruction. In this way, testing
happens as part of instruction, which both informs teaching and benefits students. The DLM is
intended for a very small percentage of students in a district. Any questions regarding a student’s
eligibility for the DLM should be directed to the Assistant Director of Special Education.

Medicaid
Any time an IEP meeting is conducted, regardless of whether the child is Medicaid eligible, the
Primary Provider must complete the Parent Consent for Medicaid form. Parent signature needs
to be obtained. Because Medicaid eligibility status can change during a given school year, it is
McCSEC’s policy to have a signed consent form in place for each student served. If a child is
Medicaid eligible, the cooperative can receive additional compensation for particular services the
student may receive such as PT, OT, Speech-Language, Nursing, Social Work, and evaluation
services. Only once a student is eligible for Medicaid and reimbursement of services does the
cooperative obtain physician signature for prescription of services.
For students who are Medicaid eligible, McCSEC must report the personally identifiable
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information, such as the student’s name, social security number or other student number,
category of exceptionality, and other pertinent information to the Kansas State Medicaid billing
agency. IEP team members and McCSEC forms must indicate to parents that their refusal to
allow access to their public benefits does not relieve the public agency of its responsibility to
ensure that all required services are provided at no cost to the parents. It is recommended
Primary Providers explain the Medicaid consent form to parents by stating “This form allows the
cooperative to receive compensation for specific services your child may receive. Only if your
child is eligible for Medicaid reimbursement will this form be sent to a physician to be signed.”
There is also a Medicaid brochure available to provide to parents or for staff to use to better
explain school-based Medicaid. This brochure is available to download from the WebKIDSS
Document Library. If you would like color copies of the brochure, or have questions about
school-based Medicaid, please contact either the Records Clerk or Director of Special Education.

Students Transferring Into McCSEC
Arriving from another School in Kansas Outside of McCSEC
When a special education student transfers into McCSEC from another school in Kansas,
eligibility has already been determined and an IEP has been written. The receiving school has a
responsibility to implement the IEP and begin delivering special education services immediately.
The process is detailed below and also on the Checklist for Special Education Students
Transferring to McCSEC.
Following are the steps for this process:
1. Upon notification of student’s enrollment, the Case Coordinator contacts the McCSEC
Records Clerk to request records if the student is not coming from an agency that uses
WebKIDSS. If the student is coming from an agency that uses WebKIDSS, the Case
Coordinator contacts the McCSEC Secretary. Appropriate records are then obtained
regarding IEP services.
Note: If the IEP is not a WebKIDSS IEP, only the TIP information is
entered into WebKIDSS by the Case Coordinator. The IEP will look “blank.” If
the providers would like to run progress reports from WebKIDSS, individual
goals will need to be entered by the provider. To access the IEP, providers will
select “Display Filed Documents” and locate the transfer IEP.
2. McCSEC Secretary will notify the Case Coordinator when the student’s file has been
imported into the WebKIDSS system.
3. Case Coordinator communicates to new school & providers as to services and placement;
Case Coordinator documents this communication.
4. Student begins receiving services immediately.
5. Case Coordinator creates a New Record on WebKIDSS and enters TIP information.
Once the IEP and most recent comprehensive evaluation paperwork have been received,
Case Coordinator consults with IEP team (including parent) regarding the need for an
IEP review meeting.
Note: If the student is coming from an agency that uses WebKIDSS, the
McCSEC Secretary will notify the Case Coordinator when the student’s file has
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been imported into the WebKIDSS system.
6. If IEP Team determines changes in services or placement should be considered, an IEP
meeting shall be scheduled; Case Coordinator sends Notice of Meeting; meeting contents
and decisions are documented on Meeting Record form. (Treat this as an IEP
Amendment.)
7. Case Coordinator obtains parental consent for placement and services on the Prior
Written Notice for Identification, Initial Services, Educational Placement, Change in
Services, Change of Placement, and Request for Consent form and also obtains consent
for Medicaid on the Parent Consent for Medicaid form.
Note: The Parent Consent for Medicaid form should be submitted ASAP to the
McCSEC office. Physician consent must also be received before billing for
services may occur.
8. Primary Provider updates TIP information, and sends all IEP paperwork to the Case
Coordinator immediately.
9. Case Coordinator completes (pink) Checklist for Proper Documentation
10. Case Coordinator forwards all records, completed forms, and IEP to the McCSEC
Secretary.
Transferring from one McCSEC School to another McCSEC School
Following is the process to be used when a student moves from one school to another within
McCSEC. The Checklist for Special Education Students Transferring within or to McCSEC is
also available to reference these processes. The checklist is found within this handbook.
Following are the steps for this process:
1. Upon notification of student’s enrollment, Case Coordinator (of the new school) will
access the student in WebKIDSS and add an amendment to the existing IEP. On the
amendment IEP, the Demographics screen must be updated to reflect the new Parent
Data and new School Data.
2. Case Coordinator will update the Anticipated Services Chart to reflect the new primary
building and special education providers.
3. Case Coordinator will update the Demographics screen, if necessary, and student
transportation needs.
4. Case Coordinator will update the State Assessments screen to reflect student assessment
eligibility and necessary accommodations.
5. Case Coordinator will notify the McCSEC Secretary by email of this transfer and indicate
the TIP is ready to print.
6. The Case Coordinator will notify the special education providers of the student’s
enrollment.
7. The student begins receiving services immediately as per current IEP.
Note: If IEP team in new school believes the IEP needs to be altered, follow the stated
procedures for completing the IEP amendment process.
Transferring to McCSEC from Outside of Kansas
It is the responsibility of the Case Coordinator to obtain and review the child’s records, and
communicate with parents and school personnel information about special education and related
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services. For a child transferring into McCSEC from out of state, an initial evaluation may or
may not be needed. This decision should be made by the IEP team. The process for a student
moving into McCSEC from out of state and no evaluation is needed follows the same steps as
students arriving from outside McCSEC and within Kansas. The process for a student moving
into McCSEC from out of state and it is determined that an evaluation is needed is detailed
below and also on the Checklist for Special Education Students Transferring within or to
McCSEC.
Following are the steps for this process:
1. Upon notification of student’s enrollment, the Case Coordinator contacts the McCSEC
Records Clerk to request records regarding the most recent IEP & comprehensive
evaluation from previous school.
Note: If the IEP is not a WebKIDSS IEP, only the TIP information is
entered into WebKIDSS by the Case Coordinator. The IEP will look “blank.” If
the providers would like to run progress reports from WebKIDSS, individual
goals will need to be entered by the provider. To access the IEP, providers will
select “Display Filed Documents” and locate the transfer IEP.
2. Case Coordinator communicates to IEP team (including parents) services and placement
per current IEP information. The Case Coordinator documents this communication.
3. Student begins receiving services immediately per IEP from previous school.
4. Case Coordinator creates New Record on WebKIDSS, enters Providers & enters TIP
information. Once IEP and most recent comprehensive evaluation paperwork arrive,
Case Coordinator obtains Consent for Evaluation from parents.
5. Following the evaluation, the IEP team completes the Evaluation/Eligibility form, writes
McCSEC IEP on WebKIDSS.
6. Case Coordinator obtains parental consent for placement and services on the Prior
Written Notice for Identification, Initial Services, Educational Placement, Change in
Services, Change of Placement, and Request for Consent form and also obtains consent
for Medicaid on the Parent Consent for Medicaid form.
Note: The Parent Consent for Medicaid form should be submitted ASAP to the
McCSEC office. Physician consent must also be received before billing for
services may occur.
7. Primary Provider updates TIP information; turns in IEP and all associated paperwork to
Case Coordinator.
8. Case Coordinator completes (pink) Checklist for Proper Documentation of Initial
Placement form
9. Case Coordinator forwards all records, completed forms, and IEP information to the
McCSEC Secretary.

Suspension & Expulsion
McCSEC encourages building principals and Primary Providers to pay close attention to the 10day out of school suspension (OSS) count. When the number of OSS days for a student reaches
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6 or 7 days, building principals and Primary Providers are encouraged to convene an IEP team
meeting. The IEP team should discuss the incidents and determine if any changes are required to
better support the student. The team may discuss changes such as the addition or revision of the
Behavior Intervention Plan (BIP), change in special education services, or other supports.
Long Term Removals (Change of Placement)
It is the joint responsibility of the building principal and Case Coordinator to schedule a
Manifestation Determination Review (MDR) meeting and provide the parents with a copy of the
Notice of Meeting (10 day notice not required). The Manifestation Determination Review
meeting is conducted by the Director of Special Education. The Case Coordinator will document
the meeting and outcome on the Manifestation Determination Review form.
Expulsion
If the behavior was not a manifestation of the student’s disability, and the district expels the
student, the IEP team commitments to special education services during the expulsion period is
documented on a Meeting Record form. A Prior Written Notice for Identification, Special
Education and Related Services, Educational Placement, Change in Services, Change in
Placement, and Request for Consent form is not used in these situations. This is due to the fact
the decision was not an IEP team decision rather the special education response to an expulsion
decision made by the district. On the student’s Anticipated Services Chart, the educational
setting should be changed to a “U” to document the district’s expulsion decision.
→Information on the suspension & expulsion process is found in Chapter 13 of the Kansas
Special Education Process Handbook.

Students Transitioning Between Buildings
Good communication between buildings and providers is important to support the process of
student leaving one building and transitioning to the next one. These important transition times
include preschool to kindergarten, elementary to middle school, and middle to high school.
McCSEC encourages transition meetings, which include parents, in the planning for the move to
the next building level.
During these transition meetings, it is the responsibility of the current primary provider to
complete the necessary paperwork which includes a Notice of Meeting, and may also include a
Prior Written Notice for Identification, Special Education and Related Services, Educational
Placement, Change in Services, Change in Placement, and Request for Consent form, and IEP
amendment (if needed).
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If the student’s IEP is due to be re-written in the last 9 weeks of school, please collaborate with
the next year’s provider to coordinate goals and services. If services are listed correctly in the
annual IEP for the next school year, there will not be a need for an IEP amendment later in the
school year. If possible, the next year’s provider could also attend the annual IEP meeting and
lessen a need for a separate transition meeting.

WebKIDSS
McCSEC utilizes the WebKIDSS system for IEP development and completion of other required
special education paperwork. Using an online system allows for easy access for all providers
working with the student. WebKIDSS also allows for IEPs and other required forms to be filed
and stored in the database which provides an online, historical record of special education
services in McCSEC for the student.
The Teacher Information Page, referred to as the TIP, is the data collection piece required for
state reporting. The TIP is made up of three screens: Demographics, Dates/Ed Status, and the
Anticipated Services Chart. It is critical information on the TIP is accurately reported.
Providers gain access to the student on WebKIDSS through the Anticipated Services Chart. It is
important that the anticipated services chart reports as accurately as possible the building and
providers for the next school year. If you are unsure of next year’s provider, please select any
provider from that building for the next school year. The correct provider name can easily be
listed once caseload decisions are made for the following year. Please do not continue to list the
incorrect building and current provider for the following year.
If you have any difficulties logging in and using the WebKIDSS system, please contact the
McCSEC Secretary. If you have questions regarding the specific IEP content to enter into the
IEP on WebKIDSS, please contact either the Assistant Director or Director of Special Education.
→Additional information on WebKIDSS, including a basic overview of the program features, is
found in Appendix E of this supplemental manual.

Mileage
Mileage is paid to McCSEC staff in connection with duties in providing special education or
related services for identified students. Travel is reimbursed between activity locations. Mileage
is reimbursed at the rate set by the State of Kansas. Beginning August 1, 2017, mileage claims
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must be submitted to the McCSEC office by the 15th of each month. This will allow payroll
to include these monies in the monthly paycheck and better budget for mileage expenses. For
mileage forms, please contact the McCSEC Secretary.

Purchases
Each McCSEC employee will be issued a USD 418 Purchasing Card (PCard) for use. By
default, the PCard’s are not active. In order to make a purchase, prior approval must be granted
by the Director of Special Education. Once approved, the USD 418 Business Office will open
the PCard for the requested purchase. PCard’s are opened for one week so it is important
purchases are made in a timely manner.
Amazon Business
USD 418 has partnered with Amazon Business for Education in the creation of a centralized
Amazon Business for Education USD 418 account that allows you to shop on Amazon.com while
using your District purchasing card (PCard). The goal is to simplify the purchasing process while
increasing cost saving considerations for the District and allow you to take advantage of
Amazon’s wide selection and competitive pricing. The District’s purchases are exempt from
Kansas sales tax.
Each McCSEC employee will need to set up an Amazon Business account for purchasing.
Requests for the link for an Amazon Business account are made to the USD 418 Business Office.
This Amazon Business account must be tied to a mcpherson.com email address and must be
separate from a personal Amazon account. If you have a personal Amazon account tied to the
mcpherson.com email address, you are required to change the personal Amazon account over to
a new email address. The USD 418 Business Office can provide the steps to complete the
process.
Park Warehouse
USD 418 provides Park Warehouse as a source for school and business supplies. The annual
Park Warehouse budget for staff members is $40. A catalog of items is available on the
McPherson USD 418 website>>Staff Only>>Park Warehouse Catalog. McCSEC staff may
also purchase items through the website. Go to Staff Only>>Park Warehouse Requisition. If
assigned to a USD 418 building, select the appropriate building. If assigned within the county,
please select the Central Office. Complete the form for the requested items.
Walmart
Tax-exempt cards for Walmart are available from the McCSEC Secretary. Please present the
tax-exempt cards to the cashier prior to the beginning of the transaction.
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Guidelines for IEP Teams Transferring Students to a McCSEC
Life Skills Classroom
(for students with significant developmental needs)

The vision of the Life Skills classroom is to teach students with multiple disabilities the essential
skills to ensure they may live as independently as possible in the future and ensure the greatest
quality of life experiences. The academic and curriculum focus in this classroom differs from
other special education programs. IEP goals, along with functional academic and life skills
curriculum, is primarily used to teach students. Students placed in this program are learning
from the extended standards and are not exposed to the same general education standards as
peers. A decision to place a student in this program places them on a different academic track.
Prior to consideration for placement in a McCSEC Life Skills classroom, the student’s IEP team
shall ensure that the student is/has the following:
● medically fragile;
● nonverbal or has limited expressive language;
● severe cognitive impairment;
● need for functional educational program based on the Extended Standards; and
● multiple therapies.
IEP teams shall not consider placement of a student in a McCSEC Life Skills classroom based
only upon any single criteria from the following:
● special education identification category (exceptionality category)
● syndromes
● moderate or higher cognitive ability
● emotional disturbance
● autism only
● access to resources, materials, personnel
Following are steps that will guide IEP team decision-making.
1. An IEP is written to deliver appropriate services in the least restrictive environment.
2. If consideration of change of placement includes a McCSEC Life Skills classroom and
movement to another school*, the Case Coordinator of the sending school contacts the
Case Coordinator at the receiving school about the change of placement option being
explored. The appropriate classroom teacher shall be invited to consult with the IEP
team.
3. A meeting of the IEP team is scheduled. The team, along with the Case Coordinator and
teacher from the McCSEC Life Skills classroom, meets to discuss the student’s case,
reviews the IEP, and considers and determines whether a change of placement is
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appropriate and necessary. Although each step along the continuum shall be considered,
the IEP team will make service and placement decisions based upon the individual needs
of the student.
4. If a change of placement is warranted, the IEP team makes the appropriate changes in the
IEP and makes arrangements necessary for a smooth transition.
* If the change of placement includes a change to a different school building and/or district,
the Director of Special Education and building principal (of the receiving school) will be
involved in the discussion and decision-making process. The Case Coordinator is responsible
for communicating information about the case to the Director.
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Guidelines for IEP Teams Transferring Students to a McCSEC
Functional Academic Skills Classroom
(for students with significant academic needs)

The vision of the Functional Life Skills classroom is to teach students with mild to moderate
Intellectual Disabilities the essential skills to ensure they may live as independently as they can
in the future. The academic and curriculum focus in this classroom differs from the more
traditional interrelated classroom. A functional based curriculum is primarily used to teach
students. Students placed in this program are learning from the extended standards and are not
exposed to the same general education standards as peers. A decision to place a student in this
program places them on a completely different academic track.
The following defines some key academic features of the Functional Academic Skills program:
● Math
○ Primary focus is placed on life skills math, such as: learning and understanding
varying concepts of time, money, measurement, and real-world problem solving
(i.e. buying groceries, eating at a restaurant, i.e.).
● Language Arts
○ Primary focus is placed on real-world reading and writing skills. Reading is often
taught through a sight-word based approach (survival sign community words,
food and/or restaurant words). Comprehension skills are taught using everyday
topics and materials like newspapers, schedules, cooking instructions, etc. to read
and interpret.
● Pre-Vocational Skills (ACE - Accessing Career Explorations)
○ ACE is a class that combines academic learning with real life application
situations and the opportunity to learn positive work habits that will translate to
academic success and later in life success when the student leaves school.
Students also will have a chance to learn about their likes and dislikes and how
that applies to tasks or jobs they may pursue in the future. The focus of the class
is not to teach a job, but to use real life examples as a way to learn skills in a
context and thereby strengthen learning.
● General Education curriculum
○ Modifications to the curriculum are implemented so that expected learning
outcomes and work are appropriate to the student’s level of functioning. This
includes focusing on key concepts in order for Social Studies and Science content
to be more appropriate and meaningful for the student.
Prior to consideration for placement in a McCSEC Functional Academic Skills classroom, the
student’s IEP team shall ensure that the student is/has the following:
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●
●
●
●
●

Difficulty generalizing adaptive and academic skills across settings;
Limited expressive/receptive language skills;
Cognitive impairment;
Need for functional educational program; and
Below average adaptive skills.

IEP teams shall not consider placement of a student in a McCSEC Functional Academic Skills
classroom based only upon a single criteria from the following:
● special education identification category (label);
● syndromes;
● moderate or higher cognitive ability;
● emotional disturbance;
● autism only;
● access to resources, materials, personnel.
Following are steps that will guide IEP team decision-making.
1. An IEP is written to deliver appropriate services in the least restrictive environment.
2. If consideration of change of placement includes a McCSEC Functional Academic Skills
classroom and movement to another school*, the Case Coordinator of the sending school
contacts the Case Coordinator at the receiving school about the change of placement
option being explored. The appropriate classroom teacher shall be invited to consult with
the IEP team.
3. A meeting of the IEP team is scheduled. The team, along with the Case Coordinator and
teacher from the McCSEC Life Skills classroom, meets to discuss the student’s case,
reviews the IEP, and considers and determines whether a change of placement is
appropriate and necessary. Although each step along the continuum shall be considered,
the IEP team will make service and placement decisions based upon the individual needs
of the student.
4. If a change of placement is warranted, the IEP team makes the appropriate changes in the
IEP and makes arrangements necessary for a smooth transition.
* If the change of placement includes a change to a different school building and/or district,
the Director of Special Education and building principal (of the receiving school) will be
involved in the discussion and decision-making process. The Case Coordinator is responsible
for communicating information about the case to the Director.
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Guidelines For IEP Teams Transferring Students to and from a McCSEC
Personal Awareness With Support (PAWS) Classroom
(for students with Autism Spectrum Disorders)

The vision of the PAWS program is to provide an appropriate level of support to assist students
and teach independent skills needed to be successful in an inclusive educational environment.
With increased skills, students will be able to function more independently. Class schedules will
include a combination of general education classes, special education classes and a social skill
class determined by the student’s academic needs. The PAWS program provides intensive
social-emotional skill instruction, consistent routines and expectations, and opportunities for
real-life application of social-emotional skills.
Prior to consideration for placement in the PAWS classroom for students with autism, the
student’s IEP team shall ensure all of the following
● the student has an IEP;
● the student is (or will be) in the 6th through 12th grade;
● the student has been identified as a student with Autism or shows strong indication of an
Autism Spectrum Disorder as evidenced by a positive screening;
● a current social skills checklist has been completed by multiple team members and the
student demonstrates low scores across at least 2 areas;
● the Autism Specialist has been consulted and involved in the case; and
● all service and placement options have been explored and considered.
The recommendation of the Autism Specialist must be considered when IEP teams are
deliberating placement options that include a student moving to a classroom for students with
autism.
Following are steps that will guide IEP team decision-making.
1. An IEP is written to deliver appropriate services in the least restrictive environment.
Social skill instruction is included in the student’s IEP and consistently provided to the
student. Consultation with the Autism Specialist is occurring. All less restrictive service
and placement options have been exhausted.
2. If consideration of change of placement includes movement to another school*, the Case
Coordinator of the sending school contacts the Case Coordinator at the receiving school
about the change of placement being explored.
3. A meeting of the IEP team is scheduled. The team, along with a representative from the
school housing the PAWS classroom (if a different building), meets to discuss the
student’s case, review the IEP, and consider and determine whether a change of
placement is appropriate and necessary. Although each step along the continuum shall be
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considered, the IEP team will make service and placement decisions based upon the
individual needs of the student.
4. If a change of placement is warranted, the IEP team makes the appropriate changes in the
IEP and makes arrangements necessary for a smooth transition.
* If the change of placement includes a change to a different school building and/or district,
the Director of Special Education and building principal (of the receiving school) will be
involved in the discussion and decision-making process. The Case Coordinator is responsible
for communicating information about the case to the Director.
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Guidelines for IEP Teams Transferring Students to and from a McCSEC
Positive Behavior Supports Classroom
(for students with significant emotional and/or behavioral needs)

The vision of the Positive Behavior Supports (PBS) classroom is to teach students the emotional
regulation and social interaction skills needed to be successful in an inclusive educational environment.
The PBS program provides a highly structured, emotionally supportive, and safe classroom environment
for students while targeting each student’s individual emotional and/or behavior needs.
Prior to consideration for placement in a McCSEC Positive Behavior Supports classroom, the student’s
IEP team shall ensure all of the following:
● the student has an IEP;
● the student has been identified as a student with Emotional Disturbance or other severe behavioral
issue;
● a current Functional Behavior Assessment (FBA) has been completed;
● a Behavior Intervention Plan (BIP) based upon a current FBA has been implemented;
● the Behavior Specialist has been consulted and involved in the case; and
● all service and placement options have been explored and considered.
The recommendation of the Behavior Specialist must be considered when IEP teams are deliberating
placement options that include a student moving into or out of a PBS classroom.
Following are steps that will guide IEP team decision-making.
1. An IEP is written to deliver appropriate services in the least restrictive environment. An FBA
and BIP are in place (updated and current as appropriate). Consultation with the Behavior
Specialist is occurring. All less restrictive service and placement options have been exhausted.
2. If consideration of change of placement includes movement to another school*, the Case
Coordinator of the sending school contacts the Case Coordinator at the receiving school about the
change of placement being explored.
3. A meeting of the IEP team is scheduled. The team, along with the Case Coordinator and teacher
from the McCSEC Positive Behavior Skills classroom, meets to discuss the student’s case, review
the IEP, and consider and determine whether a change of placement is appropriate and necessary.
Although each step along the continuum shall be considered, the IEP team will make service and
placement decisions based upon the individual needs of the student.
4. If a change of placement is warranted, the IEP team makes the appropriate changes in the IEP and
makes arrangements necessary for a smooth transition.
* If the change of placement includes a change to a different school building and/or district, the Director
of Special Education and building principal (of the receiving school) will be involved in the discussion
and decision-making process. The Case Coordinator is responsible for communicating information about
the case to the Director.
This same process will be used when determining movement of services and placement both “up and
down” the continuum, to and from the McCSEC Positive Behavior Supports classroom.
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Checklist for IEP Teams Considering Positive Behavior Supports (PBS)
Classroom Placement
The following items should serve as a guideline when students are being considered for placement in a
McCSEC Positive Behavior Supports classroom for students with significant emotional and behavioral
needs.
1.

_____

The student has been identified as having an Emotional Disturbance, as per special
education eligibility, or has other severe behavior issues.

2.

_____

The Case Coordinator of the student’s home school has consulted with the Case
Coordinator assigned to the school housing the PBS classroom.

3.

_____

A meeting of school personnel from both schools to explore the PBS classroom option
has been held. Persons attending this meeting must include the principal from each
building, the Case Coordinator from each building, the student’s primary provider, the
PBS classroom teacher, the Behavior Specialist, and the Director of special education.
The purpose of this meeting is to review the placement guidelines and determine if
placement is an appropriate option. At this meeting, no decisions will be made
regarding student services or placement. This is not an IEP meeting.

4.

_____

The student has been receiving special education services for at least two-thirds (2/3) of
the school day. Special education services include but are not limited to resource room,
“class-within-a-class,” paraeducator support in general education.

5.

_____

The IEP team has considered the intensity level of the child’s behaviors and the
interventions necessary to modify the child’s behavior.

6.

_____

The most recent evaluation is comprehensive.

7.

_____

A functional behavioral assessment (FBA) has been conducted and there is evidence
that the recommendations from the assessment have been implemented.

8.

_____

The Behavior Specialist has been involved in the case and has participated in the
development of a behavior intervention plan.

9.

A behavior intervention plan has been implemented over a time-span long enough to
expect changes in behavior.

10.

_____

The Behavior Specialist has provided a verbal and/or written recommendation
concerning appropriate placement.

11.

_____

The IEP team has determined that a PBS classroom is the most appropriate and least
restrictive environment for the student. Whenever an IEP team considers this option,
the team must include the Director of Special Education, the Behavior Specialist and
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the building’s Case Coordinator. The following people from the school housing the
PBS classroom should also be in attendance: the principal, Case Coordinator,
classroom teacher.
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Guidelines for IEP Teams Transferring Students to and from the Transitional
Learning Center (TLC)
The McPherson County Special Education Cooperative, Reno County Special Education Cooperative
(RCEC), and Hutchinson Public Schools collaborate to provide a special purpose day school for students
with serious emotional disturbance who are unable to function successfully in regular school settings and
in lesser restrictive environments. RCEC employs the staff and administers the program. Following is
information about the referral process and admission.
Referral Process
It is McCSEC policy when IEP teams are considering the Transitional Learning Center (TLC) as an
educational placement option for a student, the Case Coordinator contacts the TLC liaison for McCSEC
and Director of Special Education.
The IEP team must ensure that a recent Functional Behavioral Analysis (FBA) has been completed and a
Behavior Intervention Plan is in line with data collected during the FBA process. There is a fine line
between being too quick or delayed when considering Transitional Learning Center as an educational
placement option for students. In order for the student to have the most appropriate educational services,
the IEP team (including the Behavior Specialist) and Case Coordinator are encouraged to contact the TLC
liaison for McCSEC and Director of Special Education early in the consideration process. IEP teams are
encouraged to use the guidelines below in their considerations.
TLC Placement Considerations
It is McCSEC policy to use Transitional Learning Center as a service/placement option on the continuum
of special education services for the following:
● students identified with Emotional Disturbance or other severe behavioral issues,
● students transitioning from another day school, or
● students previously enrolled in Transitional Learning Center.
The following are TLC guidelines, developed by the special education directors from McCSEC, RCEC
and Hutchinson Public Schools.
1. The student has been identified as a student with a disability and has severe behavioral issues that
interfere with his or her ability to be educated in a less restrictive environment.
2. The student is at least in 3rd Grade and his/her chronological age is no more than 21 years.
3. The student has been receiving special education services at least 2/3 of the school day, the
school’s resources have been utilized and remedies, at this level, have been exhausted. In
addition, it has been determined that the student requires greater structure in which to learn.
4. The student’s IEP team has determined that the day school is the most appropriate and least
restrictive placement for the student. Data supportive of this decision may include, but are not
limited to the following:
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a. A Functional Behavior Analysis (FBA) has been completed and all resulting
recommendations exhausted in the regular school setting.
b. A Positive Behavior Intervention Plan (BIP) is currently in place.
c. A recent reevaluation has been completed.
5. The school district within which the student resides is able to substantiate that the student cannot
be educated in a regular school setting.
6. If the student has a history of violence, special consideration will be made in order to ascertain
the magnitude of this problem with regard to the appropriateness of a placement at Transitional
Learning Center.
7. The home district shall be responsible for developing the IEP that indicates the least restrictive
environment is Transitional Learning Center.
Transitional Learning Center will annually develop a school calendar. Students attending Transitional
Learning Center will follow this calendar.
When the student has made significant behavioral progress and sustained positive behaviors over time,
TLC staff will contact the TLC liaison for McCSEC and Director of Special Education. A meeting will
be conducted to determine the most appropriate, gradual reintegration plan back to a less restrictive
educational setting.
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Guidelines for IEP Teams Considering a Referral for Auditory Processing
Disorder (APD) Testing
McCSEC has adopted the following procedure for requesting an Auditory Processing Disorder
evaluation. When referring for Auditory Processing Disorder testing, the following must occur before the
referral.
1.

The student’s educational team must state clearly and in detail what benefit or change in
programming/modifications would result from an APD diagnosis.

2.

If there would be no change in programming/modifications or no benefit, the student should not
be referred.

Student Criteria
● Be at least 7 years old or older.
● Have English as his/her primary language.
● Have passed a hearing screening within the year.
● Have an IQ of 85 or higher.
● Have had a recent psychoeducational assessment (within one year) to determine presence/absence
of LD (Learning Disability), ADHD (Attention Deficit Hyperactivity Disorder), or emotional
problems. The evaluation should also determine performance related to cognitive ability.
● Have had a recent speech and language assessment (within one year), specifically looking at
listening skills.
● Have intelligible speech.
● Be able to follow directions and complete the APD testing.
● Have a classroom observation completed by each of the student’s academic teachers on the
Children’s Auditory Performance Scale (CHAPS) or Screening Instrument For Targeting
Educational Risk (SIFTER).
Auditory Processing Disorder testing and/or diagnosis should be considered only after comprehensive
evaluations for LD, ADHD, and speech-language disorder have been conducted and considered. The
psychoeducational and speech/language assessments should be conducted and considered prior to
referring for APD testing, not concurrently.
Referral Information Needed
Several pieces of information need to be included with the referral for APD testing. The following
information should be included with the referral:
1.

Notes from the Individual Educational Plan (IEP) meeting which state clearly and in detail why
the student is being referred for an APD evaluation. The information needs to be
comprehensive.

2.

Include the psychoeducational, speech/language assessment, and classroom observation
reports. The classroom observation inventory (CHAPS and/or SIFTER) should be completed
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by each of the student’s teachers. The name of the teacher, subject area and type of classroom
(open vs. closed) should be recorded at the top of the CHAPS and/or SIFTER form.
3.

List any exceptionality the student has, including ADHD.

4.

Indicate whether or not the student is taking medication for any medical condition(s), including
ADHD. A student who is taking medication for ADHD but has not taken it the morning of the
testing, will be rescheduled.

5.

Indicate what special classes the student attends and for how much of the student’s day those
classes represent.

6.

Indicate what modifications are being made for the student at present.

Important Information for Parents
Testing for APD will not be considered unless the student meets the requirements as listed, testing for
LD, ADHD, and speech/language disorder have been completed, and there is strong justification for the
referral. If a student takes medication for ADHD, medications must be taken the day APD testing is
scheduled. Testing will be rescheduled if medication has not been taken. All testing for APD will be
conducted in the morning, when the student is the most alert.
(Adapted from “Houston Guidelines for Referral for APD Evaluation”, Marilyn Kent, Educational
Audiologist, Cypress-Fairbanks School District, Houston, Texas, Educational Audiology Review,
Summer 2002.)
If a referral is needed and recommended by the IEP team after the above requirements have been met, the
team must complete the Auditory Processing Referral Form and all applicable materials must be
forwarded to the McCSEC Audiologist.
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APPENDIX B
IEP
Development
Support
Materials
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McCSEC Forms Available on WebKIDSS
Excusal from Attendance at IEP Meetings of
Required IEP Team Members

Used to obtain both parent and LEA representative
consent to excuse a required IEP team member
from the annual meeting.

Manifestation Determination Review

Used to document the process and outcome of a
manifestation determination review meeting.

McCSEC IEP Paperwork

Identifies the required paperwork to submit to CO
for an annual IEP meeting and IEP amendment
meeting.

Meeting Record

Used to document the conversation in a special
education meeting; used to document information
shared at an IEP meeting that does not belong
within the IEP itself.

Notice of Meeting

Used to inform parent of upcoming special
education meeting dates, meeting purpose, and
attendees.

Parent Consent for Release of Information and
Medicaid Reimbursement

Used to gain parent consent to allow McCSEC to
bill for any reimbursable services provided to
Medicaid eligible students.

Parent Rights in Special Education
(Procedural Safeguards)

Outlines the rights of parents in special education.

Physician Authorization for Medicaid Billing

Used to obtain physician authorization for
reimbursable services provided to Medicaid
eligible students.

Prior Written Notice for Evaluation &
Reevaluation and Request for Consent

Used to obtain parental consent to conduct an
initial or reevaluation. Outlines what areas will be
reviewed and/or assessed as part of the evaluation
process.

Prior Written Notice for Identification, Initial
Services, Educational Placement, Change in
Services, Change of Placement, and Request for
Consent

Used to obtain parental consent to identify
students for special education services, describe
special education services to be provided, and
make any changes to a service and/or educational
placement.

Revocation of Consent for All Special Education
and Related Services

Used to document parent request for all special
education and related services to cease.

Revocation of Consent for a Particular Special
Education and Related Services

Used to document parent request for a particular
special education and related service to cease.

Summary of Performance & Recommendations

Used when students age out of special education
services. Summarizes the post-secondary goals
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and outlines any recommendations for postsecondary education and/or employment.
Termination of All Special Education Services,
Related Services, Supplementary Aids and
Services and/or Placements

McCSEC’s response to parent request to cease all
special education, related, and supplementary aids
& services and/or placements.

Termination of a Particular Special Education
Services, Related Services, Supplementary Aids
and Services and/or Placements

McCSEC’s response to parents’ request to cease a
particular special education, related, and
supplementary aids & services and/or placements.
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Please keep this document CONFIDENTIAL - FOR STAFF USE ONLY
________________________________________________________________________

McCSEC IEP Snapshot
Student:
Primary Provider:
Goal(s):

Exceptionality:

IEP Due Date:

Strengths:

Areas of Need/Other Helpful
Information:

SPED Services:

Health Needs:

Accommodations:

Modifications:

Positive Behavior Supports/Behavior Intervention Plan:

If you have questions or concerns, please contact the primary provider.
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Tools for Determining Present Levels of Academic Achievement & Functional
Performance
Domain

Tool or Source

Health/Physical

School nurse
PowerSchool hearing/vision record
Cumulative file – info about health conditions
Parent questionnaire
Student interview
Doctor reports
Productivity/Performance rating scales
Daily Behavior Report Card (attention, etc.)

Social/Emotional
Behavior

Productivity/Performance rating scales
Behavior monitoring data
Observation – classroom, recess, lunch, hallway
Teacher interview
Teacher/Parent Questionnaire
Student Interview
Behavior assessment rating scales
Discipline records/logs
Functional Behavior Analysis
Sensory Profile
Prairie View records/reports
Task Analysis
Academic Performance Rating Scale (APRS)
Attitude Surveys

Academic

Productivity/Performance rating scales
Teacher interview
Teacher/Parent Questionnaire
Brigance Comprehensive Inventory of Basic Skills
Curriculum-Based Measurement (rate of learning)
Curriculum Based Assessment (accuracy)
Informal Reading Inventories
Classroom Observations
Gradebook records (# assignments completed,
median test scores, etc.)
Running records
Error analysis – reading passages, writing samples
Evaluation reports
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Parts of an IEP Goal
Behavior

What do you expect the student to do?
● Must reflect skills learned by the student
● Is focused on what the student is doing/performing and is almost always
an action verb.
Examples: Sarah will read, John will correctly solve, Matt will return completed
homework, Scott will initiate interactions with peers

Condition

Under what conditions do we expect the student to perform the stated behavior?
● Using what materials?
○ 8th grade CBM reading fluency probe, Dolch sight words
● In what setting?
○ in the gen ed classroom, on the playground, during transition
times
● Under what specific conditions?
○ when given a story prompt, when presented with double-digit
addition problems
● With how much support or assistance?
○ independently, with a physical prompt, with no more than 2
verbal prompts

Criteria

What level must the student achieve to meet the goal?
● Make the goal challenging but realistic
● Use baseline performance to guide decision
Examples: Read 85 wpm on 3 successive CBM probes, score 3.0 on the 6-trait
writing rubric in the area of organization on 2 writing samples, complete real-life
math story problems with 80% accuracy on 3 probes

Timeframe

Typically one year
Examples: In 36 weeks, in one IEP year, by 3/24/18

Goal Example

In 36 weeks, when given a 5th grade level math calculations probe in the special
education setting, John will score 40 correct digits as measured on 3 successive
math probes.
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APPENDIX C
Transition
Tools
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Indicator 13 Transition Questions
Each year, McCSEC is audited on the accurate completion of the transition planning section of
student IEPs. The following questions are included in the audit process. Please ensure the
transition planning section for the IEP adequately answers these questions. If you have any
questions regarding the completion of the transition planning section of the IEP, please contact
the McCSEC Transition Coordinator.
1. Are there appropriate measurable postsecondary goals in the areas of training, education,
employment, and, where appropriate, independent living skills?
2. Are the postsecondary goals updated annually?
3. Is there evidence that the measurable postsecondary goals were based on age appropriate
transition assessment(s)?
4. Are there transition services in the IEP that will reasonably enable the student to meet his
or her postsecondary goals?
5. Do the transition services include courses of study that will reasonably enable the student
to meet his or her postsecondary goals?
6. Is (are) there annual IEP goal(s) related to the student’s transition service needs?
7. Is there evidence that the student was invited to the IEP meeting where transition services
were discussed?
8. If appropriate, is there evidence that a representative of any participating agency was
invited to the IEP meeting with the prior consent of the parent or student who has reached
the age of majority?
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Sample Transition Activities/Strategies
Introduction
The sample activities and/or strategies in each of the following transition areas on the following
pages are only a partial listing of the many activities that an IEP team could recommend and put
into the statement of needed transition services. In developing the activities in the statement of
needed transition services, it should be kept in mind that the area in which the activity/strategy is
listed is not what is most important. What is most important is making sure that all of the critical
activities/strategies are identified and listed in one of the seven areas.
The specific listing of activities and/or strategies must be individualized for each student based
upon their needs, preferences, personal interests, and desired post-school goals. Not all of the
example activities/strategies will apply to any one student. It should also be remembered that the
listing of all of the activities/strategies cannot be completed during the next 12 months nor
completed by only school staff. This statement is a long-range plan for post-school adult life
and, when combined, all of the activities reflect all of the things that should be done to help the
student prepare for and make the move into whatever they choose to do when they leave the
school system. While only some of the most important activities and/or strategies must be
reviewed and refined each year based upon what has been accomplished, the current and
projected future needs of the student, and emerging student preferences and interests must be
continually considered.

BEING REALISTIC
For many young adults with disabilities, it could be said “they don’t know what they want to
do,” or “they are not realistic.” Below are some suggestions for dealing with these common
concerns.
“Not knowing what one wants to do”
● Students need to experience and see how academic studies relate to possible future
careers. Many young adults, regardless of whether they have a disability, do not know
what they want to do after high school. That is precisely why students, beginning at an
early age, should be encouraged to talk about possible future life roles. Students need to
be given numerous opportunities to try out various roles and future life options in real life
settings. They need to experience academic studies related to careers. All students need
these experiences, but they are especially crucial for students with disabilities.
● Leaving this issue to the “last minute” almost assures the many students will not receive
needed educational and post-school programs, experiences or services. Students who
have not had appropriate high school coursework, educational experiences related to their
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post-school goals and transition planning are less likely to experience meaningful postschool goals (Colley & Jamison, 1998).
“Being realistic”
● Not being realistic about possible career or life choices is not unique to students with
disabilities. Many young people dream about possible future careers and lives that
include playing in the NBA or NFL, or being a test pilot or a glamorous model. That
type of dreaming is part of being an adolescent and young adult and may, in fact, be
actualized for some young people with proper cultivation of skills, abilities and
opportunities. Young people need to learn about options for financial aid and supports
available at colleges and universities.
The role of educators is to help students “find their dreams”—to provide opportunities to
discover for themselves what they can do, cannot do, or could possibly do with further education
or training. Schools and families need to provide students, early and throughout their school
career, with programs and experiences that allow multiple opportunities to explore careers and
life experiences based on their expressed interests. Through well-designed experiential
community exploration and work-based or activities, many youth with disabilities will discover
for themselves what is, and is not, realistic.
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FUNCTIONAL VOCATIONAL EVALUATION
A functional vocational evaluation is an assessment process that provides information about job
or career interests, aptitudes, and skills. Information is gathered through situational assessments
in the setting where the job is performed. This can include observations, formal or informal
measures, and should be practical. Information gathered through a functional vocational
assessment can be used to refine educational experiences, courses of study, and employment
activities/strategies in the statement of needed transition services.
1.

Participate in a community-based situational vocational assessment program.

2.

Develop a vocational profile based on functional information.

3.

Provide opportunities for job sampling in the community in the ___ grade.

4.

Contact agencies that provide functional vocational assessments in the community.

5.

Meet with employers to develop a situational vocational assessment site in the
community related to the student’s interest in _________________.

6.

Collect functional information regarding the student’s vocational interests and
abilities.

7.

Complete CHOICES or Bridges computer program to determine vocational interests.

8.

Meet with school counselor to affirm vocational interests and align graduation plan to
need.

9.

Refer to appropriate professional to conduct a comprehensive vocational evaluation.

10.

Conduct formal aptitude tests such as VALPAR and WRIOT.

11.

Use existing functional information about the student to develop functional
assessments.
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POST-SCHOOL ADULT LIVING
Activities/strategies listed in this area emphasize activities/strategies that focus on adult life
skills. These are generally those activities that are done occasionally such as registering to vote,
filing taxes, obtaining a driver’s license, renting or buying a home, accessing medical services,
obtaining and filing for insurance, planning for retirement, an accessing adults services such as
Social Security.
1.

Collect information regarding the student’s desired residential life beyond high school
and a residential postsecondary educational setting.

2.

Register to vote and learn about the election process.

3.

Register for the draft and learn about public service obligations/opportunities.

4.

Obtain a driver’s license.

5.

Obtain assistance to complete a tax return.

6.

Explore insurance issues/needs.

7.

Explore guardianship issues and estate planning.

8.

Apply for disability card for reduced fees with public transportation.

9.

Obtain assistance on management of financial resources and legal issues.

10.

Learn about managing/maintaining/performing simple repairs on a home and \
obtaining modifications/accommodations.

11.

Contact the Center for Independent Living for information about self-advocacy.

12.

Learn about ways to purchase/lease a car and maintain vehicle or obtain
modifications.

13.

Open a bank account and manage finances/budget/bills.

14.

Apply for credit cards and manage personal debt.

15.

Apply for housing assistance (HUD)

16.

Apply for consumer education on home buying and informed decision-making.

17.

Visit adult service providers in the community.

18.

Learn about expectations for eating in restaurants.

19.

Obtain information on managing personal health and fitness.

20.

Meet with a social worker to discuss interpersonal skill development.

21.

Plan for vacation/leisure activities.

22.

Learn about a personal planning process.
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23.

Learn about consumer skills, rights, and responsibilities.

24.

Join the local YMCA, YWCA, health club, or community recreation center.

25.

Obtain information about financial planning and investing.

26.

Contact the Commission for the Blind/Visually Impaired to obtain training on
independent living.
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DAILY LIVING SKILLS
Daily living skills are those activities that adults do almost every day. These can include such
things as preparing meals, budgeting, maintaining a residence, paying bills, raising a family,
caring for clothing, and/or personal grooming.
1.

Visit community agencies that provide daily living skills training to adults.

2.

Develop a contact list of agencies that provide residential supports in this county.

3.

Meet with and interview adults with disabilities and their families who are receiving
residential supports.

4.

Register with the Division of Developmental Disabilities (DDD).

5.

Contact a DDD case manager to be placed on the residential service waiting list.

6.

Visit/tour a variety of adult housing options with supports.

7.

Develop a network of informal supports (i.e., friends, neighbors, etc.).

8.

Explore possible technology and adaptive assistance.

9.

Develop emergency procedures for use at home.

10.

Take course in foods, family life, child development, and life management.

11.

Understand directions for taking medications.

12.

Select a primary care physician and dentist.

13.

Schedule and keep medical appointments.

14.

File taxes.

15.

Take childcare classes.

16.

Take a cooking class.

17.

Sign up for utilities (i.e., gas, water, electric, telephone, cable, etc.)

18.

Learn to operate a washer and dryer.

19.

Enroll in prenatal care classes.

20.

Visit a local care dealer to determine whether to buy or lease a car.

21.

Prepare an initial housing budget (e.g., down payment, furniture, utilities, etc.).

22.

Cost compare for household item (e.g., appliances, linens, etc.).

23.

Meet with a doctor to discuss birth control/family planning options.

24.

Manage daily time schedule.

25.

Open a checking/savings account.
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26.

Manage money and pay bills.

27.

Meet with a family financial planner.

28.

Listen to the weather forecast to plan daily/weekly outings.

29.

Develop a personal fitness routine.

30.

Obtain a bank ATM card.

31.

Visit a bank to discuss a car or school loan.

32.

Meet with a potential landlord.

33.

Investigate local insurance companies for automobile and rental or homeowner’s
insurance.

34.

Maintain a home or residence interior and exterior.

35.

Purchase food and prepare meals.

36.

Purchase clothing and learn how to care for clothes.

37.

Learn about physical and personal care of children.
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COMMUNITY EXPERIENCES
Activities/strategies listed in this area emphasize activities/strategies that are generally provided
outside the school building that prepare the student for participation in community life. These
activities should encourage the student to participate in the community, including government,
social, recreational, leisure, shopping, banking, transportation, and other opportunities.
1.

Collect information regarding the student’s desired postsecondary community
involvement.

2.

Learn about and visit potential places in the community to shop for food, clothes, etc.

3.

Investigate opportunities for socialization training in the community.

4.

Investigate youth volunteer programs at the library.

5.

Investigate youth volunteer program at the hospital.

6.

Investigate participation in community sports teams or organizations (e.g., softball,
bowling, etc.)

7.

Join a community recreation center or YMCA.

8.

Learn about the community theater group.

9.

Learn about the community symphonic organization.

10.

Investigate participation in the community arts council.

11.

Learn about the community horticultural club.

12.

Learn about the community historical preservation society.

13.

Identify different living/housing options.

14.

Tour apartment for rent.

15.

Investigate participation in community civic and social organizations (e.g., Lions
Club, Rotary, Elks, Kiwanis, etc.)

16.

Investigate participation in church/temple or social recreational events.

17.

Obtain a state identification for driver’s license.

18.

Register to vote.

19.

Join a community team or organization (e.g., church group, self-advocacy club.
Toastmasters, Alcoholics Anonymous, bowling league, etc.)

20.

Learn to ride a skateboard, roller blade, bike or other outdoor activity.

21.

Visit the mall and food court with a provider; identifying stores and meals of choice.
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22.

Register with the selective service.

23.

Observe a courtroom or jury duty process.

24.

Determine transportation options within the community (e.g., city bus, taxi, Dial-aRide, Red Cross, Safe Ride, carpool, etc.)

25.

Attend “Open Mic Night” at a local coffee shop.

26.

Attend and participate in local government activities (e.g., council meetings, school
board meetings, city/council public hearings, etc.)

27.

Participate in age appropriate social activities (e.g., dances, dating, concerts, sporting
events, etc.)

28.

Open a bank account.

29.

Request a volunteer center directory to research and select a site of interest.
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INSTRUCTION
Activities/strategies listed in this area have to do with “instruction,” whether that is formal or
informal imparting of knowledge or skills. The activities/strategies can include, but not be
limited to such things as:
● Broad curricular areas of needed coursework, educational experiences, skill training, etc.
● Activities/strategies that are necessary to prepare for and take part in college, continuing
education, further skill training, adult living, etc.
Activities/Strategies:
1. Collect information regarding the student’s desired postsecondary educational
involvement.
2. Visit college campuses and meet with student support services.
3. Consider enrollment in a tech-prep program with supports for _______ grade.
4. Consider enrollment in a cooperative education course for the ____ grade.
5. Learn about Section 504 of the Rehabilitation Action and Americans with Disabilities
Act.
6. Explore admission requirements for possible part-time enrollment at a
Vocational/Technical School.
7. Learn about the process for accessing apartments for rent.
8. Obtain information on continuing and adult education opportunities.
9. Learn about the Americans with Disabilities Act.
10. Learn about students’ rights under IDEA and Section 504 of the Rehabilitation Act.
11. Enroll in Self-Advocacy/Self-Awareness Studies in the ____ grade.
12. Enroll in a career selection course in the _____ grade.
13. Enroll in an adult living course in the ______ grade.
14. Enroll in an internship/apprenticeship program in the _____ grade.
15. Participate in extracurricular activities.
16. Enroll in Adult/Continuing Education courses.
17. Enroll in Community College courses.
18. Enroll in parenting classes.
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19. Learn about time management.
20. Practice negotiation skills for job raises, car purchases, etc.
21. Access tutoring services in school or through a private agency.
22. Write an informational interview letter to the disabilities resource coordinator at
postsecondary schools of interest.
23. Complete a learning styles inventory to identify preferences and strengths modes.
24. Take a GED pre-test (TABE).
25. Research college scholarship opportunities.
26. Apply for a Big Brother/Big Sister to help with homework and mentoring.
27. Take a CPR/First Aid course.
28. Enroll in a ACT prep course in the _____ grade.
29. Learn about community agencies that provide services and support to people with
disabilities.
30. Tour postsecondary occupational training programs.
31. Obtain, complete, and submit applications to colleges of choice.
32. Obtain, complete, and submit applications for tuition assistance.
33. Register for classes with city parks and adaptive recreation programs.
34. Take classes through the local 4-H organization.
35. Enroll in and take classes through the local County Extension Program.
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EMPLOYMENT
Activities/strategies listed in this area focus on development of work-related behaviors, job
seeking and keeping skills, career exploration, skill training, apprenticeship training, and actual
employment.
1. Collect information regarding the student’s desired employment and career interests for
adult life beyond college and/or postsecondary vocational training.
2. Work toward obtaining a license to become a ____________________.
3. Meet with adult workers in the career field of ___________________.
4. Participate in a community-based career exploration program in the ____ grade.
5. Participate in a career awareness program in the ____ grade.
6. Explore possible summer employment through the Summer Youth JTPA program.
7. Meet with supported employment agencies to identify and evaluate their services.
8. Learn about the county one-stop career centers.
9. Obtain information and/or apply for youth apprenticeship program.
10. Complete the online application for Vocational Rehabilitation Services.
11. Schedule a visit with local Vocational Rehabilitation office to determine eligibility for
services.
12. Meet with a Vocational Rehabilitation counselor to develop an Individualized Plan for
Employment (IPE).
13. Write a Plan for Achieving Self-Support (PASS) and submit it to Social Security to
obtain funding for starting a business.
14. Write a Plan for Achieving Self-Support (PASS) and submit to Social Security to obtain
funding for a job coach.
15. Learn more about the voucher for Ticket to Work (for SSI beneficiaries) and interview
providers.
16. Contact the state Commission for the Blind and Visually Impaired to obtain employment
services.
17. Register with Employment Services.
18. Take the ASVAB.
19. Visit the labor organization office for a local union.
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20. Practice completing job applications and interviewing skills.
21. Obtain a paid job in an area of interest.
22. Conduct an informational interview with military branch officers.
23. Memorize your Social Security number.
24. Attend transition fair or career fair at school and/or in the community.
25. Research through O’Net careers, qualifications and specifications, and key words for
resume development.
26. Obtain a list of providers to Vocational Rehabilitation who conduct person-center
planning, job development and placement, and job coaching.
27. Draft resume, cover letters, and thank you notes for after interview.
28. Meet with a Job Corps counselor.
29. Participate in job shadowing.
30. Observe job site and develop a task analysis for job activities.
31. Purchase clothes for job interviews.
32. Meet with armed forces recruiter.
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RELATED SERVICES
Activities/strategies in this area should consider the current and projected related service needs of the student. This
area of the statement of needed transition services is not for specifying the needed related services for the next
school year. Related services for the coming school year should be addressed in another section of the IEP. Rather,
the context of related services in this statement has to do with determining if the related services needs will continue
beyond school, helping to identify who and what agency might provide those services, helping to identify how the
student and parent can access those services and then connecting the student and parent to whoever will provide
those services before the student leaves the school system. This type of planning, discussion, and identifying of
activities/strategies should make the move from school being one related service provider to another adult agency or
service provider as seamless as possible for students and families.

1. Identify and visit community mental health agencies.
2. Identify potential post school providers of related services and funding sources.
3. Identify potential post school providers of recreation therapy or occupational therapy and potential funding
sources.

4. Visit potential post school providers of physical therapy.
5. Learn to use a guide dog effectively.
6. Apply for a mentor through a local, non-profit agency for counseling of substance abuse and delinquency.
7. Engage in conversations using an augmentative communication device.
8. Receive orientation and mobility training in place of employment.
9. Interview a job coach for assistance with learning job tasks.
10. Learn about potential post school providers of speech therapy.
11. Explore city/county transportation options.
12. Apply for eligibility with the state division of Mental Health Services.
13. Apply for eligibility with state transportation program.
14. Apply for Supplemental Security Income (SSI) from the Social Security Administration (SSA).
15. Write a Plan for Achieving Self-Support (PASS) and submit it to SSA to obtain funding for transportation
to and from a job.

16. Identify possible sources of support for coping with difficult life situations.
17. Obtain a driving capability assessment.
18. Interview and select an adult provider.
19. Modify vehicle—explore options for modified transportation.
20. Complete an assistive technology evaluation.
21. Enroll in a delinquency prevention program.
22. Obtain new equipment (i.e., wheelchair, seating, braces, Assistive Technology, etc.)
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How to Gather Information for Transition Planning Reference:

Becker Staab (2004)

Training / Education

Employment

Independent Living

Review classes taken,
grades obtained, in
regular or sped classes,
how did student
perform in classes.
Look at vocational
classes taken.

Input from work study
situations, information
from job setting (if
applicable)

Determine how student
has done in a daily
living skills course.

Talk with student about
what they want to do,
classes they like / don’t
like, how they rate their
own skills, etc.. Talk
with parents and
teachers about the
student’s educational
skills or performance in
training programs.

Ask student about jobs
they have had or other
work experiences. Ask
about what they like to
do, don’t like to do, and
what they are interested
in, etc.

Ask the student, parent,
or others about skills
the student has in these
areas.

How did student
perform in education
and training situations?

How did the student
perform in the work
setting, in different
classes, their work
ethic, etc.

How did the student
perform in a different
work settings.

Academic, vocational
skills, etc.

Interest inventories, etc.

Test of adaptive
behavior

Record Review
Look at the cumulative
file, special education
records, other reports
from other agencies

Interview
Talk with student,
parent, other teachers,
caseworkers, etc.

Observation
Information from a
variety of individuals,
in a variety of settings,
under a variety of
conditions.
Tests & Assessments
Teacher-created
assessments, Individual
reading inventories,
CBMs, Normreferenced (individual
& group)

Statement of Needed Transition Services, developed by the age of 16 and updated annually, promoting
movement from school to post-school activities, including post-secondary education, vocational training,
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integrated employment (including supported employment), continuing and adult education, adult services,
independent living, or community participation. 300.347 (7)(b)(2).
Student 1
Transition

Needs and Activities

Services

Instruction:

Timeline for

Agency(ies) Responsible

Activities
●

Complete a learning

2017-18

●

styles inventory to

Student,
Counselor

identify preferences and
strength modes
●

Tour postschool

2018-19

●

Student, family

●

Student

occupational training
programs
●

Develop monthly living
budget

2019-20
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Community

●

Experiences:

Learn about and visit

2017-18

●

Student, school,

potential places in the

Habilitation

community to shop for

provider

food, clothing and
access to bank and post
office.
●

Join a community

2018-19

●

Student, family

2018-19

●

Student, family

●

Student, family

●

Student, family,

bowling league
●

Register for classes
with the city Parks and
Adaptive Recreation
programs.

●

Investigate

2019-20

participation in adult
choir at church

Employment:

●

Meet with Vocational

2017-18

Rehabilitation for

VR

eligibility determination
and placement on
extended support
services.
●

Participate in job

2018-19

●

Student, school

2019-20

●

Student, family

shadowing in area of
interest.
●

Meet with supported
employment agencies to
identify and evaluate
their services.
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Related Services:

●

Engage in

2017-18

●

conversations using an

Student, speech
pathologist, family

augmentative
communication device.
●

Identify potential
postschool providers of
recreation therapy and
potential funding

2018-19

●

Student, family

●

Student, school,

2019-20

sources.
●
●

Explore city
transportation options.

family, Habilitation

Provide orientation and

provider

mobility training
to/from home, school,
worksite, church, and
frequently visited
community stores.
Post-secondary

●

Obtain assistance on

2017-18

●

Student, family,

training and adult

management of

Center for Disability

living

financial resources and

Law

legal issues.
●

Tour apartments and
supervised living

2018-19

●

Student, family

●

Student, family

arrangements.
●

Learn about medical
and dental facilities in

2019-20

the area.
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Daily Living (if

●

appropriate)

Learn to operate a

2017-18

●

Student, family

●

Student, habilitation

washer and dryer.
●

Purchase food and
prepare meals

●

provider

Develop a contact list
of agencies that provide
residential supports of
this community.

Functional

●

Vocational
Evaluation (if

Conduct person-

2018-19

●

Student, family

●

Student, school,

2019-20

2017-18

centered planning.
●

appropriate)

family

Contact agencies that
provide functional
vocational assessments

2018-19

●

School

●

Student, school

in the community.
●

Provide opportunities
for job sampling in the
community in the 11

th

2019-20

and 12th grades.

Adapted from: O’Leary, E. & Collison, V. (2002). Transition Services. Helping Educators, Parents, and
Other Stakeholders Understand.
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McCSEC Summary of Performance
Name: ______________________________________ Date of Birth: ______________________
Address: ______________________________________________________________________
(Street)

(Town, State)

(Zip Code)

Telephone: ___________________________ Year of Graduation/Exit: ____________________
School: ________________________________________ City: ___________________________
Primary Language or Mode of Communication: _______________________________________
School Representative Contact: ___________________________ Title: ____________________
School: _____________________ Email: ____________________ Telephone: ______________
Goals for one year after high school:
Learning

Goal:

Recommendations to assist me in meeting my goal:

Working

Goal:

Recommendations to assist me in meeting my goal:
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Living

Goal:

Recommendations to assist me in meeting my goal:

Performance in Academic Content Areas:
Academic Area

Present Level of Performance

Essential accommodations, assistive

(grade level, standard scores, strengths, needs)

technology or modifications utilized
in high school and why needed

Reading (Basic
reading/decoding; reading
comprehension; reading
speed)
Math (Calculation skills,
algebraic problem solving;
quantitative reasoning)

Language (Written
expression; speaking;
spelling)
Learning Skills (Class
participation; note taking;
keyboarding;
organization; homework
management; time
management; study skills;
test-taking skills)
Other Academic Areas
(Science; Social Studies,
etc.)
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Performance in Functional Areas:
Functional Areas

Present Level of Performance

Essential accommodations, assistive

(grade level, standard scores, strengths, needs)

technology or modifications utilized
in high school and why needed

Social Skills and
Behavior (Interactions
with teachers/peers, level
of initiative in asking for
assistance, responsiveness
to services and
accommodations, degree
of involvement in
extracurricular activities,
confidence and persistence
as a learner, etc.)
Independent Living
Skills (Self-care, leisure
skills, personal safety,
transportation, banking,
budgeting, etc.)
Environmental
Access/Mobility (assistive
technology, mobility,
transportation)
Self-Determination/SelfAdvocacy Skills (Ability
to identify and articulate
postsecondary goals,
learning strengths and
needs, etc.)
Career-Vocational/
Transition/ Employment
(Career interests, career
exploration, job training,
employment experiences
and supports)
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Additional Important
Considerations that can
assist in making decisions
about disability
determination and needed
accommodations (e.g.,
medical problems, family
concerns, sleep
disturbances, etc.)

Additional information that will be helpful in the transition of the student:

Date Summary of Performance Completed: __________________________________________
Team Participants Providing Input into Summary of Performance
Name

Title

Name

Title
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APPENDIX D
Assistive
Technology

94

95

Assistive Technology Device
Assistive technology devices are identified in the IDEA 2004 as:
Any item, piece of equipment or product system, whether acquired commercially off the shelf,
modified, or customized, that is used to increase, maintain, or improve the functional capabilities
of children with disabilities. The term does not include a medical device that is surgically
implanted, or the replacement of such device. (Authority 20 U.S.C. 1401(1))
Although the IDEA uses the term “device”, it is important to recognize that assistive technology
devices required by students with disabilities include hardware and software as well as standalone devices. Almost any tool can be considered to be an assistive technology device except for
those assistive technology devices that are surgically implanted and have been excluded from the
definition of an assistive technology device as defined in IDEA.
The definition of an assistive technology device is very broad and gives IEP teams the flexibility
that they need to make decisions about appropriate assistive technology devices for individual
students. Assistive technology includes technology solutions that are generally considered
instructional technology tools, if they have been identified as educationally necessary and
documented in the student’s IEP. For example, a classroom computer with a word processing
program can be considered assistive technology for a student who demonstrates difficulty in
writing and spelling if the IEP team has determined that it is educationally necessary. Assistive
technology devices can be purchased from a local store or a vendor that specializes in the
production and sale of assistive technology devices. These devices often need to be modified or
customized to meet the individual needs of a student with a disability. For example, a computer
keyboard may need to be adapted through the addition of tactile locator dots for a student with a
visual impairment. When determining assistive technology needs, IEP teams should consider
commercially available solutions that may be used “as is” or ones that can be modified to meet
the student’s unique needs. In some situations, it may be necessary to construct a device to meet
the student’s needs.
A range of assistive technology devices is available. Some are relatively “low technology” and
inexpensive. For example, a pencil grip is an assistive technology device that may be used by a
student with a physical disability to improve handwritten communication through increasing the
student’s grasp of and control over his or her pencil. A student who has difficulty holding a
standard cup may use an adapted cup, with enlarged handles. Other devices are more “high
technology” tools and are often more expensive. An example of a “high technology” tool is an
augmentative communication device in which a student types in messages on a communication
display and they are spoken aloud. Assistive technology devices are available in a variety of
categories to address functional capabilities of students with disabilities. These categories
(Adapted from the Assistive Technology Guidelines for Kentucky Schools, Kentucky Department
of Education) include but are not limited to:
● Academic and Learning Aids: Electronic and non-electronic aids such as calculators,
spell checkers, portable word processors, and computer-based software solutions that are
used by students who have difficulty achieving in the educational curriculum
● Aids for Daily Living: Self-help aids for use in activities such as eating, bathing,
cooking, dressing, toileting, and home maintenance
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● Assistive Listening Devices and Environmental Aids: Electronic and non-electronic
aids such as amplification devices, closed captioning systems, and environmental alert
systems that assist students who are hard of hearing or deaf with accessing information
that is typically presented through an auditory modality
● Augmentative Communication: Electronic and nonelectronic devices and software
solutions that provide a means for expressive and receptive communication for students
with limited speech and language
● Computer Access and Instruction: Input and output devices, alternative access aids,
modified or alternative keyboards, switches, special software, and other devices and
software solutions that enable students with a disabilities to use the classroom computer
● Environmental Control: Electronic and non-electronic aids such as switches,
environmental control units, and adapted appliances that are used by students with
physical disabilities to increase their independence across all areas of the curriculum
● Mobility Aids: Electronic and non-electronic aids such as wheelchairs (manual and
electronic), walkers, scooters that are used to increase personal mobility
● Pre-vocational and Vocational Aids: Electronic and non-electronic aids such as picturebased task analysis sheets, adapted knobs, and adapted timers and watches that are used
to assist students in completing pre-vocational and vocational tasks
● Recreation and Leisure Aids: Electronic and non-electronic aids such as adapted books,
switch adapted toys, and leisure computer-based software applications that are used by
students with disabilities to increase participation and independence in recreation and
leisure activities
● Seating and Positioning: Adaptive seating systems and positioning devices that provide
students with optimal positioning to enhance participation and access to the curriculum
● Visual Aids: Electronic and non-electronic aids such as magnifiers, talking calculators,
braille writers, adapted audio players, screen reading software applications for the
computer, and braille note-taking devices that assist students with visual impairments or
blindness in accessing and producing information that is typically present in a visual
(print) modality.
A particular student with a disability may require assistive technology solutions from one or
more of the above categories. For example, a student with a severe intellectual disability may use
an augmentative communication device to supplement his or her communication skills, adaptive
switch toys to participate in leisure activities, and an adapted keyboard for accessing the software
applications on the classroom computer.
The above listed categories of assistive technology devices are not disability specific. For
example, a student with a learning disability who has difficulty focusing on the teacher’s lecture
in class due to processing difficulties may require an assistive listening device to amplify the
teacher’s voice in a classroom. The student’s IEP team determines the need for assistive
technology devices. Typically, assistive technology solutions are identified through
consideration of assistive technology or through an assistive technology assessment. Once an
assistive technology device has been determined educationally necessary, the student’s IEP team
should document the required device(s) in the IEP.
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Assistive Technology Service
As defined in IDEA, an assistive technology service is:
Any service that directly assists a student with a disability in the selection, acquisition, and use of
an assistive technology device. The term includes:
a. The evaluation of the needs of a student with a disability, including a functional
evaluation of the student in the student’s customary environment;
b. Purchase, lease, or otherwise provide for the acquisition of assistive technology devices
by students with disabilities;
c. Select, design, fit, customize, adapt, apply, retain, repair, or replace assistive technology
devices;
d. Coordinate and use other therapies, interventions, or services with assistive technology
devices, such as those associated with existing education and rehabilitation plans and
programs;
e. Provide training or technical assistance for a student with a disability or, if appropriate,
that student’s family; and
f. Provide training or technical assistance for professionals (including individuals or
rehabilitation services), employers, or other individuals who provide services to employ,
or are otherwise substantially involved in the major life functions of individuals with
disabilities. (Authority 20 U.S.C. 1401(2))
As stated in the IDEA, assistive technology services are provided to assist in the selection,
acquisition, and use of an assistive technology device. Often an IEP team focuses their energies
on the device itself and forgets that the assistive technology services, as described in this
document, are critical to the student’s use of the device. For some students, appropriate assistive
technology devices are identified through an evaluation that the IDEA specifies must be
conducted in the student’s customary environment. After, a device has been selected to meet the
student’s needs; the next step or “service” is to actually provide the assistive technology device
for the student’s use. After the device has been obtained, and modified if appropriate, all
appropriate individuals should be trained in the use of the device and the device should be made
available for the student’s use across instructional settings as needed.
Prior to IDEA 2004, there was some discussion as to whether a school system was responsible
for the maintenance, programming, and replacement of surgically implanted assistive technology
devices such as cochlear implants and whether or not these would be considered assistive
technology. The following excerpt from IDEA addresses this issue:
For a child with a surgically implanted medical device who is receiving special education and
related services under this part, a public agency is not responsible for the maintenance,
programming, or replacement of the medical device that has been surgically implanted (or of an
external component of the surgically implanted medical device) (Authority 20 U.S.C. 1401(1),
1401(26)(B))
Although the school system, under the present legislation, is not responsible for maintaining,
programming, and replacing surgically implanted assistive technology devices, the IDEA states
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that the system does have a responsibility to ensure that the external components of these devices
are functioning properly.
Each public agency must ensure that the external components of surgically implanted medical
devices are functioning properly. (Authority 20 U.S.C. 1401(1), 1401(26)(B))
In summary, the definitions of assistive technology devices and services are clearly defined in
the Individuals with Disabilities Education Act of 2004. These definitions have also been
included in the State Rules for Special Education. Each student’s IEP team should consider the
student’s need for assistive technology devices and services and any required assistive
technology should be addressed in the student’s IEP and provided to a student in a timely
manner.
(This is taken from http://www.gpat.org/Georgia-Project-for-AssistiveTechnology/Pages/Assistive-Technology-Definition.aspx#Service)
ASSISTIVE TECHNOLOGY POLICIES
The McPherson County Special Education Cooperative has established the following policies to
ensure all students served by McCSEC have equal access to assistive technology devices and
services.
● Provision of Assistive Technology: McCSEC will ensure that appropriate assistive
technology devices and services are provided to students if identified in the student’s IEP
as tools necessary to: meet IEP goals, modifications, accommodations, or behavior
supports; provide access to curricular and extracurricular activities; and progress in the
general education curriculum
● Policy for Home Use: Assistive technology devices may be used in the student’s home
or other settings if the IEP team determines that access in those settings is necessary to
provide services as indicated in the student’s IEP.
● Transfer of Equipment: The McCSEC will retain assistive technology devices purchased
by the Cooperative when the student is no longer eligible for special education services.
Such devices and materials shall be placed in the AT Lending Library if no longer needed
by the exiting student’s primary provider.
● Assistive Technology Assessment: The McCSEC Assistive Technology Team will
provide assistance to IEP teams through assistive technology assessments,
recommendations, consultation, and follow-up.
● Provision of Training: McCSEC will provide training to all staff in the area of assistive
technology. Training will be provided by a combination of local AT team members and
the Kansas Infinitec Coalition.
● Assistive Technology Lending Library: The McCSEC will provide general resource
materials and a variety of assistive technology devices through an AT Lending Library
accessible to all McCSEC licensed staff. Materials and devices may be checked out for a
period of six weeks and may be rechecked if the item is not on a waiting list. All Library
items should be returned at the end of the school year. An AT Library inventory is
available on the McCSEC website under Assistive Technology.
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ASSISTIVE TECHNOLOGY TEAM
The McCSEC has an AT team available for IEP teams to utilize as a resource. A wide-variety of
special education staff serve on the AT team. AT team members are available to assist with the
identification of AT equipment needed for a student, as well as serve as a resource of knowledge
regarding AT. A list of the AT team members and contact information for a given school year is
listed on the McCSEC website under Assistive Technology.
ASSISTIVE TECHNOLOGY IN THE IEP
Completing the Assistive Technology Plan on the IEP
IEP teams need to indicate a student’s assistive technology needs within the IEP under the
section entitled “Assistive Technology”. For some students, no assistive technology is required
for their successful participation in the educational setting. For a number of students, however,
the IEP team will need to specifically document assistive technology for the student. The AT
team has created a guideline for how to complete the assistive technology section of the IEP.
Find the complete Guideline document on the McCSEC website under Assistive Technology.
(www.mcpherson.com/418)
Guidelines are as follows:
o Does this student require assistive technology or special technology devices to maintain
or improve his/her educational capabilities?
No. Assistive technology is not needed for this student.
Yes. Describe the current assistive technology plan being utilized in general terms unless
a specific assistive technology device has been purchased for the
student after assistive technology trials and/or evaluation.
o Are there identified needs to be addressed through trial use of assistive technology?
No. Indicates that the assistive technology currently in place provides the support
necessary for the student to progress with IEP goals and in the
general education curriculum.
Yes.
Identify the student need that will be addressed.
Describe the type of assistive technology and features that may help the student.
Develop a list of AT tool options using the SETT form.
Develop a means of collecting data.
o Does this student require an assistive technology assessment?
No. Indicates that current technology is working.
Yes. The IEP team has worked through previous steps to determine appropriate assistive
technology.
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Referrals for AT team Assessment
AT team members are available to conduct AT assessments based upon a referral from the
student’s IEP team. MCCSEC has established procedures regarding IEP team requests for AT
team assessment referrals. The procedure is as follows:
● Initiation: Once the student’s IEP team completes the assistive technology section of the
IEP, a determination is made regarding whether a further AT assessment is needed and is
indicated on the IEP.
● Required Paperwork: Once an assessment referral is made, the IEP team will complete
the Assistive Technology Assessment Referral Form. The Case Coordinator will obtain a
Meeting Record signed by the student’s team and parent indicating the request for
assessment. The Referral Form, Meeting Record copy, and previously completed SETT
form are sent to the AT Team Leaders. The AT Team Leaders are indicated on the
McCSEC website’s Assistive Technology link.
●

Pre-assessment: The AT Team Leader will make contact with both the student’s IEP
team and McCSEC’s AT team members to begin the pre-assessment process.

●

Evaluation: The designated AT team members will conduct an evaluation based on
information obtained during the pre-assessment process. Once the evaluation is
completed, the AT team will contact the student’s Primary Provider so an IEP team
meeting can be scheduled. The AT team will share assessment results and a written
report outlining recommendations at the meeting.

●

Follow-up: AT team members involved in the evaluation process will participate in
follow-up conversations with the IEP team as needed in order for student needs to be
fully addressed. Conversations may center around the provision of necessary AT
equipment, devices, and/or strategies and any additional training needed for successful
implementation.

AT Resources
A variety of AT equipment is available for IEP teams to check out for student use. An inventory
of items available through the Lending Library is listed on the McCSEC website under Assistive
Technology. Items are available for IEP teams to use for a period of six (6) weeks. After the
given time frame, IEP teams would need to determine if the AT device is beneficial to the
student and needed in order for the student to progress with IEP goals and benefit from their
educational experience. The AT Lending Library is housed in the basement of the USD 418
Central Office.
McCSEC is a member of the Kansas Infinitec Coalition (KIC) and is able to utilize the resources
available through Infinitec including training opportunities and videos. A link to the Infinitec
website is available on the AT page under Special Education on the USD 418 website. Follow
directions to register using your mcpherson.com e-mail address.
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OCCK is another resource utilized by McCSEC for assistance in AT trials and assessment. A
catalog of OCCK equipment available for checkout and the required loan form are on the AT
page under Special Education on the USD 418 website.
The AT team has identified additional websites which could serve as excellent resources to
special education teachers and IEP teams. The websites are listed below:
http://www.wati.org A great website for AT checklists and teacher resource guides. To access
this information, on the Home page, choose Resources>>Considering AT>>Forms>>AT
Consideration Resource Guide.
http://www.gpat.org A great website for AT checklists and teacher resource guides. To access
this information, on the Home page, choose Products>>Free Material>>AT Checklist and /or
Resource Guide.
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APPENDIX E
WebKIDSS
IEP SYSTEM
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WebKIDSS is the web-based system used to record and store all IEPs and related paperwork.
The WebKIDSS system may be accessed by entering your website address into your browser. Your user
name is currently ___________________ and your password is ______________. You will be taught
how to change your user name and password as part of the training.

Getting Started
Once you have received your user name and password, type the website address into the address line of
your browser. Your website address is _______________________-. Do not google WebKIDSS, you
will not reach the correct website and your password will not work. When you reach the website:
a. Click on “ I Agree”.
b. Enter your user name and password and press “enter”. You should now see the “Teacher Screen”.
The feature you will use most often on the Teacher Options screen will be the “Students” tab. When you
click on Students, options relating to editing students will appear. To edit students, click on “Edit IEP
Students, the IEP for the first student on your class list will appear on the screen. If you click on the blue
arrows following the student’s name, your complete caseload will appear in a “drop down” menu. You
may then click on the name of any student you need to see/work on and that student’s IEP will appear on
the screen.
Other features of the Teacher Option screen that will be important to you include:
“Edit Progress Reports”. You will need to do Progress Reports at the end of each nine week grading
period to report on each student’s progress toward his/her goals.
To reach the Progress Reports, click on “Edit Progress Reports”. The Progress Report for the
first student on your caseload will appear on the screen. To reach the Progress Report for a different
student, click on the blue arrows next to the student’s name and the drop down menu of your students will
appear, or simply click on the “Next Student” button to the right of the student’s name. When you have
completed a Progress Report and are ready to print it, be sure to click on “Save” to save your progress
comments before you click on the “Display Progress Report” button to get a print ready version.
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Under “Print” you will find several very useful tools.
1. Teacher Information Page (TIP) - This is a single page summary of the student’s demographic
information, parent contact numbers, procedural dates, and a copy of the current Anticipated Services
Chart, but is NOT an official part of the student’s IEP.
2. Print an IEP / Print a Progress Report - When you are ready to print a DRAFT IEP to take to the
IEP meeting, click on Print an IEP and select the student from the next screen. The next screen will allow
you to select the IEP you want to print by date. There will generally be more than one IEP date to choose
from if the student is a continuing student. Highlight the one you want and click “Select IEP”. Use the
“Print” feature on your toolbar to print the document. When you are finished printing and ready to return
to the main menu, click on the “KIDSS” button at the top left corner of the page.
1. Use the same process to print a Progress Report.
3. Procedural Dates Report - Depending on the parameters you choose (Annual IEP, 3 yr Re-eval,
and/or Vision and Hearing Screenings), the report will provide a list of all of your students and the dates
these reports are due. Printing this at the beginning of the school year will allow you to plan your time
accordingly and ensure that your IEP meetings are scheduled and completed on time.

Features of WebKIDSS
1. Enter Forms Data – Above the student’s name on the IEP, you will see a button labeled “Enter IEP
Data”. This is the mode you will work in while completing the IEP. If you click on the blue arrows next
to “Enter IEP Data”, you will see a drop down menu with three additional categories. The second most
often mode to work in will be “Enter Forms Data”. When you click on “Enter Forms Data”, you will
see a page with the student’s name and a button that says “Select a Form”. Click on “Select a Form”
and you will see a drop down menu of all IEP related forms available.
1. When you click on a form, you will see that the student’s demographic information is already
complete. To complete the form, type in the required information and click “Save”. If you
attempt to print the form before you click “Save”, the information you just entered will not be
displayed on the printed copy.
1. To print a form, click on “Display Form” for a print-ready version. Click “OK” in the box that
appears, and the new version will appear. Print as you would any other document.
1. Repeat this process for any other forms you need. When you are finished in the forms section,
click on the blue arrows next to “Enter Forms Data” and click “Enter IEP Data” to return to
the IEP.
1. Layout - Below the student’s name is a “Layout” button. In the box, you will see
“Demographics/Parents/School Data”. That is the name of the first page of the IEP. To
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proceed through the IEP page by page, simply click “next page” immediately below the layout
box. To proceed to another page that may be in the middle or at the end of the IEP, click on the
blue arrows on the Layout button and a list of all pages of the IEP will appear. Pull down through
the list to the page you need and release.
1. Next Student - When the first student’s IEP or Progress Report appears on your screen, you may
click “Next Student” to proceed through your caseload student by student, or you may click on
the blue arrows next to the current student’s name for a list of all of your students. Pull down to
the name of the desired student and release.
1. IEP Records - On the right side of each screen, you will see a box labeled “IEP Records”. You
will see one or more dates in the box, each followed by a letter code. These are the dates of the
current IEP (top date) and each previous IEP completed for that student. The letter beside the
date denotes the student’s current educational status (N = New referral; C = continuing student;
etc. A complete list of these codes can be found in a drop down menu on the “Dates/Ed Status”
screen). If the date is preceded by **, this indicates that the IEP is Archived and is now a “Read
Only” document. If the Ed Status letter is followed by a lower case “a”, this indicates that the
current IEP is an Amendment to the original IEP completed on the date indicated. If the Ed
Status letter is followed by a lower case “d”, this indicates that the current IEP is a draft. The
“d” will not disappear until it is marked as completed in the central office.
1. IEP, IEP#2, TIP, PROG RPT - These three buttons appear on each screen above the Function
dropbox. Clicking on the IEP button will allow you to view the entire IEP without leaving the
screen on which you are working or to print an IEP. If you are ready to Print an IEP, click on
“IEP” and make the appropriate selections. This will provide a complete copy of the IEP pages
in the correct order. Clicking on IEP#2 will allow you to print a “snapshot” IEP to share with
general ed staff. Clicking on the “Prog Rpt” button will allow you to see and/or print the
student’s Progress Report. Clicking on the “TIP” (Teacher Information Page) button will display
a single page with the student’s demographic information (age, birth date, parent contact
information, etc.) as well as a listing of the current services on the student’s Anticipated Services
chart.
1. General Verifications / MIS Verifications - These buttons are located above the IEP Record
Box on each screen of the IEP. Clicking either of these buttons when you finish an IEP (or at any
point during the process) will display a list of any procedural verifications in the IEP. For
example, if you have omitted the assign child count building, or forgotten to designate a primary
provider on the Chart, clicking on General Errors or MIS Verifications will remind you to
correct these issues before you send the paperwork to the office.
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Anticipated Services Chart
The Anticipated Services Chart records the information regarding student services that must be reported
to the state for funding purposes. It is critical that this information be accurate and complete.
Preparation for Completing “The Chart”:
1. Click the “Layout” button below the student’s name and scroll down to the “Anticipated
Services Chart” in the drop down menu and release. If this is an initial IEP, you will see a
completely blank Chart. If this is an Annual Review, you will see information from the last IEP.
This information can be cleared by clicking the “Delete All” button found below the
“Anticipated Services Chart” button. After you have clicked “Delete All”, a pop up box will
ask if you want to delete all lines, click “Yes” and the lines will be blank.
Completing “The Chart”:
1. In the column labeled “Ln#”, type the number of the line.
2. In the column labeled “Service”, click on the blue arrows and select the appropriate code for the
service you are entering on that line.
NOTE: The Display Service/Setting Code Descriptions button located on top of the chart
contains a list of the codes and their meanings.
3. In the column labeled “Setting”, click on the arrows for a drop down menu of service codes.
Again, click on the Display Service/Setting Code Descriptions button for a list of the codes and
their meanings.
4. In the column labeled “Begin Date”/ “Attendance Building”, click the “B” button and select the
building for the service from the list. If this is the Primary building in which the student will
receive services, check the box next to the word “Primary” above the list. Click on “OK” and
you will return to the Chart. This will result in the building, begin date and end date being
entered. These are based on the initiation date and last day of school according to the building
calendar. You may edit them if needed.
NOTE: if the initiation date should change, delete the begin date and end date and relook up the
building to ensure the information is accurate.
5. After all services have been entered, click the “Duplicate All” button (located in the buttons
above the line) to duplicate the services for next year. A Primary Provider and Primary Building
must be indicated for each fiscal school year.
NOTE: Service dates must coincide with the end of the current school year and the start of the
next school year. Therefore there will be two lines for each service that is to be provided for the
duration of the IEP. The End Date of the second line must be one day prior to the IEP due date.
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6. In the column labeled “Mins”, indicate the actual number of minutes per school day that the
service will be provided.
7. In the “Days” column, indicate how many days per week the service will be provided.
8. The “Service Frequency” column has a drop down menu that allows the provider to indicate
whether the service occurs every week, every other week, every third, fourth, eighth, ninth,
twelfth, eighteenth week, annually or 3 out of four weeks..
9. To designate the Provider for that service, click on the “P” button in the field below the
Mins./Days/Wks. A drop down list of Providers will appear. Click the correct provider to
highlight the name. If this is the Primary Provider for the student, click the box next to the word
“Primary” above the list. Click “OK” and you will return to the chart and see the provider’s
name in the correct field.
10. Repeat the above process for each line of service being provided to the student.
TIP:
1. If the student is receiving more than one service (pullout, inclusion, speech, OT, etc.), after you
have entered the first line of service, clicking the “Dup” button will duplicate the entire line. You
will then need to go in and make the changes in service codes, minutes, days, and/or provider as
necessary, but will save time on dates and building.
2. District and building calendars are located by clicking on the “Calendar” and “Building”
buttons at the top of the page.

The Final Step:
When you have completed the Chart, click the “MIS Verifications” button above the IEP Records box.
A list of any errors or omissions in the IEP will appear. All errors must be corrected prior to submitting
the IEP paperwork. This is particularly important in identifying errors on the chart (too many minutes in
a day, too many days in a week, incorrect service/setting codes, etc.) that may cause delays in reporting
the information to the state.
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Navigation Summary
Changing Students
Click on the blue arrows following the student’s name, your complete caseload will appear in a “drop
down” menu. You may then click on the name of any student you need to see/work on and that student’s
IEP will appear on the screen.
OR
Click on “Previous Student” or “Next Student” to go to the previous or next student in the list.
Changing Pages
Click on the blues arrows on the page dropbox and a list of all pages of the IEP will appear. Pull down to
the page you need and release to select the needed screen.
OR
Click “next page” immediately below the layout box to proceed through the IEP page by page. Likewise,
you may click “Previous Page” to return to the previous page.
Changing Functions
If you click on the blue arrows next to “Enter IEP Data”, you will see a dropdown menu with three
additional categories. They are “Enter Forms Data”, “Display Images” and “Display Filed Forms”. Pull
down to the appropriate function and release to switch functions.
Note: Switching students, pages or functions will save the data.
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APPENDIX F
SAMPLE
FORMS
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