NOTICE TO PROFESSIONAL STAFF

File Review Summary

KSDE On-Site Review

2006—2007

REQUIRED READING AND ACTION BY SEK PROFESSIONAL STAFF
This document is for your study. The Interlocal will provide additional information in the coming school year during Interlocal-wide, regional and site based inservices. Individual training in the use of WebKidss for reporting may be scheduled by contacting the MIS Department at the Interlocal office.
SUMMARY OF LEGAL REQUIREMENTS AND INDIVIDUAL STUDENT FINDINGS:  (SEK INTERLOCAL WAS CITED AS NON-COMPLIANT ON THE FOLLOWING ITEMS. THESE ITEMS MUST BE CORRECTED WITHIN 30 DAYS OF RECEIPT OF THE KSDE FINAL REPORT. THE ITEMS ON THE REVIEWED FILES HAVE BEEN CORRECTED. CHECK YOUR FILES AND TIMELINES NOW AND IN THE FUTURE TO ENSURE YOUR FILES MEET THE REQUIREMENTS.

First Action by staff:  Do not leave sections of the IEP blank. You may think if a section or question on the IEP does not apply to a child, you have addressed the section or answered the question by leaving it blank. Do not leave sections blank. Do not leave questions blank. We were cited for not addressing the sections and not answering questions. Example, “Have the child’s interests and preferences been considered?” Example, “In one-on-one interview the child expressed interests and preferences as follows:” or “on the transition interest inventory, the child expressed interests and preferences as follows:” if it does not apply, “this section does not apply due to the child’s age or transition statements are not required for this student.
Eligibility Timelines
* Early Childhood:  Children referred from Part C (0 to 3) to Part B (3 to 21) did not have the eligibility determination completed by their 3rd birthday. There is an exception to the timeline if documentation can be provided of the need for a longer period of time and that the parent participated in and consented to the decision to provide additional time. Extensions should be clearly documented on the Proposed Action (Consent) form.
*Part B evaluations:  Children referred for evaluation for special education services must have the eligibility determination completed within 60 school days regardless of whether the child does or does not meet eligibility for services. There is an exception to the timeline if documentation can be provided of the need for a longer period of time and that the parent participated in and consented to the extension. Extensions should be clearly documented on the Proposed Action (Consent) form.
*IEP Implementation:  If the child meets eligibility requirements for special education, the services in the IEP must be implemented within 60 school days of receipt of the parent consent for the initial evaluation. There is an exception the timeline if documentation can be provided of the need for a longer period of time before the IEP is implemented and that the parent participated in and consented to the delay in implementing the IEP. Delay in implementation of the IEP should be clearly documented on the Proposed Action (Consent) form. 
*Individual Education Programs (IEPs)

*Prior Written Notice:  There is 10 calendar days advance written notice of an IEP meeting to the parent/decision maker unless the parent/decision maker waives the 10 calendar days notice. If a parent/decision maker waives the requirement, make sure the parent/decision maker signs the waiver and that the waiver box on the form is checked. 

*IEP Team

*Mandated IEP Participants: 

*one or both of the child’s parents or legal decision maker, if the parent or decision maker does not attend the IEP meeting, document at least 3 attempts to contact them using at least 2 different methods of communication (letter, telephone, personal visit, email. Retain documentation of the attempts. Documentation should be done on Prior Notice Form (10 day notice). In addition, a contacts section will be added to the IEP during the 07-08 school year on the signature page for 1st, 2nd, 3rd attempt, mode and space for comments.
*at least one regular education teacher of the child, if the child is or will be participating in the regular education environment at any time during the term of the IEP (Preschool—kindergarten teacher, 4 year old at risk teacher, head start teacher, or other preschool teacher of children without disabilities.

*at least one special education teacher of the child

*LEA Representative, someone qualified to provide or supervise the provision of specially designed instruction and has the authority to commit agency resources.

*The child at age 14+ or at any age if the post secondary goals for the child will be discussed. If the child does not attend the meeting documentation must be made on the IEP that the child’s interests and preferences were considered.

*Excusal:  If a team member’s area of curriculum or related service is not being discussed the member may be excused from attendance. However, the excusal requires written agreement and consent. You must get the excusal form completed and signed. 
If the team member’s area of the curriculum or related services is being discussed, but excusal is necessary for some reason, the special educator or related service provider must provide a written input into the development of the IEP prior to the meeting. Excusal requires written agreement and consent on the Excusal form. 

Present Levels of Academic Achievement and Functional Performance (PLAAFP)

*PLAAFP includes statements on the IEP of the child’s performance and how the child’s disability or giftedness affects the child’s involvement and progress in the general education curriculum, for preschool children, as appropriate, how the disability affects the child’s participation in appropriate activities. The PLAAFP statements lead to IEP goals and objectives. A statement of test scores is not sufficient. The statement must be understandable to the parent.
IEP Measurable Annual Goals
*Goals must meet the following criteria:  must have a baseline, statement of proposed child performance behavior, criteria or percentage, timeframe in which the goal will be evaluated, and must be understandable to a stranger, “stranger test.” Interlocal files were cited for no criteria and no timeframes. Timeframes defined as “duration of the IEP, By May 25th, By the next annual review….” Criteria defined as “______ of _________ trials, _____ of _____ data days, to _______ percent, or how will you measure progress toward meeting the annual goal.

IEP Services 

*related services must be considered, if provided, the service should be described by terms other than naming the service. Frequency, location and duration must be stated.
(Example:  SL service—in a resource or classroom setting the child will receive direct SL service 2 times per week for a duration of 20 minutes each for the improvement of articulation, language skills, etc.) SL services will be complemented by supplementary reinforcement of articulation or language skills. If provided through Supplementary Services para, other professional staff, the documentation for the service belongs under supplementary service and should be referred to as supplementary service, not related service.
Assessment
*The IEP contains documentation of the degree of the child’s participation in state and district-wide achievement testing


-Accommodations


-Which assessment the child will take, General, General with Accommodations, 
Modified, or Alternate


-How the child will be assessed if he/she will not participate in district 
assessments and why the district assessment or part of assessment is not 
appropriate for the child.

The Interlocal was cited for unclear statements of accommodations and modifications and frequency, location and duration for their use. You must give frequency, location and duration for the use of accommodations and modifications.
Frequency, Location, and Duration of Services

The Interlocal files that were cited for this item were all cited because the frequency, location and duration of services was either missing or not specific. You must always tell the frequency (how often), location (where provided, classroom, resource room or other location) and duration (how long). 
Progress Toward Annual Goals

Requirements include
*How progress will be measured

*A description of when periodic reports on the progress of the child will be made (this requires you to check the appropriate lines under the heading Progress Report of the IEP for how often and method of reporting)
*Progress reporting must be at least as often as reporting to parents for non-disabled students (If you check the appropriate lines on the IEP under Progress Report, you will fulfill this requirement because language is provided with the check spaces stating it is at least as often as reporting for non-disabled students)
*Progress report the parent receives tells if the child’s progress was sufficient to enable the child to achieve the annual goal. (The Interlocal was cited because the Progress Report section on the IEP for all IEPs cited was not complete. Be sure to complete the section by checking how often reporting will be done and what method was used to accomplish the reporting)
Annual Review of the IEP
*The IEP must be reviewed annually. The annual review must be conducted in a timely manner. In other words, the IEP must be reviewed on or before the review date. The Interlocal was cited on this item. Over thirty percent of the SEK files reviewed were cited. The reason for the citation was the review occurred late or after the anniversary of the review date on the IEP. That means SEK Interlocal IEPs are chronically late. This was cited as a systemic issue by KSDE. Annual review is basic to timely and appropriate services for students. You should not be late. If there is a situation, beyond your control, that causes the IEP to be late, you must document your attempts to provide meeting notice and the lack of a parent response or other factor which causes the Review to be late. In addition, a section will be added to the IEP signature page with spaces for contact dates (date(s) of Prior Notice Forms) and a box for reason the IEP was reviewed late.
Transition Age 14 and Above
*Appropriate measurable postsecondary goal(s) are required. Interlocal IEPs were cited because the transition statements made on the IEP were not measurable. Examples of things written:  get a job, work, join military, which did not meet criteria.

*Transition services including course of study must assist the student in reaching the stated postsecondary transition goal. Interlocal IEPs that were checked did not provide a course of study. 
The IEP team should look at the postsecondary goal and specify coursework which will assist the student in reaching the postsecondary goal. There should be a statement of relationship between the course of study and the postsecondary goal. Example:  Required coursework in math and English and vocational courses will assist ___________in meeting the postsecondary goal.
Example, By annual review of the IEP, ________, will learn career skill specifics and educational requirements for careers in ____________ and _____________and will be able to list in writing or orally describe 3 skills and 3 educational requirements for each with 100% accuracy.
(timeline, behavior, condition, criteria)

Reevaluation:
*Reevaluations must be conducted at least once every 3 years, unless the parent and the LEA agree the reevaluation is unnecessary. Reevaluations must be completed within 60 school days of parental consent. The Interlocal files cited were cited for being late. The reevaluation must be completed or a written agreement of Reevaluation Not Needed prior to the 3rd anniversary of the evaluation date on the IEP. You can print a list of procedural dates from Webkidss at the beginning of the year and help remind your psychologists of reevaluations due that year.

MIS DATA REPORTS

*Agreement of Data:  data reported to the MIS clerks for purposes of state reporting must match data reported on the IEP. The Interlocal was cited for:
*student disabilities reported on MIS did not match disability(ies) reported in student records

*no evidence in the student records to support the disability(ies) reported on the MIS

*Agreement of Educational Placement:  the educational placement reported to MIS must match the placement documentation in student records. The Interlocal was cited for:

-duration of services on MIS report (anticipated services page) not addressed on 
IEP)

-IEP specifies services in both inclusion and pull-out settings, MIS (anticipated 
services page) reports only service in inclusive settings.


-minutes of direct service reported on MIS, but not on IEP


-extracurricular services reported on MIS, but not on IEP


-consultative psych services reported on MIS, but not on IEP


-related services reported as direct on IEP, reported as consultative on MIS


-supplementary service on MIS not reported on IEP


-amount of time of services reported on IEP and amount of time of services 
reported on the MIS do not match

-pull out time reported on MIS not addressed in the IEP

-MIS reports support in regular classroom, support not addressed in IEP


-frequency and duration of services not addressed in IEP


-IEP reports student attends ½ day, MIS reports full day

You need to read the IEP and make sure that all corrections are made. The services on the IEP must match the services reported on the MIS (anticipated services page).
Student Exit:  Basis of exit and exit date

The basis of exit and the exit date reported on the Teacher Information Page must match the basis of exit and the exit date in student records. The Interlocal was cited for:
-no evidence was found to support the student’s basis of exit in the student’s record

Basis for exit and date of exit should be reported to the Interlocal MIS on the Interlocal Exit Form. Basis of exit and dates of exit in other student special education records should match what is reported on the exit form.

-no evidence was found in the student record to show services ceased due to graduation (Proposed Educational Action –Change of Placement Form and Interlocal Exit Form)
Type of Services must match

Services reported on the MIS must be addressed in the IEP. The Interlocal was cited for -
-extracurricular services reported on the MIS (anticipated services page) but the 
extracurricular services were not addressed on the IEP.


-attendant care documented on the IEP not reported on MIS 


-assistive technology reported on the IEP not reported on MIS

You are provided with a copy of the Data Dictionary for the appropriate codes for these services. Please familiarize with the contents of Service Codes in the Data Dictionary. Make sure what you code on the MIS is addressed on the IEP.

Neighborhood School and Attendance Building

Make sure you properly code the neighborhood school and the school building the student actually attends. Many kids are mobile and may change schools. Kids may be served in programs at schools other than their home schools. Any time there is a change in either neighborhood school or school of attendance do corrections to the TIP and Anticipated Services Page.
Summary of Performance
*Summary of Performance (SOP) must be completed for students graduating or aging out of services.
*Does the summary of performance provide the student with a summary of his/her academic achievement and functional performance? The Interlocal was cited for:


-No SOP was completed for the student.


-The SOP completed was not specific and too broad to give a clear understanding 
of what the student knows and is able to do

*The SOP must include recommendations on how to assist the student in meeting his/her postsecondary goals. The Interlocal was cited for:


-No recommendations made


-Recommendations were not specific
Other Issues
*Do not name specific persons for attendance at IEP meetings on 10 day notices. Name the required roles. If you are using the current SEK Notice form, it states the required roles not specific individuals.

*Supports for school personnel on the IEP. There is a section on the IEP which provides a prompt for response to this item. Many times SEK staff are not responding to this prompt. Those staff who do respond to this prompt are doing so without specifying the frequency, location and duration of the supports to school staff.
*”Phantom” services are sometimes on TIP that are not addressed in the IEP.

*Service times should be broken out on IEP and Anticipated Services Page, not averaged.

*Staff should change TIP based on other relevant documents, i.e., evaluation documents, notice of identification, notice of placement, etc.

