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Introduction
The Santa Maria-Bonita School District (SMBSD) is pleased to provide administrators and certificated special education staff members a Special Education Procedural Handbook (“Handbook”). The purpose of this Handbook is to outline District special education procedures, as well as provide critical information to ensure adherence with state and federal regulations. The intent of this document is to add local information that may not be included in the Santa Barbara County Special Education Local Plan Area (SELPA) Procedural Handbook. It will not duplicate information from the SELPA document.
The SMBSD Handbook is available to all staff members via our website at District Google share. A hard copy has been provided to each school site and is also available at the District Special Education Office (SEO).
The SMBSD is committed to ensure compliance with federal, state, and local statute and requirements. This Handbook is a guide that provides staff with the concepts and framework to understand how to implement special education policies and procedures.
Acknowledgement is given to many staff members who participated in providing input during the preparation of this Handbook, to include District and school site administrators, school psychologists, behaviorists, school nurses, speech and language pathologists, adapted physical education teachers, and, special education teachers. The District truly appreciates the assistance provided by the Santa Barbara County SELPA throughout the process of completing the Handbook.
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The Law and Identification (Child Find)
In Section 1, “Certification of Participation, Compatibility, and Compliance Assurances,” of the SBCSELPA Local Plan, Assurance #3 reads,
3. CHILD FIND (20 U.S.C. § 1412 (a)(3)) It shall be the policy of this LEA that all children with disabilities residing in the State, including children with disabilities who are homeless or are wards of the State and children attending private schools, regardless of the severity of their disabilities, and who are in need of special education and related services are identified, located and evaluated. A practical method is developed and implemented to determine which students with disabilities are currently receiving needed special education and related services.
The following is a partial excerpt from an email (October 1, 2014) from the SBCSELPA Director to the SMBSD Special Education Director regarding “Child Find Responsibilities of SELPA and LEAs/Districts:” 
“ . . . please notify your staff of their responsibilities to engage in “child find” as per federal and state regulations and laws and as per #3 of our SELPA Local Plan Assurances:
It shall be the policy of this LEA that all children with disabilities residing in the State, including children with disabilities who are homeless or are wards of the State and children attending private schools, regardless of the severity of their disabilities, and who are in need of special education and related services – are identified located and evaluated. A practical method is developed and implemented to determine which students with disabilities are currently receiving needed special education and related services as indicated below.
Schools are required to locate, identify and evaluate all children with disabilities from birth through age 21. The Child Find mandate applies to all children who reside within a State, including children who attend private schools and public schools, highly mobile children, migrant children, homeless children, and children who are wards of the state. (20 U.S.C. 1412(a)(3)) This includes all children who are suspected of having a disability including children who receive passing grades and are “advancing from grade to grade.” (34 CFR 300.111(c))
Under both federal and state statutes and regulations, school districts are required to locate, identify, and assess all children with disabilities who reside within the district. This requirement is commonly known as the district’s “child find” obligation, and it extends even to children who are successfully completing each grade level. With regard to a specific child, a school district’s obligation arises when there is reason to suspect a disability and reason to suspect that special education services may be needed to address that disability. California specifically, obligates a district to actively and systematically to seeks out “all individuals with exceptional needs.” (Ed Code § 56300 et. seq.) A district’s child find obligation toward a specific child is triggered when there is reason to suspect a disability and reason to suspect that special education services may be needed to address that disability. (Dept. of Education, State of Hawaii v. Cari Rae S. [D. Hawaii 2001] 158 F. Supp.2d 1190, 1194) The threshold for suspecting that a child has a disability is relatively low. (Id., at p. 1195) A district’s appropriate inquiry is whether the child should be referred for an evaluation, not whether the child actually qualifies for services.” 
Note: The following California Education Code Sections were included in this email: 56300; 56301; and 56302.
*************************************************************************************
Section 1, “Identification and Referral” of the SBCSELPA Procedural Handbook 2014-15 is an excellent resource for identification and child find and includes the following components. 
· The Law and Identification and Referrals
· Handling Referrals
· Who Should be Referred?
· What a Good Referral Should Contain? (This section is not included in this handbook.)
· What Forms Should Be Used? (This section is not included in this handbook.)
THE LAW AND IDENTIFICATION AND REFERRALS
(This section has been summarized SBCSELPA Procedural Handbook and does not appear in full content)
California Education Code Section (EC §) 56300 reads, 
56300. A local educational agency shall actively and systematically seek out all individuals with exceptional needs, from birth to 21 years of age, inclusive, including children not enrolled in public school programs, who reside in a school district or are under the jurisdiction of a special education local plan area or a county office of education.
HANDLING REFERRALS 
Who Can Make Referrals, Receive Referrals, and Has Primary Responsibility for Referrals?
A variety of entities can make a referral of a student to be tested for special education eligibility to include: public school personnel; parents/guardians; the student; public/private agencies; and, other community members. Although different school personnel certificated and classified staff members may receive the referrals, its final disposition, prior to any action taken, should be the Chairperson of the IEP Team.
IMPORTANT
All referrals must be made in writing. When a verbal referral is made, staff of the District, SELPA, or County Office of Education (COE) shall offer assistance to the individual in making a request in writing, and shall assist the individual if the individual requests such assistance. (California Code of Regulations [CCR], Title 5, 3021 (a)) The use of the Supplemental IEP form, Referral for Special Education and Related Services (SUPP21), is strongly encouraged so that any previous interventions can be documented. (Source: Page 1-3, SBCSELPA Procedural Handbook)


WHO SHOULD BE REFERRED
(This section has been reprinted in full from the SBCSELPA Procedural Handbook.)
Identification procedures must be coordinated with school site referral procedures for those individuals whose needs cannot be met with modification of the regular instructional program. 
IN OTHER WORDS A pupil shall be referred for special education only after the resources of the regular program have been considered and, when appropriate utilized (EC § 56303). Regular education options include modifications in the regular program necessary to accommodate differences in students' abilities to learn. Regular program resources include but are not limited to the following programs: Compensatory Education; Bilingual; Miller-Unruh; Migrant Education; Gifted and Talented Education (GATE), and Vocational Education. Infant and preschool referrals should include any modification attempted by parent/doctor and/or regular education infant/preschool programs. Modifications to the student’s regular education program and consideration of general education resource options are part of the deliberations that take place through each school’s Student Study Team process. 
(Source: Page 1-4, Santa Barbara County SELPA Procedural Handbook)

Other Kinds of Referrals
In addition to referrals for students who have not previously been in special education, referrals may also be made for the following:
1. Additional assessment (including independent assessments)
2. State Diagnostic School evaluations
3. A review of the IEP because part or all of the IEP is not working.
IMPORTANT
It is not appropriate to refer a student for possible placement in a specific program.
Referrals are for assessment only! (Source: Page 1-4, SBCSELPA Procedural Handbook)

*************************************************************************************


Definition of Parent 
Code of Federal Regulations (CFR), Title 34, § 300.30 reads,
(a) Parent means—
(1) A biological or adoptive parent of a child;
(2) A foster parent, unless State law, regulations, or contractual obligations with a State or local entity prohibit a foster parent from acting as a parent;
(3) A guardian generally authorized to act as the child's parent, or authorized to make educational decisions for the child (but not the State if the child is a ward of the State);
(4) An individual acting in the place of a biological or adoptive parent (including a grandparent, stepparent, or other relative) with whom the child lives, or an individual who is legally responsible for the child's welfare; or
(5) A surrogate parent who has been appointed in accordance with Section 300.519 or section 639(a)(5) of the Act.(b)(1) Except as provided in paragraph (b)(2) of this section, the biological or adoptive parent, when attempting to act as the parent under this part and when more than one party is qualified under paragraph (a) of this section to act as a parent, must be presumed to be the parent for purposes of this section unless the biological or adoptive parent does not have legal authority to make educational decisions for the child.(2) If a judicial decree or order identifies a specific person or persons under paragraphs (a)(1) through (4) of this section to act as the “parent” of a child or to make educational decisions on behalf of a child, then such person or persons shall be determined to be the “parent” for purposes of this section. (Authority: 20 U.S.C. 1401(23))
[bookmark: parsta]California Education Code § 56028 reads,
“(a) "Parent" means any of the following:
(1) A biological or adoptive parent of a child.
(2) A foster parent if the authority of the biological or adoptive parents to make educational decisions on the child's behalf specifically has been limited by court order in accordance with Section 300.30(b)(1) or (2) of Title 34 of the Code of Federal Regulations.
(3) A guardian generally authorized to act as the child's parent, or authorized to make educational decisions for the child, including a responsible adult appointed for the child in accordance with Sections 361 and 726 of the Welfare and Institutions Code.
(4) An individual acting in the place of a biological or adoptive parent, including a grandparent, stepparent, or other relative, with whom the child lives, or an individual who is legally responsible for the child's welfare.
(5) A surrogate parent who has been appointed pursuant to Section 7579.5 or 7579.6 of the Government Code, and in accordance with Section 300.519 of Title 34 of the Code of Federal Regulations and Section 1439(a)(5) of Title 20 of the United States Code.
(b)(1) Except as provided in paragraph (2), the biological or adoptive parent, when attempting to act as the parent under this part and when more than one party is qualified under subdivision (a) to act as a parent, shall be presumed to be the parent for purposes of this section unless the biological or adoptive parent does not have legal authority to make educational decisions for the child.
(2) If a judicial decree or order identifies a specific person or persons under paragraphs (1) to (4), inclusive, of subdivision (a) to act as the "parent" of a child or to make educational decisions on behalf of a child, then that person or persons shall be determined to be the "parent" for purposes of this part, Article 1 (commencing with Section 48200) of Chapter 2 of Part 27 of Division 4 of Title 2, and Chapter 26.5 (commencing with Section 7570) of Division 7 of Title 1 of the Government Code, and Sections 361 and 726 of the Welfare and Institutions Code.
(c) "Parent" does not include the state or any political subdivision of government.
(d) "Parent" does not include a nonpublic, nonsectarian school or agency under contract with a local educational agency for the provision of special education or designated instruction and services for a child.”
*************************************************************************************
The CDE website has a comprehensive list of frequently used terms included the manual, Surrogate Parents in California Special Education under the section “Definition of Frequently Used Terms” and can be found at: http://www.cde.ca.gov/sp/se/sr/surrogateparents.asp. 
The terms include:
· Conservator
· Conflict of Interest
· Educational Designee
· Educational Liaison
· Educational Representative
· Informed Consent – Federal Regulation
· Informed Consent – State Code
· Legal Guardian
· Notification of Special Education Local Planning Area (SELPA)
· Parent – Federal Regulation
· Parent – State Code
· SELPA Responsibilities to Children Who Need Surrogate Parents
· Surrogate Parent – Federal Regulation
· Surrogate Parent – Appointed by Local Educational Agency (LEA) or Judge
· Transfer of Rights at Age of Majority – Federal Regulation
· Transfer of Rights to California Pupils – at Age 18
· Ward – Federal Regulations
· Ward – State Code
· “300 Dependents”
· “602 Wards”
· Wardship Orders of the California Court

*************************************************************************************
Parent Request for Assessment
Parents have the legal right to refer their child for testing. The District has the right to review the parent referral and determine if testing is warranted. Procedures for responding to direct parent referrals for special education assessment are outlined below. 
PROCEDURES FOR RESPONDING TO DIRECT PARENT REFERRALS FOR SPECIAL EDUCATION ASSESSMENT
	Parent requests special education assessment.


· Request must be made in writing. Administrator, School Psychologist, and RSP review request.
· Response to request: meet with Parent and give procedure explanation letter to parent OR:
· Send procedure explanation letter to parent. Schedule SST within 15 days of receipt of written request.
	Parent is invited to attend a Student Study Team (SST) meeting.


A.  Parent agrees to an SST meeting.
· Psychologist and/or RSP work with parent to complete the Request for SST.
· SST meeting is scheduled.  SST meeting must be held within 15 days of receipt of parent written request.
B.  Parent continues to request assessment rather than an SST meeting.
· Psychologist informs parent that a written referral is necessary.
· Psychologist and/or RSP work with parent to complete the Request for SST and the SELPA Referral Form.
· SST meeting is scheduled to be held within 15 calendar days of receipt of Request for SST and Referral. The meeting will be held with or without parent involvement.
	Student Study Team Meeting.


· Parent's concerns are discussed.
· Screening data gathered by site personnel is reviewed.
· Purpose of special education assessment is discussed.
· Team seeks to determine area(s) of suspected disability.


A.  Special education assessment is warranted
· Assessment Plan is developed and signed.
· Parent referral is kept on file.
· Special education timelines continue.
B.  Special education assessment is not warranted.
· Recommendations are made for modifications/interventions.
	1.	Parent concurs.
· Continue site SST process with documentation and follow-up.
· On SST minutes/group memory form write:
"Parent agrees to implementation of modifications/interventions and withdraws referral/request for assessment."
· Obtain parent signature.
 	2.	Parent does not concur.
· Written notice is sent to parent regarding basis for refusal to assess. (Form is attached.)
· Parent's rights are sent.
· Mail within 2 days.
· Send certified mail, return receipt.
Requests for assessment and referrals may come from other agencies or individuals involved with the child. If a "Referral for Special Education" form is completed and the parent is not in attendance then a Parent Notification of Referral is to be sent.
Agency representatives and other individuals knowledgeable about the student may refer a child for testing. When a "Referral for Special Education" is completed and the parent is not in attendance a "Parent Notification of Referral" is to be sent. (If the parent retains education rights and is unavailable call the special education office for direction regarding who may sign the "Consent." In some instances the parent can note in writing who they would like to be their educational representative. In others a surrogate parent may be assigned.)
*************************************************************************************




SAMPLE LETTER FOR ASSESSMENT REQUEST
(Source: Santa Barbara County SELPA Parent Handbook)
Date: 


Name of School Administrator
Street Address
City, State and Zip Code 

Dear____________________________, 

I am requesting that my child, _______________________________, be assessed for Special Education services.

He/She is a ________ grade student, in _______________class.

I am concerned that my child may have a disability that is affecting these areas: (give areas and describe reasons why) 

Sincerely, 

Signature 

Your name (printed) 
Street Address 
City, State, and Zip Code 
Telephone number(s) 

*************************************************************************************
SELPA Special Education Parent Handbook (Child Find and Referral)
The Parental and Adult Students’ Rights and Procedural Safeguards for Special Education (“Parent Handbook”) is available on the Santa Barbara County SELPA website at www.sbcselpa.org. The Table of Contents of the Parent Handbook can be found in Section R of this document, “Summary of Santa Barbara County SELPA Parent Handbook.” Specially related to CHILD FIND AND REFERRAL, the Parent Handbook includes the following components.
CHILD FIND AND REFERRAL
· How Do I Know if My Infant or Preschooler Might Need a Special Education Program?
· How Do I Know if My School-Age Child Might Need a Special Program?
· What Is Response To Intervention?
· Whom Do I Contact If I Have a Concern?
· What Happens Before a Referral to Special Education?
· What Are Some of the Program Modifications the School Might Consider and Utilize?
· Why Is the Student Study Team Process Necessary?
· Does Someone Contact Me if Special Education Services Are Being Considered?
· What Is a Referral for Special Education Assessment?
· Who Can Make a Referral?
· What Is 504?
*************************************************************************************


Timelines for Initial Special Education Assessment
The “Timelines for Special Education Assessment” flowchart (Attachment One) from the Santa Barbara County SELPA Procedural Handbook was used as a guide in preparing the assessment timeline information outlined below. 
INITIAL CONCERN BY SCHOOL PERSONNEL OR REFERRAL FROM PARENT, OUTSIDE AGENCY, PHYSICIAN
Step One
· Student Study Team (SST)
· Modifications of regular program implemented
· Yes, modifications successful
· No, modifications not successful – continue to Step Two
Note: Parent may request immediate assessment but a school may refuse in the form of a Prior Written Notice (PWN) if education resources have not been considered or assessment is not warranted.
Step Two
· Referral for Assessment – Parent Notified and Rights Provided
· 15 calendar days	Assessment Plan and PWN developed and shared with parents
Education Code § 56321(a)) reads, “If an assessment for the development or revision of the individualized education program is to be conducted, the parent or guardian of the pupil shall be given in writing, a proposed assessment plan with 15 days of the referral for assessment not counting days between the pupil’s regular school sessions or terms or days of school vacation in excess of five schooldays from the date of receipt of the referral, unless the parent or guardian agrees, in writing, to an extension. However, in any event, the assessment plan shall be developed within 10 days after the commencement of the subsequent regular school year or the pupil’s regular school term s determined by each district’s school calendar for each pupil for whom a referral has been made 10 days or less prior to the end of the regular school year. In the case of pupil school vacations, the 15-day time shall recommence on the date that the pupil’s regular schooldays reconvene . . .”
· No, parent does not consent or does not respond to the Assessment Plan
· Assessment Terminated
Education Code § 56321 (c)(2) reads, “If the parent of the child does not provide consent for an initial assessment, or the parent fails to respond to a request to provide to provide the consent, the local educational agency may, but is not required to, pursue the initial assessment . . .”
Education Code § 56321 (g) reads, “ . . . the local educational agency shall document its attempt to obtain parental consent . . .”
Step Three
· Yes, Written Parent Consent is received (signed Assessment Plan)
· 60 calendar days	The IEP development timeline begins after written parent consent to the Assessment Plan is received.
Note: The 60-day timeline begins when the school site (or district office when applicable) receives the Assessment Plan signed by the parent with the “consent to the assessment” box checked. It is imperative that the school site stamp the date it received the assessment plan as this begins the start of the 60-day timeline.
· 60 calendar days	Assessment(s) conducted; reports(s) written; and, IEP meeting held
Education Code § 56344 (a) reads, “An individualized education program required as a result of an assessment of a pupil shall be developed within a total time not to exceed 60 days, not counting days between the pupil's regular school sessions, terms, or days of school vacation in excess of five schooldays, from the date of receipt of the parent's written consent for assessment, unless the parent agrees, in writing, to an extension.* However, an individualized education program required as a result of an assessment of a pupil shall be developed within 30 days after the commencement of the subsequent regular school year as determined by each local educational agency's school calendar for each pupil for whom a referral has been made 30 days or less prior to the end of the regular school year. In the case of pupil school vacations, the 60-day time shall recommence on the date that pupil schooldays reconvene. A meeting to develop an initial individualized education program for the pupil shall be conducted within 30 days of a determination that the pupil needs special education and related services pursuant to Section 300.323(c)(1) of Title 34 of the Code of Federal Regulations.”
*NOTE: As parents do not always understand their rights regarding extension of timelines, please be cautious when engaging in this practice.
Step Four
· No, not eligible for special education services – continue general education services and possibly revisit/continue general education modifications/resources through SST process.
· Yes, eligible for special education services –implement IEP pursuant to initiation date on IEP.
· One Year – Annual Review of IEP
· Three Years – Re-evaluate and Triennial Review of IEP
California Education Code § 56043 (i) reads, 
“A pupil’s individualized education program shall be implemented as soon as possible following the individualized education program meeting, pursuant to Section 3040 of Title 5 of the California Code of Regulations.”
California Code of Regulations (CCR), Title 5, § 3040 reads,
“3040. Individualized Education Program Implementation. 
(a) Upon completion of the individualized education program, that individualized education program shall be implemented as soon as possible following the individualized education program team meeting.
(b) A copy of the individualized education program shall be provided to the parents at no cost, and a copy of the individualized education program shall be provided in the primary language at the request of the parent.
(c) The individualized education program shall show a direct relationship between the present levels of performance, the goals and objectives, and the specific education services to be provided.”
*************************************************************************************
Student Study Team (SST)
The District is in the process of developing a SST process to include uniform SST procedures and forms/templates. Upon completion, these will be made available on the District Google website for school site use as appropriate. 
[bookmark: _Toc462072305]Pursuant to California Education Code § 56303, 
[bookmark: _Toc462072306]“A pupil shall be referred for special educational instruction and services only after the resources of the regular education program have been considered and, where appropriate, utilized.”
[bookmark: _Toc462072307]The following excerpt was taken from the Student Success Teams: A Blueprint for Building Student and School-wide Progress” (November 9, 2009), California Department of Education (CDE).
 “The Student Success Team, formerly Student Study Team, is a positive school-wide early identification and early intervention process. Working as a team, the student, parent, teachers and school administrator identify the student's strengths and assets upon which an improvement plan can be designed. Concerns are seen as obstacles to student success and not descriptors of the student or his character. As a regular school process, the SST intervenes with school and community support and a practical improvement plan that all team members agree to follow. Follow-up meetings are planned to provide a continuous casework management strategy to maximize the student's achievement and school experience.”
Typically, all school-age children, upon request from parents or staff for consideration of special education, shall be referred to the SST at their school site. Students can be referred to SST for behavior and attendance problems as well as for academic reasons. Many problems can be dealt with simply by including the parent in a school meeting. The SST will review the student’s strengths, needs, prior interventions and strategies. The SST must be seen as an intervention process, not a special education referral process.
Referrals for special education should not be made from the initial SST meeting. It has been standard practice to require 4-6 weeks of documented interventions provided in general education classes prior to special education assessment. The SST provides the school documentation of such interventions and should meet at least 2-3 times prior to considering special education assessment. If the SST finds that all general education resources and interventions of the general education program have been considered and, where appropriate, implemented without adequate student progress occurring, the SST shall refer the student for assessment for special education eligibility.
The parent may request to by-pass SST in pursuit of assessment(s), although § 56303 of the Education Code cited above requires the consideration and utilization of general education resources prior to assessment. If the parent verbally requests an assessment, pursuant to Section 3021 of California Code of Regulations (CCR), “staff of the school district . . . shall offer assistance to the individual in making a request in writing, and shall assist the individual if the individual requests such assistance.” If the school site believes that more data, interventions, etc. are needed, the district then must write a “prior written notice” (PWN) and decline the request for assessment pursuant to Education Code § 56500.4, as reprinted below.
56500.4. (a) Pursuant to Section 1415(b)(3) and (4) and (c)(1) of Title 20 of the United States Code, and in accordance with Section 300.503 of Title 34 of the Code of Federal Regulations, prior written notice shall be given by the public agency to the parents or guardians of an individual with exceptional needs, or to the parents or guardians of a child upon initial referral for assessment, and a reasonable time before the public agency proposes to initiate or change, or refuses to initiate or change, the identification, assessment, or educational placement of the child, or the provision of a free appropriate public education to the child. In accordance with Sections 300.304 and 300.503 of Title 34 of the Code of Federal Regulations, the public agency shall provide a description of any assessment procedures the agency proposes to conduct.
(b) The notice required under subdivision (a) shall, in accordance with Section 300.503(b) of Title 34 of the Code of Federal Regulations, include all of the following:
(1) A description of the action proposed or refused by the public agency.
(2) An explanation of why the public agency proposes or refuses to take the action.
(3) A description of each assessment procedure, assessment, record, or report the public agency used as a basis for the proposed or refused action.
(4) A statement that the parents of an individual with exceptional needs have protection under the procedural safeguards of this part and, if this notice is not an initial referral for assessment, the means by which a copy of a description of the procedural safeguards can be obtained.
(5) Sources for parents to contact to obtain assistance in understanding the provisions of this part. 
(6) A description of other options that the individualized education program team considered and the reasons why those options were rejected.
(7) A description of other factors that are relevant to the proposal or refusal of the agency.
If a parent asks for an assessment without first going through the SST, please contact your site administrator and District program specialist if it appears that assessment is not an appropriate measure at this time. Please note that a District special education administrator will prepare the PWN in collaboration with the site administrator or designee.
*************************************************************************************
Section 504 Forms
The following Section 504 forms are available on the District Google website and have been adopted as the standardized District forms.
· Section 504 Referral Form
· Receipt of Parent/Guardian Rights Under Section 504
· Section 504 Team Checklist
· Consent for Evaluation for 504 Eligibility
· Parent Consent for Release of Information
· Notification of Section 504 Team Meeting
· Section 504 Eligibility Summary
· Rubric for Guiding the Level of Impact of Disability
· Section 504 Service Plan
· Section 504 Team Meeting Notes
For further information, contact the Special Education Office.
*************************************************************************************
District Administrative Regulation and Board Policies Related to SST and Section 504
There are two Administrative Regulations (AR) and Board Policies (BP) that guide the SST and Section 504 processes.
· AR/BP 6164.4	Identification of Individuals for Special Education (revised February 26, 2003)
· AR/BP 6164.6	Identification and Education Under Section 504
Section 504 of the Rehabilitation Act of 1973 is a civil rights law that protects individuals with disabilities in programs and activities that receive Federal financial assistance from the United States Department of Education. Section 504 provides "No otherwise qualified individual with a disability in the United States . . . shall, solely by reason of her or his disability, be excluded from the participation in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal financial assistance . . ." 
Section 504 regulations (34 Code of Federal Regulations [C.F.R.] Part 104) require a school district to provide a Free Appropriate Public Education (FAPE) to each qualified student with a disability who is in the school district's jurisdiction, regardless of the nature or severity of the disability. Under Section 504, FAPE consists of the provision of regular or special education and related aids and services designed to meet the student's individual educational needs as adequately as the needs of nondisabled students are met.
The Individuals with Disabilities Education Act (IDEA) only applies to students who require special education because they have one of the specified types of disabilities. The IDEA ensures these students are provided FAPE in the least restrictive environment (LRE) tailored to their individual needs. Overall, the goal of IDEA is to provide children with disabilities the same opportunity for education as those students who do not have a disability.
The IDEA is a grant statute and attaches many specific conditions to the receipt of Federal IDEA funds. Section 504 does not provide any type of funding.
If the student is in need of supports and services and qualifies under Section 504 and is in need of accommodations [but is not found eligible for special education under the IDEA], services or supports that the 504 team determines is needed as an accommodation should be included on the student's 504 plan. Supports and services appropriate to a student on a 504 plan are "auxiliary aids and services." On an IEP, the supports and services are called "related services" (e.g., adapted physical education, counseling, occupational therapy, physical therapy speech and language development, etc.).
If a student qualifies for an IEP, typically there is no reason to also have a 504 plan. If the student is eligible for special education, that's what he/she gets and all the supports and services needed must be provided as related services attached to the IEP. Additionally, the parent cannot opt for a 504 plan if the student is eligible for special education, since the school is required to provide an IEP to a student who is eligible for one because of the greater rights and entitlements under the IDEA than under Section 504. A school district must comply with more procedural requirements and formalities under the IDEA.
If a student qualifies for an IEP, typically there is no reason to also have a 504 plan. However, one instance in which a school might want to create a separate 504 plan is if a student who has an IEP breaks his/her hand. She might need some accommodations for a few weeks because he/she cannot write while the hand is in a cast. If so, the school might decide to put those temporary accommodations in a 504 plan rather than adding them to the IEP. But typically a child would not have two plans. 
A good resource document is Protecting Students with Disabilities – Frequently Asked Questions About Section 504 and the Education of Children with Disabilities, Office of Civil Rights (12-19-2013) and is available at: www2.ed.gov/about/offices/list/ocr/504faq.html.
If it appears that further accommodations are needed for a general education student, the SST is the likely entity to recommend a 504 evaluation if the student meets the 504 eligibility definition.
In the Board’s AR 6164.6, “Identification and Education Under Section 504,” the definition of a 504 student is reprinted below.
A. Definitions
It is the intent of the district to ensure that students who are "handicapped" within the definition of Section 504 of the Rehabilitation Act of 1973 are identified, evaluated, and provided with appropriate "program accommodations." A Section 504 handicapped student for this purpose is defined as one who:
1. Has a physical or mental impairment that substantially limits one or more major life activities, including learning;
2. Has a record of such an impairment; and,
3. Is regarded as having such an impairment.


Furthermore, in AR 6164.6, a clarification of students with disabilities under IDEA is reprinted below.
B. Students With Disabilities Under IDEA
Students may be handicapped under Section 504 and thereby require program accommodations in order to receive an appropriate education even though they do not require services pursuant to the Individuals with Disabilities Education Act ("IDEA"). Students who are identified with disabilities that meet IDEA criteria shall have those disabilities addressed under IDEA, pursuant to state and federal law, in accordance with the procedures of the Santa Barbara County Special Education Local Plan Area, but may also be addressed under this policy.
In the Board’s AR 6164.4, “Identification of Individuals for Special Education” guidelines are outlined to ensure that all regular education resources need to be considered and exhausted prior to referring a student for special education evaluation. The AR 6164.4 is reprinted below.
Identification of Individuals for Special Education
The principal is the key person in ensuring that students receive appropriate, effective and meaningful support in the general education classroom. The principal is responsible for ensuring that accommodations and modifications are implemented as outlined by the Student Study and the 504 Teams.
When a child experiences health, academic, behavioral and/or emotional problems the teacher is to work with the parent, talk with former teachers, talk with appropriate support staff, review the cumulative file and implement appropriate interventions.
Should the child continue to experience difficulties, the teacher is responsible for initiating a conference with the principal or assistant principal to discuss areas of concerns, review accommodations and modifications implemented and, when possible, to identify additional supports for the child. Support staff may be invited to this conference when there is a relationship between the student's needs and the responsibilities of the support staff. Representatives from other agencies may be invited to these problem-solving meetings.
Grade-level team meetings are an additional resource for a teacher seeking to problem solve strategies, interventions and supports for a student. Problem solving meetings, recommended interventions and their outcome are to be clearly documented by the teacher and the principal.
When interventions have been implemented and the student continues to experience difficulties, the teacher is to request a Student Study Team meeting.
The Student Study Team is a regular education problem-solving team. The team is comprised of the principal or other administrative representative, regular education teacher(s), support service personnel and the parent/guardian. Team members are to adopt roles in order to ensure consistency of record keeping and meeting of timelines.
The principal or administrative representative shall serve as the chairperson of this pre-special education intervention process. The principal shall facilitate meetings and shall assign clerical staff or the assistant principal to schedule meetings and follow-up assignments.
Student Study Team members shall review the effectiveness of prior interventions and make recommendations for additional interventions or special education evaluation. Evaluation of the effectiveness of interventions shall be based on pre-post test information and observational data. Findings shall be brought to the Student Study Team meeting and evaluation findings documented in the Student Study Team minutes.
Suggested intervention programs shall be implemented for approximately six to nine weeks after which time the Student Study Team reconvenes to review outcomes of interventions.
After all appropriate interventions have been exhausted a referral for special education evaluation shall be initiated if the Student Study Team believes the student's difficulties may be the result of a learning disability or other handicapping condition. The special education assessment procedures will be implemented as specified in the Education Code.
All referrals from school staff shall include a brief reason for the referral and describe the regular program resources that were implemented and/or modified for use with the student, and their effect. (5 CCR 3021)
Within 15 days of a referral for assessment, the student's parent/guardian shall receive a notice of parental rights and a written proposed assessment plan explaining the types of assessments to be conducted and stating that no individualized education program (IEP) will result from the assessment without parental consent. The 15-day period does not include days between the student's regular school session or term or days of school vacation in excess of five school days unless, the parent/guardian agrees in writing to an extension. (Education Code 56321
Upon receiving the proposed assessment plan, the parent/guardian shall have at least 15 days to decide whether or not to consent to the assessment. The assessment may begin as soon as informed parental consent is given. (Education Code 56321; 34 CFR 300.505)
Informed parental consent means that the parent/guardian: (34 CFR 300.500)
1. Has been fully informed of all information relevant to the activity for which consent is sought, in his/her native language or other mode of communication.
2. Understands that the granting of consent is voluntary on the part of the parent/ guardian and may be revoked at any time.
Personnel assessing the student shall prepare a written report of assessment results, which specifies: (Education Code 56327)
1. Whether the student may need special education and related services.
2. The basis for making this determination.
3. Relevant behavior noted while observing the student in an appropriate setting.
4. The relationship of the student's behavior to his/her academic and social functioning.
5. Educationally relevant health, development and medical findings, if any.
6. For students with learning disabilities, whether the discrepancy between achievement and ability cannot be corrected without special education and related services.
7. Where appropriate, a determination concerning the effects of environmental, cultural or economic disadvantage.
8. The need for specialized services, materials and equipment for students with low incidence disabilities, consistent with California Department of Education guidelines.
The parent/guardian shall receive written notice of the following: (Education Code 56329; 34 CFR 300.502))
1. Upon completion of the administration of tests and other assessment materials, an IEP team meeting that includes the parent/guardian or his/her representative shall be scheduled pursuant to Education Code 56341. At this meeting, the team shall determine whether or not the student is a student with disabilities as defined in Education Code 56026, whether the student requires instruction that cannot be provided in regular education, and shall discuss the assessment, the educational recommendations and the reasons for these recommendations. The team shall determine whether the student is eligible for special education and related services. A copy of the assessment report shall be given to the parent/guardian.
2. If the parent/guardian disagrees with an assessment conducted by the district, a parent/guardian has the right to obtain, at public expense, an independent educational assessment of the student from qualified specialists, as defined by district regulations.
1. However, the district shall, without unnecessary delay, either initiate a state due process hearing to show that its assessment is appropriate or pay for an independent educational evaluation. If this hearing results in a decision that the district's assessment is appropriate, the parent/guardian still has the right to obtain an independent education assessment, but not at public expense. The results of an assessment obtained at private expense must be considered by the district and may be presented as evidence at a due process hearing.
2. When the parent disagrees with the recommendations for services or the diagnosis, the parent shall sign an IEP stating their disagreement(s) and outlining services requested to meet the student's needs.
Students with disabilities shall be reassessed at least every three years or more frequently if conditions warrant a reassessment or if requested by the parent/guardian or teacher. (Education Code 56381)
Before entering kindergarten or first grade, children with disabilities who are in a preschool program shall be reassessed to determine if they still need special education and services. IEP teams shall identify a means of monitoring the continued success of children who are determined to be eligible for less intensive special education programs. (Education Code 56445)
Regulation SANTA MARIA-BONITA SCHOOL DISTRICT approved: December 3, 1986 Santa Maria, California revised: February 26, 2003
*************************************************************************************
Designated Supports & Accommodations Checklist
The Designated Supports & Accommodations Checklist is available on the District Google website for possible usage at the school sites to determine appropriate accommodations and supports for three groups: (1) 504 students; (2) IEP students; and, (3) students needing designated supports through the SST process. This checklist is included on the subsequent pages.
*************************************************************************************

[bookmark: _Toc462072308]Designated Supports & Accommodations Checklist
(PAGE ONE)

Form Completed By: (check all that apply)
· Administrator
· Resource Specialist
· Special Day Class Teacher
· Speech Pathologist
· General Education 
· Parent
· Other _______________________________________
Embedded Accommodations (IEP/504 ONLY)
Embedded - digitally delivered online
· American sign language, ELA listening and math items
· Braille
· Closed captioning, ELA listening items
· Text to speech, stimuli/passage (grade 6-8, 11)
· Text to speech, stimuli/passage and items (grades 6-8,11)
· Streamlined interface
Non-Embedded Accommodations (IEP/504 ONLY)
Non-Embedded - furnished by the school
· Administration at most beneficial time
· Alternate response options
· American Sign Language
· Braille (paper-pencil test)
· Large print versions of paper-pencil test
· Print on Demand
· Read aloud, ELA reading passages
· Abacus
· Multiplication Table
· Scribe
· Speech-to-Text

Designated Supports & Accommodations Checklist
(PAGE TWO)

Designated Supports Embedded (IEP/504/SST/EL)
· Color contrast
· Masking
· Turn off any universal tool
· Text to speech, math and ELA items
· Translated test directions, math items
· Translations (glossaries), math items
· Translations (stacked), math items
Designated Supports Non-Embedded (IEP/504/SST/EL)
· American sign language
· Bilingual dictionary
· Color contrast black on rose
· Color contrast medium gray on light gray
· Color contrast reverse contrast
· Color contrast yellow on blue
· Color overlay
· Magnification 1.5x
· Magnification 1.75x
· Magnification 2.5x
· Magnification 3x
· Noise buffer
· Read aloud
· Scribe
· Separate setting
· Special lighting or acoustics, assistive devices, and/or special furniture





____________________________________________________________________________________________
Section B:	Individualized Education Program (IEP) Process
____________________________________________________________________________________________
· IEP Team Member Participation
· State Law
· Roles and Responsibilities of IEP Team Members
· Provision for Excusal from IEP Meeting
· Alternative Means of IEP Team Meeting Participation
· Conducting IEP Meeting Without Parent Participation
· Provision for Making Changes to IEP After Meeting Was Held
· IEP Team Meeting Checklists and Agendas
· SELPA IEP Agenda and Checklist Forms
· IEP Preparation Checklist (prior to IEP Meeting)
· IEP Process Administrative Checklist
· IEP Agenda with Time Allocation
· IEP Agenda (from SEIS Library)
· Conducting Effective IEP Meetings
· Prepare Parents Prior to the IEP Meeting
· Collaborative IEP Meeting
· Collaborative IEP Meeting Map – Facilitator Guidelines
· Improving Communication During an IEP Meeting
· Writing IEPs for Educational Benefit
· SEIS Teacher Level User Manual

IEP Team Member Participation
STATE LAW
California Education Code § 56341 (b) (1)-(7) reads:
(b) The individualized education program team shall include all of the following:
(1) One or both of the pupil's parents, a representative selected by a parent, or both, in accordance with the federal Individuals with Disabilities Education Act (20 U.S.C. Sec. 1400 et seq.).
(2) Not less than one regular education teacher of the pupil, if the pupil is, or may be, participating in the regular education environment. If more than one regular education teacher is providing instructional services to the individual with exceptional needs, one regular education teacher may be designated by the local educational agency to represent the others.
The regular education teacher of an individual with exceptional needs, to the extent appropriate, shall participate in the development, review, and revision of the pupil's individualized education program, including assisting in the determination of appropriate positive behavioral interventions and supports, and other strategies for the pupil, and the determination of supplementary aids and services, program modifications, and supports for school personnel that will be provided for the pupil, consistent with Section 1414(d)(1)(A)(i)(IV) of Title 20 of the United States Code.
(3) Not less than one special education teacher of the pupil, or if appropriate, not less than one special education provider of the pupil.
(4) A representative of the local educational agency who meets all of the following:
(A) Is qualified to provide, or supervise the provision of, specially designed instruction to meet the unique needs of individuals with exceptional needs.
(B) Is knowledgeable about the general education curriculum.
(C) Is knowledgeable about the availability of resources of the local educational agency.
(5) An individual who can interpret the instructional implications of the assessment results. The individual may be a member of the team described in paragraphs (2) to (6), inclusive.
(6) At the discretion of the parent, guardian, or the local educational agency, other individuals who have knowledge or special expertise regarding the pupil, including related services personnel, as appropriate. The determination of whether the individual has knowledge or special expertise regarding the pupil shall be made by the party who invites the individual to be a member of the individualized education program team.
(7) Whenever appropriate, the individual with exceptional needs.
(c) In accordance with Sections 300.308 and 300.310 of Title 34 of the Code of Federal Regulations, for a pupil suspected of having a specific learning disability, at least one member of the individualized education program team shall be qualified to conduct individual diagnostic examinations of children, such as a school psychologist, speech-language pathologist, or remedial reading teacher. In accordance with Section 300.310 of Title 34 of the Code of Federal Regulations, at least one team member shall observe the pupil's academic performance and behavior in the areas of difficulty in the pupil's learning environment, including in the regular classroom setting. In the case of a child who is less than school age or out of school, a team member shall observe the child in an environment appropriate for a child of that age.
(d) (1) The local educational agency shall invite an individual with exceptional needs to attend his or her individualized education program meeting if a purpose of the meeting will be the consideration of the postsecondary goals for the individual and the needed transition services for the individual to assist the individual in reaching those goals under subparagraphs (A) and (B) of paragraph (8) of subdivision (a) of Section 56345.
(2) If the individual with exceptional needs does not attend the individualized education program meeting, the local educational agency shall take steps to ensure that the individual's preferences and interests are considered.
(3) To the extent appropriate, with the consent of the parents or an individual with exceptional needs who has reached the age of majority, in implementing the requirements of paragraph (1), the local educational agency shall invite a representative of a participating agency that is likely to be responsible for providing or paying for transition services.
(e) A local educational agency may designate another local educational agency member of the individualized education program team to serve also as the representative required pursuant to paragraph (4) of subdivision (b) if the requirements of subparagraphs (A), (B), and (C) of paragraph (4) of subdivision (b) are met.
(f) A member of the individualized education program team described in paragraphs (2) to (5), inclusive, of subdivision (b) shall not be required to attend an individualized education program meeting, in whole or in part, if the parent of the individual with exceptional needs and the local educational agency agree, in writing, that the attendance of the member is not necessary because the member's area of the curriculum or related services is not being modified or discussed in the meeting.
(g) A member of the individualized education program team described in subdivision (f) may be excused from attending an individualized education program meeting, in whole or in part, when the meeting involves a modification to or discussion of the member's area of the curriculum or related services, if both of the following occur:
(1) The parent, in writing, and the local educational agency consent to the excusal after conferring with the member.
(2) The member submits, in writing, to the parent and the individualized education program team input into the development of the individualized education program prior to the meeting.
(h) A parent's agreement under subdivision (f) and consent under subdivision (g) shall be in writing.
(i) In the case of a child who was previously served under Chapter 4.4 (commencing with Section 56425), Early Education for Individuals with Exceptional Needs, or the California Early Intervention Services Act under Title 14 (commencing with Section 95000) of the Government Code, an invitation to the initial individualized education program team meeting shall, at the request of the parent, be sent to the infants and toddlers with disabilities service coordinator, as described in Subchapter III (commencing with Section 1431) of the federal Individuals with Disabilities Education Act (20 U.S.C. Sec. 1400 et seq.), or other representatives of the early education or early intervention system to assist with the smooth transition of services.
*************************************************************************************
ROLES AND RESPONSIBILITIES OF IEP TEAM MEMBERS
In Roles and Responsibilities of IEP Team Members Memorandum (April 2, 2015), Melissa Hatch, Esq., questions and answers were provided to the topics listed below.
1. Who are the Required IEP Team Members?
2. What is the Role of the District Representative?
3. What is the Role of the school Psychologist?
4. Can a School Team Member Wear More than One Hat at an IEP Team Meeting?
5. Should the District Representative Attend the Entire IEP Meeting.
This Memorandum is reprinted on the following pages.
*************************************************************************************
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MEMORANDUM

To: 		Karen Andersen 
From: 		Melissa Hatch, Esq.
Date: 		April 2, 2015
Re: 		Roles and Responsibilities of IEP Team Members

Dear Karen,

This memorandum is in response to your questions regarding the role and responsibilities of school district IEP team members. 

1.	Who are the Required IEP Team Members?

Federal and state laws require certain individuals to attend every IEP team meeting.  Specifically they are: 

a. The parents of the child with a disability; 
b. At least one general education teacher of the child, if the child is or may be participating in the general education environment; 
c. At least one special education teacher, or where appropriate, not less than one special education provider of the child; 
d. A representative of the school district who is knowledgeable about the availability of the resources of the district, is qualified to provide or supervise the provision of special education services and is knowledgeable about the general education curriculum; 
e. An individual who can interpret the instructional implications of evaluation results; 
f. At the discretion of the parent or the district, other individuals who have knowledge or special expertise regarding the child, including related services personnel as appropriate; and 
g. Whenever appropriate, the child with a disability. 

(20 U.S.C. § 1414 (d)(1)(B); Education Code sections 56341(b)(1)-(7).)     

2.	What is the Role of the District Representative? 

A district representative is a required member of the IEP team, who is authorized to act on behalf of the district.  This individual, by signing the IEP, commits the school district resources listed in the IEP.  
A district representative must be: 
a. Qualified to provide or supervise the provision of specially designed instruction to meet the unique needs of individuals with exceptional needs;
b. Knowledgeable about both the general curriculum and district resources; and 
c. Authorized to make decisions on behalf of the district and commit its resources, ensuring that whatever services are set out in the IEP actually will be provided.  

(20 U.S.C. § 1414 (d)(1)(B); Education Code section 56341(b)(4).)  
Generally, principals and assistant principals serve as the district’s representative.  However, non-administrators can do so if he/she meet the above criteria.  In Student v. Los Angeles Unified School District, OAH No. 2006120625, the Administrative Law Judge (“ALJ”) ruled that a former teacher and educational specialist was qualified to serve as a district representative because of her experience and knowledge in both general and special education, her familiarity with the curriculum of each, and her knowledge of the resources of the district.  Accordingly, this non-administrator was deemed a proper district representative. 

If a district representative is not present or the representative does not meet the above criteria, an ALJ could find a district committed a procedural violation.  As in Parents v. Temecula Valley Unified School District and the Keegan Academy, OAH No. 2012080512, the ALJ ruled that the district failed to provide a district representative who was knowledgeable with appropriate authority to offer programming and to commit funds at the IEP meetings.  In this case, the representative lacked the required knowledge because she was not familiar with any services or programs available at other district school sites.  Furthermore, she lacked the required authority because she had no independent authority to commit any of district’s services.
3.	What is the Role of the School Psychologist?

School psychologists serve a variety of functions on a school campus.  For purposes of serving children with special needs, school psychologists must do the following:
a. Conduct psychological assessments (e.g., intellectual and emotional functioning) provided the school psychologist is credentialed, as well as trained and prepared to assess cultural and ethnic factors appropriate to the child being assessed, as well as comply with the general laws regarding assessing students pursuant to Education Code section 56320.  (Education Code sections 56320 and 56324 (a); Title 5 of the California Code of Regulations section 3029.)  
b. Present psychological assessment results at an IEP team meeting, even though he/she may not have conducted the assessment, and participate in the development of a student’s IEP.  (Education Code sections 56341(b)(5) and 56363(b)(10).)
c. If a student is suspected of having a specific learning disability and neither a speech-language pathologist nor a remedial reading teacher conduct an individual diagnostic evaluation of the child, then the school psychologist must do so.  The individual diagnostic evaluation must include observing the student’s academic performance and behavior in the areas of difficulty in his/her learning environment, including in the general education setting or elsewhere in the appropriate environment for children less than school-age or out of school.  (Education Code section 56341(c).) 
d. Provide psychological services.  Such services consist of the following: 
(i) Counseling;
(ii) Consultative services to parents, students, teachers and other school personnel; and
(iii) Assisting in the developing positive behavioral strategies.
 (Education Code § 56363(b)(10); Title 5 of the California Code of Regulations section 3051.10.)


4.	Can a School Team Member Wear More than One Hat at an IEP Team Meeting? 

Yes, a school district IEP team member can serve two roles during a meeting.  However, that individual must fulfill the legal obligations of both roles.  Title 34 of the Code of Federal Regulations section 300.321(d) currently state a public agency may designate a public agency member of the IEP team to also serve as the agency representative.  This person must, however, meet the criteria in Part 2 as well as the criteria of their own ‘hat.’ 
5. 	Should the District Representative Attend the Entire IEP Team Meeting?

Yes, because in order to offer a student a free appropriate public education (“FAPE”) through committing district resources, he or she needs at least be present to listen to the discussions regarding a student’s unique needs and goals.  A district representative’s presence during the entire IEP team meeting is vital as evidenced in a recent ruling in Parent v. Spencer Valley Elementary School, OAH Case No. 2014030842.  Here, the ALJ found that because the district representative appeared at the IEP team meeting five hours after it started and shortly before making the district’s offer of FAPE, the district committed a procedural violation.  

Practically speaking, a district representative especially when he or she is the principal, is in the best position to ensure the required IEP team members (e.g., the site’s teachers, services providers and school psychologist) attend and participate during the meeting.  A principal’s presence can also provide the team with the leadership necessary to gain consensus as well as provide support for those team members who may be nervous or apprehensive about the meeting. 

In conclusion, federal and state laws require that the district adhere to specific requirements in comprising an IEP team and in choosing an appropriate district representative whose presence is required at an IEP team meeting. The law also clearly defines the role of a school psychologist on an IEP team and that members may wear multiple hats at the meeting so long as they can fulfill the obligations of each role. Failure by the district to meet these requirements may result in a denial of FAPE. 

Please feel free to contact me if you have any questions or need additional information regarding this matter.
*************************************************************************************
A follow-up Memorandum, LEA representative and IEP team members, from Karen Anderson (June 1, 2015) is reprinted below.
Item #6 LEA representatives: It is indicated that it is mandated that some level of administrator be at every IEP even though the requirement is for an LEA representative. Site administration has been informed that they are to be at IEPs for the duration at the IEP.
Site administration met to discuss training on chairing IEPs and determining consensus when there is disagreement among team members. All agree that this training is needed and will be obtained.
Site administration has been clarified that a legal opinion sought by SELPA indicated the LEA Representative determines IEP outcome based on consensus even when not all team members agree.
Mandatory members for an IEP:
(i)	the parents of a child with a disability;
(ii)	not less than 1 regular education teacher of such child (if the child is, or may be, participating in the regular education environment;
(iii)	not less than 1 special education teacher, or where appropriate, not less than 1 special education provider of such child;
(iv)	a representative of the local educational agency . . .
(v)	an individual who can interpret the instructional implications of evaluation results . . .
(vi)	at the discretion of the parent or the agency, other individuals who have knowledge or special expertise regarding the child, including relates services personnel as appropriate; and,
(vii) wherever appropriate, the child with a disability.
Note: The source of mandatory language cited above is the Individuals with Disabilities Act (IDEA) – Reauthorized IDEA Statute 614(d)(1)(B). An excellent resource can be found on the California Department of Education website, Resources on IEPs for Children with Disabilities:	http://www.cde.ca.gov/sp/se/sr/iepresources.asp. 
*************************************************************************************
PROVISION FOR EXCUSAL FROM IEP MEETING
Assembly Bill 1663 (2007) amended California EC § 56341 to bring state law in conformance to IDEA Act of 2004. A significant change involved identification when IEP team meeting attendance is not necessary and authorizes excusals from IEP meetings. California EC § 56341 (f-h) reads,
(f) A member of the individualized education program team described in paragraphs (2) to (5), inclusive, of subdivision (b) shall not be required to attend an individualized education program meeting, in whole or in part, if the parent of the individual with exceptional needs and the local educational agency agree, in writing, that the attendance of the member is not necessary because the member's area of the curriculum or related services is not being modified or discussed in the meeting.
(g) A member of the individualized education program team described in subdivision (f) may be excused from attending an individualized education program meeting, in whole or in part, when the meeting involves a modification to or discussion of the member's area of the curriculum or related services, if both of the following occur:
(1) The parent, in writing, and the local educational agency consent to the excusal after conferring with the member.
(2) The member submits, in writing, to the parent and the individualized education program team input into the development of the individualized education program prior to the meeting.
(h) A parent's agreement under subdivision (f) and consent under subdivision (g) shall be in writing.
*************************************************************************************
ALTERNATIVE MEANS OF IEP TEAM MEETING PARTICIPATION
Assembly Bill 1663 amended California EC § 56341.5 (g) to allow the parent of a child with a disability and an LEA to agree using alternative means of meeting participation, such as conference calls. California Education Code § 56341.5 (g) reads,
(g) Pursuant to Section 300.322(c) of Title 34 of the Code of Federal Regulations, if no parent or guardian can attend the meeting, the local educational agency shall use other methods to ensure parent or guardian participation, including individual or conference telephone calls, and consistent with Section 300.328 of Title 34 of the Code of Federal Regulations, the parent or guardian and the local educational agency may agree to use alternative means of meeting participation.
*************************************************************************************
CONDUCTING IEP MEETING WITHOUT PARENT PARTICIPATION
Assembly Bill 1663 amended California Education Code § 56341.5 (h) to allow the LEA to conduct an IEP meeting if parents are not available to participate. California Education Code § 56341.5 (h) reads,
(h) A meeting may be conducted without a parent or guardian in attendance if the local educational agency is unable to convince the parent or guardian that he or she should attend. In this event, the local educational agency shall maintain a record of its attempts to arrange a mutually agreed-upon time and place, such as:
(1) Detailed records of telephone calls made or attempted and the results of those calls.
(2) Copies of correspondence sent to the parents or guardians and any responses received.
(3) Detailed records of visits made to the home or place of employment of the parent or guardian and the results of those visits.
*************************************************************************************
PROVISION FOR MAKING CHANGES TO IEP AFTER MEETING WAS HELD
Another change to California Education Code § 56341, through AB 1663 amendments, included new provisions when making changes to a student’s IEP after the annual IEP meeting was held.  California Education Code § 56380.1 (a-c) reads,
(a) In making changes to a pupil's individualized education program after the annual individualized education program meeting for a school year, the parent of the individual with exceptional needs and the local educational agency may agree, pursuant to Section 1414(d)(3)(D) of Title 20 of the United States Code, not to convene an individualized education program meeting for the purposes of making those changes, and instead may develop a written document, signed by the parent and by a representative of the local educational agency, to amend or modify the pupil's existing individualized education program.
(b) Changes to the individualized education program may be made, in accordance with Section 1414(d)(3)(F) of Title 20 of the United States Code and Section 300.324(a)(6) of Title 34 of the Code of Federal Regulations, either by the entire individualized education program team at an individualized education program team meeting, or, as provided in subdivision (a), by amending the individualized education program rather than by redrafting the entire individualized education program. Upon request, a parent shall be provided with a revised copy of the individualized education program with the amendments incorporated.
(c) If changes are made to the pupil's individualized education program, in accordance with subdivisions (a) and (b), the local educational agency shall ensure that the pupil's individualized education program team is informed of those changes as required by Section 300.324(a)(4)(ii) of Title 34 of the Code of Federal Regulations.
*************************************************************************************
IEP Team Meeting Checklists and Agendas
A series of IEP Meeting Checklists have been provided as templates or samples.
· IEP Preparation Checklist (prior to IEP Meeting)
· IEP Administrative Checklist
· IEP AGENDA with Time Allocation  (from SEIS Library)
· IEP Agenda (from SEIS Library)
The IEP meeting checklists and agendas listed above are provided on the following pages. 
*************************************************************************************
The Santa Barbara County SELPA has three additional forms.  Links to those forms are listed below. 
SELPA IEP AGENDA AND CHECKLIST FORMS
The SBCSELPA has several IEP agenda and checklist forms on its website under the tab “Forms” which links to SELPA Forms (http://www.sbcselpa.org/appendix-b/) or by going to the SBCSELPA Procedural Handbook, Appendix B, SELPA Forms.  These SELPA forms are listed below.
AGENDA – Individualized Education Program (IEP) MEETING (SELPA Form 19). 
The IEP Agenda can be accessed by clicking the following website:
Agenda – Individualized Education Program (IEP) Meeting [SELPA19]
IEP TEAM CHECKLIST FOR ENGLISH LEARNERS (ELs) (SELPA Form 80)
The IEP Team Checklist for ELs can be accessed by clicking the following website:
IEP Team Checklist for English Learners (ELs) [SELPA80]
IEP TEAM MEMBER INPUT INTO THE DVELOPMENT OF THE IEP (SELPA Form 7)
The IEP Team Member Input Form can be accessed by clicking the following website:
IEP Team member Input Into the Development of the IEP [SELPA7]
*************************************************************************************


IEP PREPARATION CHECKLIST (prior to IEP Meeting)
	Student Name
	At SST Meeting, provide Parent an Assessment Plan 
OR
	Send Home Assessment Plan and Parents Rights
	Assessment Plan Returned by Parent
	Complete Assessment and Multi-disciplinary Report
	Call Parents to Schedule IEP Meeting Date & Time
	Send Home IEP 
Meeting Notice
	Distribute Meeting Notice to Staff or Notify on SEIS
	IEP Meeting Notice Returned by Parents
	Call Parents 1 Day Prior to IEP Meeting - Reminder

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	




IEP ADMINISTRATIVE CHECKLIST

Individualized Education Program (IEP)
Administrative Checklist
Before the IEP Meeting:

______ Parents have been informed about intervention, SST and IEP processes early on in the interactions
______ When assessment becomes appropriate; parent was contacted by Special Education Representative about desired forms of communication
______ All preparatory paperwork has been sent home to the parent:
· Procedural safeguards
· Special needs liaison brochure
· Parent training schedule
· Invitation for parents to share outside assessments
______ Following the assessment(s) and at least 2 weeks before the IEP meeting, the case manager has sent the parent:
· IEP Meeting Notice

During the IEP Meeting:

______ The meeting is structured so everyone has a part in the process
______ Goals and objective are reviewed and modified, if needed
______ Everyone is clear about next steps at the end of the meeting

General:

______ The site’s annual and triennial IEP’s have been scheduled at the start of the school year
______ The IEP’s have been scheduled evenly throughout the year, allowing for early notification

Communication, Collaboration, Accountability



IEP AGENDA with Time Allocation (from SEIS Library – District Form)
Individualized Education Program (IEP) Meeting Agenda
Student:		_____________________________
Date:		_____________________________
Location:	_____________________________
	Time
	Component
	Person Responsible

	1.   ___:___  M
	Introductions
	Team Members introduce themselves

	2.   ___:___  M
	Procedural Safeguards
	Case manager

	3.   ___:___  M
	Purpose of meeting –
	Case manager

	4.   ___:___  M
	Parent Concerns
	Parent

	5.   ___:___  M
	Review Present Levels and introduce new Goals
	Case manager

	6.   ___:___  M
	Special Factors/ Assessments
Behavior Plan and Treatment Plan review
	Case manager

	7.   ___:___  M
	Services and Educational Setting
	Case manager

	8.   ___:___  M
	Meeting notes shared
	Case manager

	9.   ___:___  M
	Conclusion of IEP meeting
Obtain participant signatures
	Case manager

	10.  ___:___  M
	
	




Individualized Education Program Agenda (from SEIS Library – District Form)
Date: ____________________ Student: _________________________
Introductions
Purpose of Meeting
Parent Rights
Signatures of Those Present
General Education Teacher: _________________
· Progress in Class/Current Grade/Conduct & Effort
· Strengths/Interests/Positive Comments
· Homework/Class Participation
· Classroom Modifications/Accommodations/Concerns
· Questions?
Excuse General Education Teacher
Parent(s): _________________
· How do you feel your child is doing? 
· Do you have any concerns relevant to your child's educational progress?
Student: _________________
· How do you feel school is going? What is your favorite subject? Do you have any comments/concerns about your school? What do you like about your school? If you could change one thing about your school what would it be?
School Psychologist: _________________
· Test Results/Other
Resource Specialist: _________________
· Info/Eligibility
· Present Levels of Academic Achievement 
· Progress on Previous Goals
· Current Goals 
· State Wide Assessments
· Special Factors
· Offer of Free Appropriate Public Education (FAPE) Services
· Offer of FAPE Services Educational Setting
· Questions?
Summarize/Wrap-Up/Sign All Required Forms
Thank you all for coming!

Conducting Effective IEP Meetings
PREPARE PARENTS PRIOR TO THE IEP MEETING
Prior to the IEP meeting, you may want to direct the parent(s) to the Santa Barbara County SELPA “Special Education Parent Handbook.” Several relative questions and answers were reprinted below from the Section Individualized Education Program Meeting (IEP Meeting) of the Parent Handbook.
“The IEP Team Meeting is designed to give parents, the teacher, specialists, and the school administrator the opportunity to come together and review the present level of functioning of the child and then to plan an appropriate program, including goals and services. If assessments were administered, they will be reviewed and interpreted.”
WHAT HAPPENS AFTER THE ASSESSMENT IS COMPLETED? An IEP Team meeting will be held. You are a member of this team and must be invited, in writing, to attend the meeting. Attempts must be made to schedule the meeting on a date and time convenient to both you and the school personnel. The invitation will tell you the purpose of the meeting, date, time, place, and who will be in attendance. If you cannot meet at the time scheduled, contact the person listed on the meeting notice as soon as possible to reschedule. Parents shall be notified of the individualized education program meeting early enough to ensure an opportunity to attend. 
WHAT IS THE PURPOSE OF THIS MEETING? The purpose of this meeting is to review the assessment findings, determine if your child is eligible for special education, and, if eligible and in need of special education services, develop the Individualized Education Program (IEP). If an IEP is developed, the team will discuss your child’s strengths and needs and determine appropriate goals, supports, and services that will enable your child to progress in the general education curriculum. 
WHO WILL BE AT THE MEETING? The administrator/designee who is knowledgeable about resources and curriculum; a special education teacher or service provider; a general education teacher (when appropriate); someone who can interpret evaluation results; you; your child (if appropriate); and others who have information about your child (see Question #6 for more in-depth description of the IEP Team members).
MAY I BRING SOMEONE WITH ME TO THE MEETING? Yes. You may bring anyone you wish with you to the meeting, such as your child's regional center worker or social services worker. Be sure to notify him/her of the date, time, and location of the meeting. If you cannot attend the meeting, you may have someone attend in your place and speak for you. However, you must ultimately give your written permission for your child's placement in special education. You should notify the school of whether or not you will attend or if someone will be attending for you. You are encouraged to bring your child to the meeting if you feel he/she will benefit from the discussion. You may also request an interpreter to be present at the meeting. It is also an option to request that you participate in the meeting via conference call. The school agency must agree to have a conference call IEP if one is requested.
MAY I TAPE RECORD THE MEETING? Yes. The parent or guardian, district, special education local plan area, or county office shall have the right to record electronically the proceedings of IEP Team meetings on an audiotape recorder and shall notify the members of the IEP Team of their intent to record a meeting at least 24 hours prior to the meeting. If the parent or guardian objects or refuses to attend the meeting because it will be tape recorded, then the meeting shall not be recorded on an audiotape recorder. It is the parent’s responsibility to record the meeting if he or she chooses. The district is only required to give a copy of a recording if the district has chosen to record the meeting. Then, if requested, the district is required to give the parent a copy of the recording at the parent’s cost. 
HOW DO I PREPARE? You may want to review your child's past records for clues to any information which may assist the IEP team. Be sure to request records in advance of the time you want to see them. School records must be requested at least five days in advance. You may provide any information you want considered at the IEP meeting.
AS THE ASSESSMENT RESULTS ARE SHARED, WHAT IS MY ROLE AS PARENT? You will be given a full explanation of the assessment findings. During this process you may present any additional information you have about your child, ask any questions you may have about the assessment or findings, and/or request the school to provide additional assessment if necessary. A copy of the written assessment report will be given to you. The assessment report, the IEP, and the meeting will be interpreted in your native language if requested.
IF I NEED TIME TO THINK ABOUT WHAT IS PRESENTED, MAY I REQUEST A SECOND MEETING AT A LATER TIME? Yes. The meeting may be continued or tabled so you may consider the results and recommendations and you may request a second meeting.
WHAT DO I DO IF I DO NOT AGREE WITH THE SCHOOL’S ASSESSMENT FINDINGS? If you disagree with an assessment obtained by the school district (also referred to as Local Education Agency (LEA)), you may be entitled to an independent educational assessment (best requested in writing) at the LEA’s expense. However, the LEA may initiate a due process hearing to show that its assessment is appropriate. If the LEA’s assessment is found to be appropriate, the LEA will not be required to pay for the parent’s independent assessment. If the LEA requests an independent assessment, the parent is not responsible to pay.
WHAT DO I DO IF I WANT MY CHILD ASSESSED BY SOMEONE OUTSIDE THE LOCAL EDUCATION AGENCY? You may obtain an independent assessment of your child at any time. Independent assessments not requested by the school district are at the parent’s or other agency expense, and are not provided at public school expense. Independent assessments must be considered in the decision-making processes along with school assessments.
WHAT DO I DO IF THE IEP TEAM FINDS THAT MY CHILD IS NOT ELIGIBLE FOR SPECIAL EDUCATION? If you, as part of the team, agree with the team’s decision: Sign the form indicating you agree. Discuss with the school staff any other plans or classroom modifications for your child’s education program. If you, as part of the team, do not agree with the team decision: You may request: (a) additional assessment followed by a continuation of the IEP meeting; (b) an administrative review with the district office special education staff; and, (c) a state level hearing which may include mediation.
WHAT HAPPENS IF THE IEP TEAM FINDS MY CHILD ELIGIBLE FOR SPECIAL EDUCATION? You and the team will develop an Individualized Education Program (IEP) specifically tailored to your child. The team may bring a draft of some of the goals (and objectives, if appropriate) being considered for your child to the meeting. Remember, these are drafts and can be changed. 12 The drafts can be helpful in giving everyone something to look at and discuss. Parents are also encouraged to offer proposed goals (and objectives, when appropriate.)
WHAT IS AN IEP? The IEP is a written legal document ideally developed in a collaborative and cooperative effort between parents and school personnel that describes the disabled child’s disabilities and needs and prescribes the placement and services designed to meet the child’s unique needs. The IEP will include: 
a. The present level of educational performance 
b. Goals (and objectives) as appropriate which include criteria for evaluation
c. Specific special education instruction and/or related services to be provided
d. An explanation of the extent your child will be able to participate in the regular program
e. Projected date for initiation and the anticipated duration and location of services
f. Participation in state and district wide tests
g. How progress will be measured and how parents will be informed
h. Transition service needs
i. Age of majority – at age 18 student gains adult status for decision making 
When appropriate, the IEP should also include: 
a. Extended school year services
b. Provisions for transition into the regular program
c. Access to Assistive Technology
d. Specialized equipment, materials, and services for deaf, blind, and severely orthopedically impaired students
e. Pre-vocational or vocational education
f. Linguistically appropriate goals for students whose native language is other than English
g. Special transportation arrangements when required A parent has the right to refuse services after the initial assessment and Free and Appropriate Education (FAPE) has been offered at the initial IEP meeting.
WHAT DO I DO IF I AGREE WITH SOME PARTS OF THE INITIAL IEP BUT NOT ALL OF IT? If for the initial IEP you agree that services should be provided, sign the IEP Signature and Parent Consent page with exceptions, listing the areas to which you do not agree. This way the student can receive services while you and the district members take time to work out the areas of nonagreement. A parent also may choose not to sign the IEP until all areas of the IEP are agreed upon, but keep in mind that without signature, none of the services will be implemented. If the parent or guardian of a child who is an individual with exceptional needs refuses all services in the individualized education program after having consented to those services in the past but does not revoke consent to Special Education, the local educational agency may file a request for due process.
HOW OFTEN MUST THE SCHOOL REVIEW MY CHILD’S SPECIAL EDUCATION PLACEMENT AND IEP? Every special education student must have his or her progress and Individualized Education Program (IEP) reviewed at least once each year. Teachers, however, will be monitoring each student’s progress regularly throughout the school year. Progress toward annual goals will be 13 reported to you in writing at least as often as students receive report cards in general education. Parents may request an IEP review at any time. The district will set a meeting within 30 days (not counting school breaks).
CAN THE IEP BE TRANSFERRED TO ANOTHER SCHOOL DISTRICT? If you move to another district, take a copy of your child’s annual IEP and most recent assessment to your new school district. The new district will implement your child’s IEP with comparable services for 30 days as an administrative placement. Prior to the end of the 30-day administrative placement, an IEP meeting will be convened to review your child’s IEP, revise if necessary, and specify the provision of services in your new district.
WHAT HAPPENS IF I WANT TO DROP MY CHILD FROM SERVICES AFTER HE/SHE HAS BEEN RECEIVING SPECIAL EDUCATION SERVICES? If at any time subsequent to the initial provision of special education and related services, the parent of a child revokes consent in writing for the continued provision of special education and related services, the public agency may not continue to provide special education and related services to the child, but must provide prior written notice in accordance with 34 CFR Section 300.503 before ceasing such services. 
*************************************************************************************
COLLABORATIVE IEP MEETING
The collaborative IEP meeting is different from a traditional IEP meeting because a collaborative meeting involves essential elements of pre and post meeting tasks as well as guiding principles. There are a number of different approaches to collaborative IEPs. A very effective model was developed by the West End Special Education Local Plan Area, “Collaborative IEP Meeting Map – Facilitator Guidelines.” Three parts to the guidelines include: (1) pre-meeting preparation; (2) meeting procedures and process; and, (3) meeting follow-up. The template is printed on the following pages.
*************************************************************************************



	Collaborative Individualized Education Program (IEP) Meeting Map
Facilitator Guidelines

	Names of Team Members:
	

	Date:
	
	Time:
	
	Location:
	

	Pre-Meeting Preparation: Part 1

	Clarify meeting outcomes and support team members by:
· Coordinating a date with each participant
· Sending out a meeting invitation* (consider sending an invitation with pictures of the child or a personalized cover letter)
· Providing parent participation material/resources
· Draft copy of the IEP
· Evidence of student’s progress
· Survey 
· Making a home visit if possible
· Reviewing multidisciplinary assessment results with parents and a small group (not just one person) and responding to questions (never do this at the IEP, especially with initial assessment)
· Share assessment results with teachers, and related service providers
· Review previous goals with parents and staff (for triennial)*
· Providing a phone call to assist parent’s expectations about the meeting*
· Prepare social story for child for IEP
· Providing a simple overview of the IEP process for parents and students, e.g., a pamphlet, including overview of agencies and roles of participants
· Making a classroom/placement visitations as needed
	
· Drafting goals and objectives with parent’s input*
· With pre-meetings, have an agenda
· Have a pre-meeting with staff- clarifying meeting outcomes with all team members- prepare teachers and convey expectation that all team members must stay for the entire meeting
· Start comments page to document what has already been done with the family
· Identifying and charting meeting outcomes/procedures
· Planning and charting the agenda*
· Providing simple refreshments
· Plan and prepare the meeting environment*
· Soft music
· Food that is easy to eat- fruit, string cheese . . . 
· Water
· Normal sized chairs
· Use u-shape, semi circle, sunburst, or oval with space at front for projection, charts, visual aids
· Call parent the day before to see if there’s anything they’d like to add to the agenda*
· Confirm that all IEP team members will be in attendance by calling the day before- give input regarding their role
· Set up technology prior to the meeting and test it. Have as little technology on the table as possible
· Stand prior to parent entering room, welcome the family and invite them to sit where they’d like

*Minimum for Annual IEP


Source: West End Special Education Local Plan Area (WESELPA) – Permission granted to use this document by WESELPA.



	Collaborative IEP Meeting Map
Meeting Procedures/Process: Part 2 Meeting Agenda

	Build Team Partnerships
	Summarize Assessment Results
	Determine Eligibility
	Develop Goals and Benchmarks
	Determine Placement Support and Services
	Summarize Meeting Actions and Commitments

	· Greet family & escort them into the room
· Start meeting with a video of the child
· Provide personal & functional introductions
· Provide welcome & clarifying meeting outcomes & expectations
· Review agenda 
· Review procedural safeguards
· Review posted norms
· Review accuracy of demographic information
	
· Provide simple overview of assessment that focuses on what the child can do
· Identify areas of need that are to be addressed
· Review any independent evaluations the parent has obtained
	
· Make links between assessment results & eligibility
· Verify there are no other areas of suspected disability that should be evaluated
· Describe how the students disability affects his/her educational performance
	
· Ask the parent to identify their priorities for the student’s education
· Check for each identified need, there is goal
· Review goals & objectives
· Make necessary changes
	
· Determine need for services
· Describe the purpose of each service
· Share the ways the child will participate in the services
· Review Special Education Factors: Behavioral needs, AT, Low Incidence, ELL
· Discuss ESY- Identify type of service, duration, frequency, & location
	
· Establish necessary timelines/persons responsible
· Review meeting notes/comments
· Obtain signatures
· Provide opportunities for group to process meeting effectiveness
· If a student is going through a transition document activities to support the transition
· If there is no agreement, identify the next steps for reaching resolution
· Distribute copies of the IEP
· Complete follow up action plan
· Gift to parent, e.g., a plant


	Meeting Follow-Up: Part 3

	· Distribute copies of the IEP to staff not in attendance
· Meet with general education and special education staff to review modifications
· Ask staff what support is needed for implementation
· Provide staff with demonstrations/models of how to implement IEP as needed
· Provide reminders on follow-up tasks


	
· Write note to parent
· Provide follow-up call to parent Meet again with general education and special education staff to review modifications and accommodations
· Follow up phone calls with school personnel
· Thank you notes to team members


Source: West End Special Education Local Plan Area (WESELPA) – Permission granted to use this document by WESELPA.
*************************************************************************************
IMPROVING COMMUNICATION DURING AN IEP MEETING
The information included in this section was adapted from a combination of materials prepared by the West End SELPA in San Bernardino County and the Riverside County SELPA.
Phrases to Avoid in IEP Meetings
· I don’t teach that.
· I only offer reading instruction in the morning.
· Your child will not fit into any of my groups.
· I have already taught that skill to my students, and I won’t get to it again this year.
· Students are not allowed to use calculators in my math class.
· No one is allowed to bring a tape recorder/lap top computer into my classroom.
· If he can’t copy notes from the board/overhead, he will just have to get the notes from another student on his own time.
· If your child doesn’t already have these skills, she will never make it in this class.
· I can’t allow students to work with partners. They will never do their own work.
· Whenever I pair kids up they are always whispering to each other during class. I can’t allow that kind of noise to go on.
· It wouldn’t be fair to all the other students.
· My class is full. Your child will have to be placed in another program.
· We don’t offer a program for your child at this school. They will have to go to another school.
· We aren’t trained to handle health or medical procedures at this school.
· The high functioning students in my program will probably make fun of your child.
· I don’t have any training/background in that area.
· Your child just doesn’t fit into my program.
· My class is made up of very low functioning kids. Your child just wouldn’t fit in.
Phrases to Promote Communication by Directing Focus to the Issues and Interests
· Could you be specific?
· What was most important about that (conversation, incident)?
· So, how does that tie into the current situation?
· What is the most important aspect of this dispute?
· What needs to be different?
· Who are the important parties?
· Is there a trust issue here?
· What else is important about that?
· You’ve had to talk to many people about this . . . 
· What would you like to see happen?
· You’ve spent a lot of energy on this. What would you like to see happen?
· Please explain how your child requires the service that you are requesting.
Phrases to Validate Feelings
· I can see how important this is to you.
· This has really been hard on you. Tell me more about . . . 
· You seem very angry. What happened?
· And then what . . . 
· And next . . . 
· You felt __________ when that happened.
· You sound frustrated. Please go on.
· This has been disconcerting for you.
· The system can sometimes be mystifying.
· This is a troubling situation for you.
· You sound like you have tried several things.
· It sounds like there are a lot of things going on in your child’s life.
Phrases to Move the Meeting Along
· It would be helpful if we establish an ending time for this meeting. What would work best for everyone?
· We have approximately ______ (amount of time) to complete this meeting.
· If we have not concluded by ______ (time), we can always schedule another meeting.
· I will take responsibility for keeping track of time.
· Does everyone feel comfortable with the guidelines/time limits?
· I really just need to understand the big picture.
· I have some general information I need to get from you.
· I’d like to stop for a moment because I heard you say something very important. (At this posting rephrase what was said and indicate the next step this leads you.)
· Let’s focus on the next step in the process. (Identify needs; look at previous goals and objectives, etc.)
· How about focusing on ______ (math, organization, etc.) now?
· So, the next step would be to . . .
· It sounds like that is very important to you and we will be addressing that issue (later, after we review previous goals, at a meeting with the principal, counselor, teacher).
· I’d like to get your ______ (parent, teacher, or administrator) input now so we can document all of these ideas.
· What ideas have you come up with for working on ______ at home?
· I have some ideas/materials on that subject that I could share with you after the meeting if you have time (or, offer to call them later, or send information to them).
*************************************************************************************
Writing IEPs for Educational Benefit
The STATE SELPA FORMS MANUAL – WRITING IEPs FOR EDUCATIONAL BENEFIT and accompanying IEP Forms were developed by members of the State SELPA Association to address the legal requirements of IDEA, state law, and the State Performance Plan as appropriate. The state SELPA IEP manual can be accessed through the Santa Barbara County SELPA website at: www.sbcselpa.org. 
This IEP template is used by the Santa Barbara County SELPA to provide greater consistency and compliance for its member districts. This guide provides instructions on how to complete each IEP form. Also, an Educational Benefit Reminder can be found at the end of each Form Section.
The SELPA also has listed on its website the following IEP Standards-based Goals:
· Language Standards K-12 December 2013
· Speaking and Listening Standards K-12 December 2013
· Reading Standards Foundational Skills K-5 December 2013
· Reading Standards for Literacy in History and Social Studies 6-11 December 2013
· Reading Standards for Literacy in Science and Technical Subjects December 2013
· Writing Standards for History Science and Technical Subjects 6-12 December 2013
· Math Standards K-8 June 2014
· Higher Math Standards (Traditional Pathway) June 2014
· Higher Math Standards (Integrated Pathway) June 2014
*************************************************************************************
SEIS Teacher Level User Manual
The most current updated Special Education Information System (SEIS) Teacher Level User Manual can be accessed on www.seis.org. Specific applicable sections may include, but not limited to:
· Managing Caseloads
· The Student Record
· The IEP Pages
· Services
· Goals 
· Goals Summary Page
· How To Choose a Goal from the Goal Library
· How to Search Goal Banks
· How to Create a Personal Goal Library
· Progress Reports
· Monitoring Students
· Reference Materials
*************************************************************************************



____________________________________________________________________________________________
Section C:	Special Education Assessments and Psychological Services
____________________________________________________________________________________________
· Assessment Section of the SELPA Procedural Handbook
· Report Guidelines
· Testing Kits – Rating Scales List
· Assessment Tracking Features in SEIS Teacher Level User Manual


Assessment Section of the Santa Barbara County SELPA Procedural Handbook
Section 2 – ASSESSMENT of the Santa Barbara County SELPA Special Education Procedural Handbook outlines the components listed below (Updated October 26, 2015). 
· The Law and Assessment
· California Education Code § 56320
· Timelines for Initial Special Education Assessment (Timelines flow chart can be found on the last page of this document.)
· Developing the Assessment Plan
· When Should You Begin?
· What is An Assessment Plan
· Conducting the Assessment
· Initial Assessment
· Assessment During Interim Placements
· The Report of Assessment
· The Independent Assessment
· Mandatory Review/Reassessment (Annual Reviews, Requested Review or Reassessment, Three-Year Review)
· Three-Year Reevaluations
· California State Eligibility Criteria
· California Code of Regulations – Title 5 § 3030. Eligibility Criteria
· California Education Code § 56441.11 – Eligibility Requirements for Preschool Children
· Government Code § 95014 – Definition of Eligible Infant or Toddler
· Assistive Technology (AT) Needs Assessment Guidelines (Note: This section is dated 5-16-08; however, the SBCSELPA ASSISTIVE (AT) GUIDELINES (11-1-13) are provided on the SELPA’s web page as a separate component. This Information is provided under Section G, Occupational (OT) and Assistive Technology (AT) of the District’s Special Education Handbook.
· AT Regulations
· AT Needs Assessment
· Parent Request for AT Assessment
· AT Resources
· Summary of AT Considerations
· Occupational Therapy (OT) Assessment Referral Guidelines (This Information is summarized under Section G, Occupational (OT) and Assistive Technology (AT) of the District’s Special Education Handbook.
· California Modified Assessment (This Information is reprinted under Section N, Pupil Assessment System of the District’s Special Education Handbook.
· What Forms Should be Used
*************************************************************************************

Report Guidelines 
The source of the Report Guidelines is: “Specific Learning Disability (SLD) Eligibility Guidelines” Pages 47-53 (8-5-15), Santa Barbara County SELPA
The following guidelines pertain to all assessors on the multi-disciplinary team, whether a single, combined multi-disciplinary report, or individual reports are presented. Best practice would be to integrate test results in an interdisciplinary manner rather than reporting by individual service provider.  For example if the special education teacher gave the oral expression subtest and a speech and language specialist also gave measures on oral expression, it would be best practice for both providers to integrate the results to avoid redundancy and have the report flow in a more logical and understandable manner to the reader. Regardless, each report must contain the legally required elements (see below) and be provided to the parent at the IEP meeting.
The assessment report is arguably the foundation upon which a student’s IEP is built. The assessment report identifies all areas of unique need, recommended services and supports needed to address those areas of need, and whether the student is eligible for special education. The assessment report is also one of the most scrutinized documents when a case goes to due process. The assessment must explore all areas of suspected disability to determine needs for services and intervention.
As a starting point and to understand how to increase effectiveness in report writing, three assumptions indicate the purpose of psycho-educational reports. According to Lichtenstein (2013a) the purposes of psychoeducational reports are:
· To provide an accurate and in-depth description of the child's functioning, capabilities, needs, and situational challenges.
· To provide diagnostic conclusions that focus intervention efforts and determine the range of available options (e.g., special education eligibility); and, most important,
· To provide insights and recommendations that improve the functioning and well-being of the child (Lichtenstein, 2013a, Core Assumptions section).
Furthermore, failing to write in a manner that is responsive to primary consumers is not only counterproductive, but is at odds with the National Association of School Psychologists (NASP 2010) Principles for Professional Ethics: “Standard II.3.8 School psychologists adequately interpret findings and present results in clear, understandable terms so that the recipient can make informed choices” (Lichtenstein, 2013a).
Report Readability and Length
 “There is little question that psychological reports are written at a level of difficulty that is at odds with the preference of teachers and the reading level of most parents” (Lichtenstein, 2014, Readability of Reports section).
Assessment findings should be presented in language clearly understood by the recipient (parent/ guardian/ professionals that work with the student) and should support the recipients in their work or interactions with the student. The assessments must not only address specific referral questions and include findings that are interpreted in a meaningful way, but also communicate these in a manner that others can understand. In this way, recipients can make informed choices.
Reports should not focus only on test scores or global statements.
Carriere & Hass (2011) presented the three following ways to increase understandability in report writing:
· Simplify terminology and jargon
· Check the readability level (a function of Microsoft Word)
· Make the logic of your assessment and report transparent
“The key to controlling report length is selectivity. Writing with parents and educators in mind calls for distinguishing between what is essential and what is inconsequential and redundant, and between reports that need to be long from those that are best kept short. What can help the evaluator make these important distinctions is what I call the ‘so what?’ principle. Anything in a report that does not contribute to a better understanding of the student, the student's circumstances, or the student's needs should be subject to elimination for failing to meet this standard. If there is no defensible reason to include something, it is content that detracts from, rather than contributes to, the purpose of a report” (Lichtenstein, 2014, Report Length section).
One recommended strategy to reduce report length is to “draft the Summary and Recommendations sections before tackling Test Results and Conclusions. This requires the evaluator to identify that which is most meaningful to readers and relevant to the intended purposes of the report—to better understand the student and to enhance the student's situation” (Lichtenstein, 2014, Report Length section).
Report Organization
Like the choosing of a test battery, the organization of a report differs based on the specific school psychologist’s training, knowledge, and experience. Some districts within our SELPA have developed suggested report templates. The following information is considered best practice from one perspective. It is acknowledged that, while it is important to include all of the following elements in a psychoeducational report, the order may not follow the guideline exactly. According to Lichtenstein (2013a), a rationale has been provided for organizing a report using the following sections and sequence:
· Identifying Information
· Reason for Referral
· Assessment Procedures (include validity statement)
· Assessment Findings
· Background Information
· Interviews
· Observations
· Test Results
· Conclusions
· Summary and Recommendations
· Data Summary
More detailed information about what should go in each section, from Hitchcock (2014), is outlined below.
Identifying Information
· Student’s name, date of birth, age, school, and grade
· Report dates
· Evaluator’s name
· Parents’ name and contact info (telephone)
Reason for Referral
· Identify source of the referral.
· State the specific concerns of the referral source including purpose of evaluation, specific questions to be answered.
· Be sure that assessment results help clarify the referral concerns and answer the referral question.
Assessment Procedures
· List full names and dates of administration for all tests and rating scales including the form or edition followed by the acronym (as specified by the test manual) in parentheses. The test can then be referred to by its initials throughout the remainder of the report.
· List and date all interviews, records reviewed and any other in formal assessment procedures.
· Validity statement
· State adherence to or exceptions to best assessment practices (ethnicity and race considered in test selection, economic disadvantage or of the exclusionary factors were not primary factors in test results, tests were administered in the student’s primary language).
· Describe any modifications to standardized administration.
· Describe any cautions or limitations that may affect interpretation of the findings including normative sample, sensory impairment, impact of impulsivity and attentional difficulty.
Assessment Findings
Background Information
· Current placement and any services student receives.
· Language data. 
· School history including multiple school changes, school settings, attendance.
· Review of school records including report cards, grades, behavior reports, previous test results including standardized assessments.
· State assessment results.
· Teacher concerns including areas of strength and weakness, performance on tests and daily assignments, attention, motivation, and peer relationships.
· Report results of vision and hearing screening. Note if glasses or hearing aids are required/used.
· Include information about pertinent medical history including hospitalizations, conditions which might impact schooling, syndromes, medications taken, previous medical diagnoses.
Interviews
· Include information provided by the family relevant to the learning problem such as birth, developmental, and medical history, parent concerns and perception of problems, interventions reported by the parent such as tutoring, medical intervention.
· Include information provided by the teacher relevant to the learning problem such as classroom functioning and academic performance, behavior, and social skills.
· Include information provided by the child relevant to the learning problem such as their academic and social strengths and weakness, and functioning at home.
· Include information from any other interviews conducted as a part of the assessment process.
Observations
· Must be conducted for all evaluations.
· Observe in the area of referral concern.
· Observe in multiple settings.
· Describe setting including number of students, number and types of teachers, class activity, general class involvement.
· Describe the task on which the student was working, student’s attention, level of motor activity, effort, task success, general behavior, and whether the student required individual teacher attention. When behavior is a concern also observe peer interactions, disruptive behaviors, etc.
· Describe general observations including specific examples concerning the student’s behavior in the testing situation such as response style, involvement and motivation throughout the tests, activity level, attention, general attitude toward testing, verbal communications skills, student’s response to success failure, and feedback.
· See Best Practices section on Observation starting on Page 45
Test Results
· Either in a table and or in the text, report for each test, subtest, cluster name include:
· Description of the tests and what it measures.
· Derived scores (not raw scores) such as standard scores, percentile ranks and confidence intervals and other types of scores may be appropriate depending on the tests used, age of the child, etc.
· Meaning of terms such as standard score, percentile rank, relative proficiency index.
· Type of norms used (age, grade).
· Verbal description found in the test manual of the scores.
· Best practice would be to report scores in tables at the end of the report in an appendix and utilize verbal descriptions of significant tests results and how they impact the student within the body of the report.
· Be consistent with the use of score ranges throughout the report or explain why different ranges and description apply.
· Analyze, interpret and integrate data including findings from all sources of data.
· Organize results according to topics relevant to the question being answered usually academic achievement areas and related cognitive processing area.
· In each area of performance:
· Discuss broad ability or skills.
· If abilities are discrepant discuss narrow abilities.
· Relate areas of weakness to reason for referral and data gathered from other sources.
· Include examples of errors without referring to actual items in the test.
· Include student behaviors/comments regarding performance on specific tasks.
· Start with areas of strength whenever possible.
· Relate academic achievement weakness to cognitive processing weaknesses.
· Invalid scores
· A cardinal rule is to not report test scores in the report narrative or Data Summary if the results are invalid (Lichtenstein, 2013b).
Conclusions
· Include language found in state laws in regards to the reliability and validity of the report.
· Indicate how the results of the assessment appear to qualify or not qualify the student for the specific condition.
 “An evaluation with a substantial Conclusions section (say, a page or more) will benefit from the brief and focused synopsis of a Summary. However, if a Conclusions section is relatively brief, the Summary might be dispensed with. Again (to summarize), the distinction between the two sections hinges on whether the content is first-time-through integration and interpretation (Conclusions), or succinctly summarized key points (Summary)” (Lichtenstein, 2013a).
Summary and Recommendations
· Briefly restate the referral concern.
· Summarize test results to answer referral question.
· Connect areas of academic weakness to cognitive, academic and behavioral results. For learning disability eligibility determine if there is/are:
· normative academic deficits preventing student from achieving grade level expectations.
· pattern of cognitive strengths and weaknesses.
· relationship between the academic weaknesses and the cognitive pattern.
· functional limitations due to these patterns.
· Include any additional pertinent information revealed during the assessment.
· Make recommendations specific to the referral question or findings if different from the referral question.
· Include realistic and practical interventions based on the student strengths and weaknesses that are student specific.
“ . . . a Summary, as the name implies, should be a brief summarizing of key findings that have been discussed at greater length earlier in the report. This is not the place to introduce new information or interpretations. Nor is this the place to refer to tests by name, or results by number. The focus in the Summary should be wholly on the child, rather than the assessment instruments…An effective Summary consists of simple, clear statements that serve the core purposes of the assessment: describing the child, identifying strengths and weaknesses, addressing referral questions and significant issues, and informing diagnosis and eligibility decisions. In highlighting major findings, the Summary provides a bridge to the Recommendations that follow. There is an implicit logic to this structure: This is what I have learned about the child (Summary); therefore, this is what should be done (Recommendations)” (Lichtenstein, 2013a).
Special Education Determination which addresses all areas of suspected disability, including a qualifying statement that this is an IEP Team decision and that no single test or other data source will be used as the sole criterion to determine the student’s special education eligibility.
Data Summary
· An appendix that includes all test score tables.
 “Common practice among school psychologists is to insert tables of test scores within the body of the report” (Lichtenstein, 2013a). The primary offered rationale for including test scores in tables within the report is that these scores are meaningful to assessment-savvy professionals, and should be provided (a) as evidence that conclusions are data-driven and (b) to enable independent confirmation of interpretations. A possible solution is to use nontechnical language in the body of the report, and to provide a Data Summary as an appendix. The narrative text can be readable and informative, and the discerning professional can still pore over the numbers (Lichtenstein, 2014, Data Summary section).


Legally Defensible Elements of Psycho-educational Report
Again, whether a single, combined multi-disciplinary report or individual reports are presented, each report must contain the legally required elements and be provided to the parent at the IEP meeting.
The following are the required elements of an assessment report (defined in Education Code §56327) as well as practice recommendations and/or requirements:
· Whether the student is eligible for special education and related services as well as the basis for making that determination.
· Required Practice: CCR §3030 requires that no single score or product of scores shall be used as the sole criterion for the decision of the IEP team as to the pupil’s eligibility for special education.
· Best Practice: All decisions must be based upon multiple sources of data (including interviews and review of educational history) gained during the assessment. If preliminary testing results are inconsistent with teacher reports and educational history, then it is recommended that assessors explore the area of concern further using narrow-band instruments, additional observations, and analysis of work samples. Descriptions of these factors should be included in the assessment report in order to support the ultimate recommendation. Eligibility decisions should not be made based solely on qualitative information without supporting data.
· Relevant behavior noted during the observation of the pupil in an appropriate setting and the relationship of that behavior to the pupil’s academic and social functioning.
· Required Practice: An observation in a relevant setting is required for all assessments. The “relevant” aspect of the requirement is determined based on the reason for referral and areas of concern.
· The educationally relevant health/development and medical findings, if any.
· Required Practice: All assessment reports must include a health/development section. If there is no significant medical history, this should be stated in the health/development section.
· A determination concerning the effects of environmental, cultural, or economic disadvantage, where appropriate.
· Information related to enabling the child to be involved in and progress in the general education curriculum (or for a preschool child, to participate in appropriate activities).
· Additional requirements exist for students who are being recommended to qualify or continue to qualify for special education as students with Specific Learning Disabilities or low incidence disabilities.
· For pupils with learning disabilities, whether there is such a discrepancy between achievement and ability or a failure to respond to intervention or a pattern of strengths and weaknesses that cannot be corrected without special education and related services.
· For pupils with low incidence disabilities, document the need for specialized services, materials, and equipment.
In accordance with CCR §3023, all assessments must be administered by qualified personnel who are competent in both the oral or sign language skills and written skills of the individual’s primary language or mode of communication and have a knowledge in understanding the cultural and ethnic background of the pupil. The regulations state that, “if it is clearly not feasible to do so, an interpreter must be used and the assessment report shall document this condition and note that the validity may have been affected.”
In accordance with EC §56320, assessment reports should include a statement indicating that testing and assessment materials and procedures were selected and administered so as not to be racially, culturally, or sexually discriminatory, were provided and administered in the language and form most likely to yield accurate information on what the pupil knows and can do academically, developmentally, and functionally, unless it was not feasible to do so, and were administered by trained and knowledgeable personnel for the purposes for which the measures were valid and reliable. 
Note: One should not just automatically insert this statement. If the examiner(s) veered from any of the requirements, it should be stated and a rationale as to why and how it may have impacted the validity of results should also be explained.
*************************************************************************************


Testing Kits – Rating Scales List
The following matrix includes the testing kits and rating scales currently being used within the Santa Maria Bonita School District. These instruments have been categorized by:
	· Cognitive
	· Adaptive

	· Processing
	· Academic/Achievement

	· Social/Emotional
	· Speech and Language



	Cognitive

	CAS-2: Cognitive Abilities Scale – Second Edition

	CTONI-2: Comprehensive Test of Nonverbal Intelligence – Second Edition

	DAS-II: Differential Ability Scales

	KABC-II: Kaufman Assessment Battery for Children – Second Edition

	UNIT 2: Universal Nonverbal Intelligence Test – Second Edition

	WASI: Wechsler Abbreviated Scale of Intelligence

	WISC-V – Wechsler Intelligence Scale for Children – Fourth Edition

	WJ-IV COG: Woodcock Johnson Tests of Cognitive Abilities – Fourth Edition

	WNV: Wechsler Nonverbal Scale of Ability

	Processing

	Bender Visual Motor Gestalt – Second Edition

	BVAT: Bilingual Verbal Ability Tests

	CAVLT-2: Children’s Auditory Verbal Learning Test – Second Edition

	CMS: Children’s Memory Scale

	CTOPP-2:  Comprehensive Test of Phonological Processing – Second Edition

	D-KEFS: Delis-Kaplan Executive Function Scale

	MVPT-4: Motor-Free Visual Perception Test – Fourth Edition

	NEPSY-II: Developmental Neuropyschological Assessment – Second Edition

	TAPS-3: Test of Auditory-Perceptual Skills – Third Edition (English and Spanish)

	TOMAL-2: Test of Memory and Learning – Second Edition

	TVPS-3: Test of Visual-Perceptual Skills (non-motor) – Third Edition

	VMI: Visual-Motor Integration

	WRAML-2: Wide Range Assessment of Memory and Learning – Second Edition




	Social/Emotional

	ADOS-2: Autism Diagnostic Observation Schedule – Second Edition

	ASDS: Asperger Syndrome Diagnostic Scale

	ASRS: Autism Spectrum Rating Scales (English and Spanish)

	BASC-3: Behavior Assessment System for Children – Third Edition

	BRIEF: Behavior Rating Inventory of Executive Functioning

	CARS-2: Childhood Autism Rating Scale – Second Edition: Standard Version and High-Functioning Version 

	CDI-2: Children’s Depression Inventory – Second Edition

	CEFI: Comprehensive Executive Function Inventory

	Conner’s 3: Parent Version and Teacher Version  (Short Form) – Third Edition
(English and Spanish)

	EDDT: Emotional Disturbance Decision Tree

	GADS: Gilliam Asperger’s Disorder Scale

	GARS-2: Gillian Autism Rating Scale – Second Edition (English and Spanish)
GARS-3: Gillian Autism Rating Scale – Third Edition (English)

	MASC-2: Multidimensional Anxiety Scale for Children – Second Edition

	Piers-Harris-2: Children’s Self Concept Scale – Second Edition 

	SAED-2:  Scales for Assessing Emotional Disturbance – Second Edition

	SAED-2: Developmental Questionnaire – Second Edition

	Stroop (Coloring-naming task)

	Adaptive

	ABAS-3: Adaptive Behavior Assessment System – Third Edition

	DP-3: Developmental Profile (English and Spanish) – Third Edition

	VABS-II: Vineland Adaptive Behavior Scales – Second Edition

	Academic/Achievement

	BOEHM – 3 Test of Basic Concepts Test Kit – Third Edition (Age Range: Grades K, 1, and 2)

	BRIGANCE CIBS – 2 and IED – 3 Comprehensive Inventory of Basic Skills II

	SANDI – Student Annual Needs Determination Inventory

	WIAT-III: Wechsler Individual Achievement Test – Third Edition

	WJ-IV Achievement (ACH) and Oral Language (OL): Woodcock Johnson Tests of Achievement and Oral Language – Fourth Edition



	Speech and Language 

	Bilingual English-Spanish Assessment (BSEA)

	Comprehensive Assessment of Spoken Language (CASL)

	Clinical Evaluation of Language Fundamentals – Fourth Edition Spanish (CELF-4 Sp) 

	Clinical Evaluation of Language Fundamentals – Fifth Edition Spanish (CELF-5)

	Expressive One Word Picture Vocabulary Test – Fourth Edition (EOWPVT-4)

	Expressive One Word Picture Vocabulary Test – Spanish-Bilingual Fourth Edition (EOWPVT-4 Sp-Bil)

	Goldman Fristoe Test of Articulation – Third Edition (GFTA-3)

	Hodson Assessment of Phonological Patterns – Third Edition (HAPP-3)

	Informal Assessment/Observation in areas of General; Language; and, Speech

	Preschool Language Scale – Version 5 (PLS-5) (English and Spanish-Bilingual)

	Receptive One Word Picture Vocabulary Test – Fourth Edition (ROWPVT-4)

	Receptive One Word Picture Vocabulary Test – Spanish-Bilingual Fourth Edition (ROWPVT-4 Sp-Bil)

	Spanish Articulation Test (Mattes)

	Structured Photographic Expressive Language Test – Third Edition (SPELT-3)

	Stuttering Severity Instrument – Fourth Edition (SSI-4)

	Test of Language Development – Intermediate – Fourth Edition (TOLD-I:4)

	Test of Language Development – Primary – Fourth Edition (TOLD-P:4)

	Test of Pragmatic Language – Second Edition (TOPL-2)

	Test of Problem Solving (TOPS)

	Test of Semantic Skills-Primary (TOSS-P)

	The Language Processing Test – Version 3 (LPT 3)

	Total Occurrences of Major Phonological Deviations (TOMPD)


*************************************************************************************




*************************************************************************************
Assessment Tracking Features in SEIS Teacher Lever User Manual
Appendix A: Service Tracker of the Special Education Information System (SEIS) Teacher Lever User Manual includes the sections listed below.
· Service Tracking
· Assessment Tracking 
· Attendance Code Options for Delivery
· Delivery Options
· Service Tracking – Provider View
· How to Recover Delivery
· How to Bulk Deliver Services
· How to Deliver Assessments
· Attendance Rosters
*************************************************************************************



____________________________________________________________________________________________
Section D:	Special Education Instructional Program Options
____________________________________________________________________________________________
· Least Restrictive Environment (LRE) / Continuum of Program Options
· Federal Law
· State Law
· State Performance Plan Indicator 5 – Least Restrictive Environment
· Program Options
· Specialized Academic Instruction (SAI)
· Overview of Regional Programs
· Regional Services Provided by County Education Office (CEO)
· Least Restrictive Environment Resources
· Environment for Services (Including Chart)
· Transition Procedures from Less to More Restrictive Environments
· Referral Process from Resource to a More Restrictive Environment
· Transition Checklist for Less to More Restrictive Program Placements
· Special Day Class (SDC) Consideration Checklist
· Educational Summary Form for Special Day Class (SDC) Consideration
· Request Form for Special Day Class (SDC) Consideration
· District Administrative Tracking for Special Day Class (SDC) Placement


Least Restrictive Environment (LRE) / Continuum of Program Options
LEAST RESTRICTIVE ENVIRONMENT: Special education is an integral part of the total public education system and should promote maximum interaction between students with and without disabilities in a manner, which is appropriate to the needs of both.
FEDERAL LAW
The federal IDEA related to least restrictive environment (LRE) requirements are cited below.
[bookmark: a]34 Code of Federal Regulations (C.F.R.) § 300.114
(a) General.
[bookmark: a_1](1)	Except as provided in § 300.324(d)(2) (regarding children with disabilities in adult prisons), the State must have in effect policies and procedures to ensure that public agencies in the State meet the LRE requirements of this section and §§ 300.115 through 300.120.
[bookmark: a_2](2)	Each public agency must ensure that—
[bookmark: a_2_i](i) To the maximum extent appropriate, children with disabilities, including children in public or private institutions or other care facilities, are educated with children who are nondisabled; and
[bookmark: a_2_ii](ii) Special classes, separate schooling, or other removal of children with disabilities from the regular educational environment occurs only if the nature or severity of the disability is such that education in regular classes with the use of supplementary aids and services cannot be achieved satisfactorily.
[bookmark: _Toc328061106][bookmark: _Toc328061380][bookmark: _Toc328640244][bookmark: _Toc328645109][bookmark: _Toc329421227]20 United States Code (U.S.C.) § 1412(a)(5)(A)
 (5)	Least Restrictive Environment
[bookmark: a_5_A](A)	In general
To the maximum extent appropriate, children with disabilities, including children in public or private institutions or other care facilities, are educated with children who are not disabled, and special classes, separate schooling, or other removal of children with disabilities from the regular educational environment occurs only when the nature or severity of the disability of a child is such that education in regular classes with the use of supplementary aids and services cannot be achieved satisfactorily.
34 Code of Federal Regulations (C.F.R.) § 300.115(a))
(a) Each public agency must ensure that a continuum of alternative placements is available to meet the needs of children with disabilities for special education and related services.
(b) The continuum required in paragraph (a) of this section must—
(1) Include the alternate placements listed in the definition of special education under § 300.8 (instruction in regular classes, special classes, special schools, home instruction, and instruction in hospitals and institutions); and
(2) Make provision for supplementary services (such as resource room or itinerant instruction) to be provided in conjunction with regular class placement.
(Authority: 20. U.S.C. 1412 (a)(5))
*************************************************************************************
STATE LAW
Pursuant to California Education Code § 56040.1,
In accordance with Section 1412(a)(5) of Title 20 of the United States Code and Section 300.114 of Title 34 of the Code of Federal Regulations, each public agency shall ensure the following to address the least restrictive environment for individuals with exceptional needs:
(a) To the maximum extent appropriate, individuals with exceptional needs, including children in public or private institutions or other care facilities, are educated with children who are nondisabled.
(b) Special classes, separate schooling, or other removal of individuals with exceptional needs from the regular educational environment occurs only if the nature or severity of the disability is such that education in the regular classes with the use of supplementary aids and services cannot be achieved satisfactorily.
Pursuant to California Education Code § 56360,
Each special education local plan area shall ensure that a continuum of program options is available to meet the needs of individuals with exceptional needs for special education and related services, as required by the Individuals with Disabilities Education Act (20 U.S.C. Sec. 1400 et seq.) and federal regulations relating thereto.
These different options can be found in California Education Code §§ 56360 – 56369.
*************************************************************************************
STATE PERFORMANCE PLAN INDICATOR 5 – LEAST RESTRICTIVE ENVIRONMENT
The following is an excerpt from the California Department of Education Division’s Source: CDE Special Education Division, Individuals with Disabilities Education Act of 2004, State of California Annual Performance Report, Executive Summary February 2015 (for Program Year 2013-14).
“In accordance with the IDEA of 2004, California is required to report annually to the Secretary of the U.S. Department of Education on the performance and progress under the State Performance Plan (SPP). This report is the State Annual Performance Report (APR). The APR requires the CDE to report on 17 indicators that examine a comprehensive array of compliance and performance requirements relating to the provision of special education and related services. The California Special Education Management Information System (CASEMIS) is the data reporting and retrieval system used at the CDE. CASEMIS provides the local educational agencies (LEAs) a statewide standard for maintaining a consistent core of special education data at the local level that is used for accountability reporting and to meet statutory and programmatic needs in special education.”
Performance Indicator 5, Least Restrictive Environment, measures the percent of children with IEPs, aged 6 through 21 served inside the regular class 80 percent or more of the day; inside the regular class 40 percent or less of the day; and those who are served in separate schools, residential facilities, or homebound/hospital placements (20 U.S.C. 1416(a)(3)(A)). 
[bookmark: _Toc462072309]The specific measurements include:
A. The number of children with IEPs served inside the regular class 80 percent or more of the day divided by the total number of students, aged 6 through 21, with IEPs.
B. The number of children with IEPs served inside the regular class less than 40 percent of the day divided by the total number of students, aged 6 through 21, with IEPs.
C. [bookmark: _Toc462072310]The number of children with IEPs served in separate schools, residential facilities, or homebound/ hospital placements divided by the total number of students, aged 6 through 21, with IEPs.
In 2013-14, SMBSD Annual Performance Report (APR) Report Indicator 5 from the California Department of Education (CDE) showed that the District met its target in 5A (inside of the regular class 80% or more of the day) and 5C (in separate schools, residential facilities, or homebound/ hospital placements).  Target 5B was not met (Inside regular class less than 40% of the day).  The SMBSD was at <24.6% as compared to State target >27.8%.
*************************************************************************************
PROGRAM OPTIONS
A list and definitions of PROGRAM OPTIONS are included in the SBCSELPA Procedural Handbook, Section 4 Implementation, under “Least Restrictive Environment.” The program options and descriptions are reprinted below.
The continuum of program options in this Special Education Local Plan Area contains all of the following: 
1. A Resource Specialist Program which provides, but is not limited to:
a. Instruction and services for pupils who have been found eligible for special education by an IEP Team, but whose needs can be met while they are assigned to a regular classroom for the majority of the school day.
b. Information and assistance to individuals with exceptional needs and their parents.
c. Consultation, resource information, and materials regarding special education pupils, for parents and other staff members.
d. Coordination of special education services with the regular school program for each Resource Specialist Program enrollee.
e. Monitoring of pupil progress; participation in review and revision of IEPs for students in the Resource Specialist Program; and referral of students not making progress to the IEP Team.
f. Emphasis at the secondary level on academic achievement, career and vocational development, and preparation for adult life.


2. Related Services which include, but are not limited to:
a. Language and Speech Development and Remediation
b. Audiological Services
c. Orientation and Mobility Instruction
d. Instruction in the Home or Hospital
e. Adapted Physical Education
f. Physical and Occupational Therapy 4-3
g. Vision Services and Therapy
h. Specialized Driver Training Instruction
i. Counseling and Guidance, including Rehabilitation Counseling
j. Psychological Services (other than assessment and development of the Individualized Education Program)
k. Parent Counseling and Training
l. Health-Nursing Services
m. Social Worker Services
n. Specially designed Vocational Education and Career Development
o. Recreation Services
p. Specialized Services for Low Incidence Disabilities, such as readers, transcribers, and vision and hearing services
q. Interpreting Services 
The term “related services” is defined in the federal Individuals with Disabilities Education Act. The term “related services” means transportation, and such developmental, corrective, and other supportive services as may be required to assist an individual with exceptional needs to benefit from special education. The term “related services” does not include a medical device that is surgically implanted or the replacement of that device.
3. Special Day Classes
a. Enroll pupils with similar and more intensive educational needs.
b. Enroll pupils when the nature and/or severity of their disability is such that education in regular classes with the use of supplementary aids and services including curriculum modification and behavioral support, cannot be achieved satisfactorily.
c. Provide, or arrange for the provision of, non-academic and extra-curricular services and activities, including meals and recess periods, that include, to the maximum extent appropriate, participation with nondisabled pupils.

A student shall be considered enrolled in a special day class for funding purposes under the following circumstances:

· The student is on the caseload of an SDC teacher and/or receives his/her special education instruction (excluding related services specified in the IEP) outside the regular education setting for a majority* of the school day.
· The student receives special education instruction outside the regular education setting for less than a majority* of the school day but is included on the caseload of a low incidence special day class teacher.
· The student receives instruction outside the regular education setting for less than a majority* of the school day but is included on the caseload of an itinerant special day class teacher and receives specialized instruction from special education staff for a majority* of the school day. 

*more than 50%

4. Nonpublic, Nonsectarian School Services:
Are provided under contract with the Special Education Local Plan Area when no appropriate public education program is available.
5. State Special Schools:
Are considered for referral for further assessment or placement of individuals with exceptional needs upon recommendation by the IEP Team. This recommendation will be made only as a result of a finding that no appropriate placement is available in the Local Plan Area.
6. Instruction in settings other than classrooms where specially designed instruction may occur:
Including instruction in such settings as the community and vocational work sites.
7. Itinerant instruction in classrooms, resource rooms, and settings other than classrooms where specially designed instruction may occur as required by law.
Itinerant instruction may be provided by special education staff, including those with specialized knowledge and training in serving students with low incidence disabilities, when recommended by the IEP team.
8. Instruction using telecommunication and instruction in the home, in hospitals and in other institutions as required by law.
When recommending placement for home instruction, the IEP Team shall have in the assessment information a medical report from the attending physician or report of a psychologist, as appropriate, stating the diagnosed condition and certifying that the severity of the condition prevents the pupil from attending a less restrictive placement.
Other placement options that individual districts may make available include the following:
1. Special Day Class with Maximum Mainstreaming
A Special Day Class may maintain pupils within the SDC caseload who are mainstreamed in general education for more than 50% of the instructional day. The IEP shall indicate the amount of time the pupil shall be served in the general education setting and the activities of the SDC teacher to support successful mainstreaming.
2. Special Day Class/Inclusion Support
An SDC teacher may maintain a caseload containing pupils with IEPs who are placed in general education classrooms for 100% of the instructional day, with the SDC inclusion teacher and/or special education staff providing support to the general education teachers in curriculum modification, instructional strategies, assignment monitoring, and/or program coordination.


3. Embedded Special Day Class
A district may create embedded Special Day Classes by merging a complete SDC with a general education classroom. Team teaching shall be provided as long as the district assures that all IEP goals/objectives and services are addressed and that general education pupil’s families have been fully informed regarding the program.
4. Learning Center Special Education Delivery Options
A district may elect to provide special education services via a Learning Center model provided the district assures that all IEP goals/objectives and services are met. The Learning Center concept assigns all pupils to age appropriate general education classrooms for appropriate activities such as the opening of school, appropriate instructional and non-instructional activities, special events, lunch, recess, field trips, and other activities as appropriate per each IEP. The Learning Center may include services previously provided via SDC, RSP and/or DIS based on each district’s defined Learning Center. Learning Centers may also include other categorical services, i.e., ELL/ELD, Title 1, GATE, general education services, and other district/school services.
5. Departmentalized Special Education Services
A district may provide departmentalized services, blending services between SDC teachers and RSP teachers, with the IEP specifying the total amount of special education services to be provided. Pupils may receive services from both SDC and RSP staff per the IEP. A case carrier for each student shall be assigned.
6. Small Group Instruction (SGI)
Provides the option for districts to provide services to special education pupils in small group settings utilizing appropriately credentialed special education staff.
*************************************************************************************
SPECIALIZED ACADEMIC INSTRUCTION (SAI)
The definition of Specialized Academic Instruction is: 
Adapting, as appropriate, to the needs of the child with a disability the content, methodology, or delivery of instruction to ensure access of the child to the general curriculum, so that he or she can meet the educational standards within the jurisdiction of the public agency that apply to all children. 
Source: California Department of Education Management Information System (CASEMIS) Service Category Code 330 – CASEMIS Technical Assistance Guide, page 52
The following information are excerpts from a three-page question and answer document, Specialized Academic Instruction (Final – January 28, 2011) prepared by the Special Education Division, California Department of Education, in response to a request for guidance from the Advisory Commission on Special Education (ACSE).
Q:	What is specialized academic instruction (SAl)?
A:	SAl is a way of delivering instructional services to students with disabilities (SWDs). SAl is:
1. An instructional delivery model, NOT a program. 
2. Used to describe instructional services on the Individualized Education Program (IEP).
Q.	Do the California Education Code (EC) and/or the Individuals with Disabilities Education Act (IDEA) support the SAI designation? 
A.	The definition of SAl comes from the IDEA federal regulations (August 2006). See Federal Register No l. 71, No. 156/Monday, August 14, 2006/Rules and Regulations, page 46761. http://www2.ed.gov/leaislation/Fed Register/finrule/2006- 3/081406a.pdf.  
*************************************************************************************
OVERVIEW OF REGIONAL PROGRAMS
The following regional programs are available in the Santa Barbara County SELPA:
· Center for Therapeutic Education (CTE) for students with emotional disturbances;
· Deaf and Hard of Hearing;
· CAPA Level 1 students; and,
· By exception only: CAPA Level 2-4 students with significant challenging behavior that cannot be successfully addressed with district resources (attempts must be well documented).
The SMBSD currently operates several regional programs. Information on how students are placed in regional programs has been reprinted below from OVERVIEW OF REGIONAL PROGRAMS included in the Santa Barbara County SELPA Procedural Handbook under Section 4, “Implementation.”
How Students are placed in District or Regional Programs: 

Condition 1.  A student is moving into Santa Barbara County from an out of county program with an IEP.
a. The call from the parent is directed to the special education operator of the District of Residence.
b. The District of Residence requests a copy of the IEP and current Psych report from the sending LEA or the parent.
c. The District of Residence reviews the paperwork and if the student is a student as described above and being supported by a Regional Program, the district of residence refers the student to the Regional Operator, the Regional Operator conducts a 30-day interim placement IEP and the IEP team determines if the Regional program is the appropriate placement.

OR

The District of Residence reviews the paperwork and if the student is not a student as described above and was being supported in a non-Regional program, the District of Residence operator conducts a 30-day interim placement IEP and enrolls the student in a non-Regional program.
d. If the student is placed in a non-regional program, then The District of Residence implements the IEP, conducts assessment during the 30 days and reconvenes the IEP within the 30 days.
i. If the student is determined to need more specialized support than can be provided within the non-Regional program, the District of Residence may refer the student to the Regional Program Operator for consideration for enrollment in a Regional class (follow process outlined below).
ii. If the student’s IEP can be implemented with appropriate supports and services provided by the District of Residence, new goals are written, services recommended, and placement maintained by the District of Residence.

Condition 2.  A student has been in a non-Regional class through elementary, middle school and high school. The student is now transitioning to an adult transition program.
a. The District of Residence is to continue to support the student through the non-Regional District transition program unless recommended for a move to a more restrictive placement due to a change in student needs.

Condition 3.  A student is in a non-Regional class with specialized needs that can no longer be met by the District of Residence.
a. The District of Residence may refer the student to the Regional Program Operator for consideration for enrollment in a Regional class (follow process outlined in SELPA form, Regional Program Referral Process (SELPA21)).

Condition 4.  A student is moving into an LCI in Santa Barbara County
a. A call or letter from the placing agency to the SBCSELPA will be forwarded to the special education director in the prospective District of Residence.
b. The District of Residence reviews the referral for appropriateness for placement in a district program. If the student falls into one of the categories of appropriateness for Regional classes listed above, the Regional Program Operator will be the recommended service provider. For all others the District of Residence will be responsible for implementing a 30-day interim placement.

Condition 5.  A student has been in a Regional Special Day Class as a preschooler and is recommended by the IEP team and the District of Residence for continued support in a school aged Regional program. 
Condition 6.  In the case of an anticipated enrollment of a preschool student into a district that runs preschool programs, but the district believes their current programs do not meet the student’s individual needs. 
a. The district may refer the student to the Regional Program Operator for consideration for enrollment in a Regional class (follow process outlined in SELPA form, Regional Program Referral Process (SELPA21)).

Conditions that may not be included as reason for referral to a more restrictive placement: 
· Class size
· Funding issues
· Strength of teacher
· Parent choice
· Student doesn’t “fit” into existing model of support English Language learner creating need for bilingual supports
*************************************************************************************


REGIONAL SERVICES PROVIDED BY COUNTY EDUCATION OFFICE (CEO)
Provided below is a list of the regional services provided by the Santa Barbara CEO (Source: Reprinted from the Santa Barbara County Education Office (CEO) “Special Education Support Services” website.)
· Special Day Class, Moderate/Severe
· For students ranging from Kindergarten through age 22, with more significant needs related to intellectual functioning, medical needs (severe seizures, tube feeding, etc.), physical needs (use of wheelchairs, walkers, standers), and the need for other supports in daily living skills such as toileting, eating, self-care, etc.
· All students are served in age-appropriate environments, although not necessarily in their neighborhood school.
· Curriculum is aligned with the California Standards, however it may be modified and adapted and may also include functional life skills.
· Individual Transition Plans (ITP) are written for students age 15 and older.
· Community-based model with the classroom often located off of a public school campus for students who are over 18, or have completed their typical high school program.
· Deaf or Hard-of-Hearing Service
· For students with documented hearing losses.
· Specialized equipment and services (auditory training, note-taking) may be provided.
· Support from an Educational Audiologist.
· Children ages birth through three years are served in the Early Start Program.
· In the natural environments such as the child’s home or daycare.
· May receive supplemental supports for communication and sign-language in a classroom setting.
· Parent education, such as classes in sign language.
· Children ages three through five may be served in preschool classrooms designed for children with hearing impairments where the focus is on total communication (sign language, spoken language, use of visual supports, use of FM sound systems, etc); in typical preschool programs with support from an itinerant DHOH teacher or interpreter; or in less intensive home or community settings with less frequent direct DHOH support and more training and consultation to the parent or community site related to needed accommodations.
· Children kindergarten through grade 12 similarly may be served in designated classrooms for students with hearing impairments; in inclusive general education classes with an interpreter; or through less intensive itinerant support from a specialist who primarily provides training and consultation to teachers in order to best accommodate students with fewer specialized needs.
· Vision Services
· For students who qualify as blind or visually impaired.
· Provided as needed by an itinerant Vision Specialist and/or Orientation and Mobility (O&M) Specialist.
· Provided in a variety of educational settings.
· Vision Specialist provides direct academic help or consultation.
· May include instruction in domains outside of academic areas such as recreation, leisure, and self-help
· May include supports such as enlarged print text and materials with magnifiers, extra lighting, closed circuit television (CCTV), monoculars, Braille, computer.
· O&M Specialist supports the student to learn to access and navigate both the school campus and community.
· Occupational Therapy
· Students with an IEP may be supported by an Occupational Therapist (OT) to help them gain access to their education.
· Children with medical needs are supported through California Children’s Services (CCS).
· Includes improving, developing, or restoring functions impaired or lost through illness, injury, or deprivation; improving ability to perform tasks for independent functioning if functions are impaired or lost; and preventing, through early intervention, initial or further impairment or loss of function.
· Support a student's ability to gain access to and make progress in the school curriculum and support them in a public school setting.
· May also provide consultation and in-service for general education and special education teachers and parents.
· Juvenile Court & Community Schools
· When a student with an IEP is placed in a Juvenile Court and Community setting their services follow them into that setting.
· Students may also be identified with special needs and have an IEP developed after they are placed in that setting.
· The full range of Special Education services, as per the IEP, is provided by SBCEO as a regional service in that setting.
· Related Services
· For students with documented hearing losses.
· Specialized equipment and services (auditory training, note-taking) may be provided.
· Support from an Educational Audiologist.
· Children ages birth through three years are served in the Early Start Program.
· In the natural environments such as the child’s home or daycare.
· May receive supplemental supports for communication and sign-language in a classroom setting.
· Parent education, such as classes in sign language.
· Children ages three through five may be served in preschool classrooms designed for children with hearing impairments where the focus is on total communication (sign language, spoken language, use of visual supports, use of FM sound systems, etc); in typical preschool programs with support from an itinerant DHOH teacher or interpreter; or in less intensive home or community settings with less frequent direct DHOH support and more training and consultation to the parent or community site related to needed accommodations.
· Children kindergarten through grade 12 similarly may be served in designated classrooms for students with hearing impairments; in inclusive general education classes with an interpreter; or through less intensive itinerant support from a specialist who primarily provides training and consultation to teachers in order to best accommodate students with fewer specialized needs.
*************************************************************************************



*************************************************************************************
LEAST RESTRICTIVE ENVIRONMENT RESOURCES
The Core Message Area: Least Restrictive Environment is available on the CalSTAT – Technical Assistance and Training website: http://www.calstat.org/lre.  Also available on the same website, are LRE tools and resources to assist in analysis of policies and procedures, facility planning, resource allocation, collaboration between special education and general education staff, and accountability that reflects high expectations for all students, including those with disabilities.
The California Department of Education has a website, Resources for Improvement, that includes a link to Access to, and Achieving in, the Least Restrictive Environment (Access to, and Achieving in, the Least Restrictive Environment)
*************************************************************************************
ENVIRONMENT FOR SERVICES (CHART)
The California Department of Education (CDE) Special Education Division published an “Environment for Services” chart in January 2012 that provides a graphic representation of an IDEA-based continuum of potential service environments to ensure that all students have access to a free and appropriate public education in the LRE. This chart is reprinted on the next page accompanied by the following information:
· Considerations for an Array of Services providing a Continuum of Alternative Placement
· Considerations for Determining the Primary Environment for the Delivery of Special Education Services
*************************************************************************************


Environment for Services

This chart provides a graphic representation of an IDEA-based continuum of potential service environments to ensure that all students have access to a free and appropriate public education in the least restrictive environment (LRE).

Inclusion																						Special Classes
																  L.R.E

	Basic
Description
	· Regular education classes
· Academic and social support services available to all students
	· Regular education classes
· Additional services provided to students as required by their IEPs
	· Special classes serving students with disabilities
· Additional services provided to students as required by their IEPs

	Services Provided
	· Academic instruction based on state standards for the appropriate grade level and/or subject area
· Academic and Social Counseling
· School-wide Behavior Interventions
· Additional Supports and Services for the general student population (e.g. tutoring, after-school programs)

	· Academic instruction based on state standards for the appropriate grade level and/or subject area
· Academic and social counseling
· Behavior intervention supports, behavior intervention plans
· Special Supports and Services individualized for students based on IEP goals and services
	· Specialized Academic Instruction based on students’ IEP goals
· Special supports and services individualized for students based on IEP goals and student needs
· Behavior intervention supports, behavior intervention plans
· Residential placement as needed

	Delivery Environments
	· Neighborhood schools
· Regular education classrooms
· Academic intervention classrooms
	· Regular education classrooms
· Regular education classrooms with support from SPED teacher or aide
· Combination of regular and special education classrooms
· Resource Specialist pull-out or in-class support
	· Special classrooms on regular school campuses
· Special education schools
· Learning in non-classroom setting or by using telecommunication services
· Nonpublic schools
· State Special Schools
· Home and Hospital Instruction
· Residential Placement



Note: Some considerations contained in this document are not based on requirements contained in federal regulations (IDEA) or state special education law. Insofar as LEAs choose to make decisions outside of the scope of federal and state special education law, they voluntarily choose to do so and thereby exceed federal and state regulatory requirements. Whenever possible, considerations contained in this document that are beyond the scope of special education law are identified through a footnote. Such considerations reflect information that has been gathered from the field. This guidance is intended to assist LEAs in determining the variety of placement options that are needed in the LEA’s service array.
Considerations for an Array of Services providing a Continuum of Alternative Placement:
• Does the current service array include an instructional program incorporating a range of curricula offerings and a variety of instructional strategies both within a context of system standards and assessments?
• Does the current service array include a trained highly qualified staff[footnoteRef:2]? [2:  See CDE guidance documents on staffing requirements (http://www.cde.ca.gov/sp/se/ac/reqsecuresrvcs.asp/http://www.cde.ca.gov/sp/se/ac/optsrltdsvcs.asp) ] 

• Does the current service array include opportunities that engage students in their interests and areas of strength?
• Does the current service array reflect collaboration among school staff and with community members toward a concerted effort to serve all students in the school?
• Does the current service array include opportunities for family and community involvement?
• Does the current service array include supports that are available and portable across school settings[footnoteRef:3]? [3:  Portability of a service is not discussed in Special Education law.] 

• Does the current service array include effective access to community and agency services, both to serve students and to support school staff?
• Does the current service array include a school-wide approach to behavioral issues?
• Does the current service array include a system of transitional services to support students as they move to new settings within the school; and a system of supports based on functional assessment/intervention that addresses student needs in the general education and special education setting? 3 
· Does the current service array include general education class services with supplementary aids and services?
- Related Services?  -Special Education Teacher Support Services?  -Collaborative Team Teaching?
• Does the current service array include special class services part-time and full-time in community school district / high school and full-time in specialized schools?
• Does the current service array include state approved nonpublic schools; and home and hospital instruction?
• For students being considered for residential placement, does the current service array provide a coordinated alternative set of services that would allow students to receive necessary support while remaining in their current residential environment (analogous to the Wraparound process provided pursuant to SB 163)?
Considerations for Determining the Primary Environment for the Delivery of Special Education Services:
While these considerations could assist the IEP team in reaching a placement decision, their purpose here is to assist an administrator in determining what services will be required for the LEA to provide a continuum of alternative placement options for its population of students with special needs.
• Is it possible for the student to receive his/her individually determined services in a general education class?
• Can supplementary aids and services accommodate the student's needs in the general education class?
• Is it possible for the student to access the general education curriculum and meet his/her annual goals in the general education class for some, even if not a significant portion, of the day?
• What are the non-academic benefits to the student from interacting with non-disabled peers?
• Is the student so disruptive in the general education classroom that the education of the student or other students is significantly impaired? 

*************************************************************************************
[bookmark: b_4_i]Transition Procedures from Less to More Restrictive Placements 
Several forms/protocols are available when considering transitioning a special education student from a less to more restrictive placement. These are listed below and actual documents are included on subsequent pages.
· Referral Process from Resource Support to a More Restrictive Environment
· Transition Checklist from Less to More Restrictive Program Placements
· Special Day Class (SDC) Consideration Checklist
· Educational Summary Form for Special Day Class (SDC) Consideration
· Request Form for Special Day Class (SDC) Consideration
· District Administrative Tracking Form for Special Day Class (SDC) Placement
*************************************************************************************

· 

Referral Process from Resource Support to a More Restrictive Environment
If the Resource Specialist is concerned that a student is making adequate progress with Resource support, the following process is to be followed:

1. Contact a Special Education Administrator at the District Special Education Office (SEO) to schedule a staffing to discuss the student’s present program and necessary next steps. Provide the student’s name and current daily schedule.

2. At the staffing, the team (e.g., SEO Special Education Administrator, School Site Administrator, Resource Specialist, General Education Teacher, Psychologist, and other support service providers as appropriate) will review the student’s current progress in general and special education classes(academic and social-emotional) to determine next steps. Next steps may include, but not limited to student observations, additional general education interventions, increased small-group intervention time, and coaching for Direct Instruction (DI).

3. Resource Specialist must collect and chart data points of progressing monitoring over a six-week period (minimum). This data and the Referral Packet must be received by the SEO Special Education Administrator prior to scheduling another staffing team meeting or an Individualized Education Program (IEP) meeting.

4. After interventions are implemented and it appears that the student is still not making adequate progress, the Resource Specialist will contract the SEO Special Education to either schedule a follow-up staffing team meeting or schedule a date for an IEP meeting.

5. If another staffing is conducted, determination of further action will occur, to include but not limited to continuation of current placement and/or need for acquisition of more data.

6. If change of placement appears to be a possible option as discussed by the staffing team, then the Resource Specialist will schedule an IEP team meeting.

NOTE:  This Referral Process is only for a change from the Resource Specialist Program to a mild-to-moderate Special Day Class (SDC) placement. Any other placement changes are to be addressed by the IEP team, to include a SEO Special Education Administrator.

For a more detailed step-by-step process, refer to the Transition Checklist for Less to More Restrictive Program Placements on the following page.


Transition Checklist for Less to More Restrictive Program Placements
Crucial Steps to follow when considering a change in placement from:
Resource Specialist Program (RSP) to Mild/Moderate Special Day Class (SDC)
Mild/Moderate SDC to Moderate/Severe SDC

	Current Case Carrier to Take Lead
	Completed (Date)
	Notes

	1. Provide District Special Education Office (SEO) & School Site Administrator with notification that a six-week intervention and documentation of progress monitoring will begin on behalf of a specific student. Include the start-date of the six-week process.
	
	

	2. Schedule a staffing team meeting shortly thereafter notification above with the purpose of reviewing the progress monitoring documentation.
	
	

	3. Conduct staffing team meeting (include the SEO administrator) to discuss concerns and findings. Review the six-week collective data and work samples to include but not limited to: academic, social adaptive, function, cognitive, communicative. 
	
	

	4. After review of the six-week data, it is determined that a more restrictive placement may better meet the student needs, discuss possible appropriate instructional setting options and available site(s).
	
	

	5. Move forward with the IEP process.
	
	

	6. Within five working days, SEO administration contacts receiving site(s) and informs them of the upcoming IEP and transition process.
	
	

	7. Schedule an IEP to propose the least restrictive placement with parent. (SEO administrator should be present at this meeting to answer any questions and help provide clarification as needed.)
	
	

	8. Conduct IEP meeting with parent. If parent agrees to the more appropriate restrictive placement, schedule a visitation to receiving site for parent if needed or upon request. Notify site of visitation.
	
	

	9. Parent (and student) visits receiving site, as needed.
	
	

	10. After visitation, current case carrier schedules a transition IEP with parent and receiving site staff.
	
	

	11. Sending case carrier contacts SEO requesting that receiving staff is provided student access on SEIS.
	
	

	12. Two teachers (or specialists) work collaboratively on creating a transitional IEP for student appropriate for new instructional setting.
	
	

	13. All available sending and receiving IEP team members work collaboratively during IEP transition meeting to introduce new team members, discuss transition IEP, and address parent needs/concerns.
	
	

	14. Parent obtains and completes enrollment packet from receiving school. Obtaining a packet can be done during visitation step.
	
	

	15. Upon signature of transition IEP by parent, call SEO to schedule transportation, with a start-date as early as possible (typically 4-5 days).
	
	

	16. Sending school forwards student file to receiving school at earliest convenience.
	
	



SPECIAL DAY CLASS (SDC) CONSIDERATION CHECKLIST
	STAFFING TEAM MEETING
Areas to Address




THOROUGHLY DISCUSS & REVIEW
· Why do you think this child should be in SDC?
· What can be accomplished in SDC that cannot be accomplished in RSP?
· Measureable goals and objectives
· Attendance patterns
· Behavior issues & behavior intervention plan if needed
· Grade level benchmarks and work samples (e.g., academics, social adaptive, functional. cognitive, communicative)
· Performance in general education classes
[bookmark: _Toc462072311]PSYCHOLOGICAL TESTING REVIEWED
· Date of last triennial reevaluation (how current – within one year after reevaluation)
· Previous Assessments conducted (validity and reliability)
· Eligibility Criteria
· For Specific Learning Disability (SLD) eligibility, there is:
· A Severe Discrepancy between cognitive ability and academic achievement
· A Response to Intervention (RtI) Analysis (SELPA Form 82)
· Patterns of Strengths and Weaknesses (SELPA Form 83)
· Consent obtained & additional testing completed as needed
[bookmark: _Toc462072312]REGULAR EDUCATION PROGRAM REVIEWED
· What modifications & adaptations have been implemented?
· How has the curriculum been modified?
· What is the link between the RSP instructional program and the regular education instructional program?
[bookmark: _Toc462072313]HEALTH HISTORY REVIEWED
· Any health concerns and/or developmental history
· Vision & Hearing
· Other Health Impairment / Attention Deficit Disorder



SPECIAL DAY CLASS (SDC) CONSIDERATION CHECKLIST
	IEP MEETING (ANNUAL OR ADDENDUM)
SDC Consideration Noted on the IEP





· The Educational Summary for Special Day Class (SDC) Consideration form may be completed prior to the IEP meeting.
· Be sure to invite all service providers including other agencies (e.g., Mental Health/Multi-Agency Integrated System of Care (MISC), Tri-County Regional Center (TCRC), etc.




	COMPLETED PACKET SENT TO:
District Special Education Office (SEO)





· The Educational Summary for Special Day Class (SDC) Consideration form to be completed by all educators working with the student, including but not limited to: 
· Resource Specialist
· General Education Teacher
· Psychologist
· Behaviorist
· Speech Pathologist
· Occupational Therapist
· Adapted Physical Education Teacher
· Nurse
· Other __________________________________________________
· Other __________________________________________________
· Confidential file (Make sure all current reports are in the file.)



NOTE:  The “Educational Summary For Special Day Class (SDC) Consideration” form can be found on the following two pages.


SANTA MARIA-BONITA SCHOOL DISTRICT
OFFICE OF SPECIAL EDUCATION
708 South Miller Street
Santa Maria, California 93454

[bookmark: _Toc462072314][bookmark: _GoBack]EDUCATIONAL SUMMARY FORM
[bookmark: _Toc462072315]FOR SPECIAL DAY CLASS (SDC) CONSIDERATION
[bookmark: _Toc462072316]To Be Completed by All Educators Working With the Student

	STUDENT:
	D.O.B.: 
	AGE:
	LANGUAGE STATUS:

	SCHOOL:
	GRADE:
	TEACHER:

	STUDENT I.D.#:
	SOCIAL SECURITY #:

	PARENTS NAME:
	RSP:

	DATE OF REPORT:


[bookmark: _Toc462072317]RATIONALE FOR SDC CONSIDERATION
Current Academic Performance:
	Reading:


	Writing:


	Spelling:


	Phonics:


	Math:


	Homework:


Current Interventions/Modifications:





Social/Emotional Needs:





Narrative Educational Summary/General Education Teacher:





Narrative Educational Summary/Resource Specialist:





Narrative Educational Summary/Related Services Provider:







REQUEST FORM FOR SPECIAL DAY CLASS (SDC) CONSIDERATION
TO:		Special Education Administrator _____________________________________	DATE:___________________________
RE:		_____________________________________________	_______________________		________________	No / Yes:	Grade ___________
		Student									DOB						Grade/Track		Retained (circle)		
FROM:	______________________________	______________________________	______________________________	Attach Attendance Profile
		Resource Specialist				Special Day Class Teacher			School
PRESENT PROGRAM(S) ___________________________________________________________________________________________________________
		 List all services the child presently receives. (e.g., RSP, Speech, Migrant, Outreach, Youth and Family, Mental Health, APE, etc.)
		SPECIAL DAY CLASS PLACEMENT CONSIDERATIONS

	[bookmark: _Toc462072318]PROCESS
· This area request has been developed collaboratively with the school psychologist and site team. (Staffing held on date: _______________________)
· An IEP meeting was held on ___________________to refer this child for SDC consideration.
[bookmark: _Toc462072319]TESTING
· Psychological report is less than 2 years old. DATE:_____________________________
· All tests/screenings mentioned in previous psychological reports have been completed.
· Student demonstrates at least a 22-point discrepancy in reading and/or math when standard scores are compared on comprehensive assessments or SELPA 8 Part 2 is attached.
· Student has an identified learning disability.  The disability is ____________________________ or the handicapping condition is ____________________________.
· Current goals and objectives have been assessed, results are marked, copy attached.
· Student is not making adequate progress on present goals and objectives.
· Student is functioning at least 2 grade levels below present grade level in reading.
· A current educational summary with standard scores no more than 6 months old is attached.
	[bookmark: _Toc462072320]RSP SERVICES 
· Student has been served in RSP for ______ days at ______  minutes per day (at least 9 weeks).
· Student has been served in RSP for ______ days for 49% of their day (at least 6 weeks; including collaboration between RSP and regular education teacher).
ENGLISH LEARNER 
· Not Applicable.
· Most current English Language Assessment.  
        Woodcock Muñoz: date __________ English_______ Spanish_______
        CELDT: date _________ English __________
[bookmark: _Toc462072321]INTERVENTIONS
· The regular education teacher is providing a modified program to support this child's needs.  Signature of site administrator:  ________________________________________________
· Attach completed Regular Education Summary for Special Education Students. 
[bookmark: _Toc462072322]BEHAVIOR
· Not Applicable.
· Students demonstrating behavioral problems have been provided intervention and support in the regular education program.
Signature of site administrator: ____________________________________________________
· Attach behavior goal(s) and behavior plan. 
HEALTH 
· A developmental health history has been completed and reviewed.
· Hearing and vision screenings are no more than 1 year old. 
Date: _________________ Results: _________________________ 


Signature: _______________________________________________________		_________________________________________________________
				 Regular Education Teacher										Principal / Assistant Principal

Signature: _______________________________________________________		_________________________________________________________
				 	Resource Specialist											School Psychologist

COMMENTS:




	DISTRICT ADMINISTRATIVE TRACKING FORM FOR SPECIAL DAY CLASS (SDC) PLACEMENT


DEADLINE for changes for second half of current school year:  NOVEMBER 1
DEADLINE for change the following school year:  APRIL 1
DATE:	____________________________________
To:		____________________________________
From:	District Office Special Education Administrator  ________________________________________
RE:		Special Day Class consideration for:  _________________________________________________
□	The referral packet you and your team submitted is complete and the SDC placement may be offered for the student. The SDC, which may be observed, is at _____________________ School and the teacher’s name is __________________. There are presently ____ students in the class.
□	RSP is to offer to visit the program with the parent. RSP is to coordinate the visitation in advance with the SDC teacher and incoming site administration/front office. An interpreter is to be arranged by the SDC teacher, if needed. 
□	RSP is to coordinate with the District Special Education Office (SEO) to schedule a Change of Placement IEP meeting after the visitation. This meeting must include a SEO representative. The receiving SDC teacher may wish to attend and other service providers and assessors should be invited as appropriate. Contact the receiving SDC teacher to assist with goals and services.
□	The Change of Placement IEP:
Indicate the purpose of the meeting as BOTH Annual and “Other: Requested Review – Discuss change of placement.” (Placement is not a Predetermination.) Include present levels and new goals. On the Services page, indicate in the “comments” box “exact start date subject to change with transportation scheduling.
□	Once the new IEP is written, there are a few very important steps that must occur immediately to assure that the student is properly placed and enrolled and transportation is arranged.
○	Notify the District SEO where the child will be placed and when he or she is expected to begin at the new school.
○	Call the receiving teacher and school office manager. See if you can get the child enrolled by sending over up-to-date paperwork from your site. If not, the parent will need to go to the receiving school and enroll their child.
○	Inform your office manager and general education teacher of the changes and dates.
○	Send the IEP to the District SEO.



____________________________________________________________________________________________
Section E:	Speech and Language Services
____________________________________________________________________________________________
· Federal Law
· State Law
· Santa Barbara County SELPA Speech and Language Guidelines
· Documents Available on District Shared Drive for Speech and Language Therapists
· Screening / Observation
· Federal and State Law
· Legal Opinion
· Santa Barbara County Education Office Policy
· School-Based Service Delivery
· Resources – Publications


*************************************************************************************
Federal Law
Definition of Speech or Language Impairment
Individual Disabilities Education Act (IDEA) (34 C.F.R. § 300.8 (c)(11)) defines “speech or language impairment” as,
(c) Definitions of disability terms. The terms used in this definition of a child with a disability are defined as follows:
(11) Speech or language impairment means a communication disorder, such as stuttering impaired articulation, a language impairment, or a voice impairment, that adversely affects a child’s educational performance.
Definition of Special Education
IDEA (34 C.F.R. § 300.39 (a) defines “Special Education” as,
(a) General.
(1) Special education means specially designed instruction, at no cost to the parents, to meet the unique needs of a child with a disability, including—
[bookmark: a_1_i](i) Instruction conducted in the classroom, in the home, in hospitals and institutions, and in other settings; and
[bookmark: a_1_ii](ii) Instruction in physical education.
(2) Special education includes each of the following, if the services otherwise meet the requirements of paragraph (a)(1) of this section—
(i) Speech-language pathology services, or any other related service, if the service is considered special education rather than a related service under State standards;
(ii) Travel training; and
[bookmark: a_2_iii](iii) Vocational education.
NOTE: The IDEA regulations above (at 34 C.F.R. § 300.39) makes it clear that “speech-language pathology services” could be considered as special education rather than a related service under State standards.
*************************************************************************************


State Law
CALIFORNIA EDUCATION CODE SECTIONS
Definition of Language or Speech Disorder
56333. A pupil shall be assessed as having a language or speech disorder which makes him or her eligible for special education and related services when he or she demonstrates difficulty understanding or using spoken language to such an extent that it adversely affects his or her educational performance and cannot be corrected without special education and related services. In order to be eligible for special education and related services, difficulty in understanding or using spoken language shall be assessed by a language, speech, and hearing specialist who determines that such difficulty results from any of the following disorders: 
	(a) Articulation disorders, such that the pupil's production of speech significantly interferes with communication and attracts adverse attention.
	(b) Abnormal voice, characterized by persistent, defective voice quality, pitch, or loudness. An appropriate medical examination shall be conducted, where appropriate.
	(c) Fluency difficulties which result in an abnormal flow of verbal expression to such a degree that these difficulties adversely affect communication between the pupil and listener.
	(d) Inappropriate or inadequate acquisition, comprehension, or expression of spoken language such that the pupil's language performance level is found to be significantly below the language performance level of his or her peers.
	(e) Hearing loss which results in a language or speech disorder and significantly affects educational performance.
Eligibility Criteria for Special Education on the Basis of Language and Speech Disorder (Specific Learning Disability)
56337. (a) A specific learning disability, as defined in Section 1401(30) of Title 20 of the United States Code, means a disorder in one or more of the basic psychological processes involved in understanding or in using language, spoken or written, which may manifest itself in the imperfect ability to listen, think, speak, read, write, spell, or perform mathematical calculations. The term “specific learning disability” includes conditions such as perceptual disabilities, brain injury, minimal brain dysfunction, dyslexia, and developmental aphasia. That term does not include a learning problem that is primarily the result of visual, hearing, or motor disabilities, of intellectual disabilities, of emotional disturbance, or of environmental, cultural, or economic disadvantage.
(b) Notwithstanding any other law and pursuant to Section 1414(b)(6) of Title 20 of the United States Code, in determining whether a pupil has a specific learning disability as defined in subdivision (a), a local educational agency is not required to take into consideration whether a pupil has a severe discrepancy between achievement and intellectual ability in oral expression, listening comprehension, written expression, basic reading skill, reading comprehension, mathematical calculation, or mathematical reasoning.


Language and Speech Development and Remediation as a Related Services
56363. (a) As used in this part, the term "designated instruction and services" means "related services" as that term is defined in Section 1401(26) of Title 20 of the United States Code and Section 300.34 of Title 34 of the Code of Federal Regulations. The term "related services" means transportation, and such developmental, corrective, and other supportive services (including speech-language pathology and audiology services, interpreting services, psychological services, physical and occupational therapy, recreation, including therapeutic recreation, social work services, school nurse services designed to enable an individual with exceptional needs to receive a free appropriate public education as described in the individualized education program of the child, counseling services, including rehabilitation counseling, orientation, and mobility services, and medical services, except that such medical services shall be for diagnostic and evaluation purposes only) as may be required to assist an individual with exceptional needs to benefit from special education, and includes the early identification and assessment of disabling conditions in children.
56363. (b) These services may include, but are not limited to, the following:
(1) Language and speech development and remediation. The language and speech development and remediation services may be provided by a speech-language pathology assistant as defined in subdivision (i) of Section 2530.2 of the Business and Professions Code.
Average Caseload for Speech Pathologist, Kindergarten through 12th Grade
56363.3. The average caseload for language, speech, and hearing specialists in special education local plan areas shall not exceed 55 cases, unless the local plan specifies a higher average caseload and the reasons for the greater average caseload.
Speech or Language Impairment for Preschool Children
56441.11. (a) Notwithstanding any other law or regulation, the special education eligibility criteria in subdivision (b) shall apply to preschool children, between the ages of three and five years.
(b) A preschool child, between the ages of three and five years, qualifies as a child who needs early childhood special education services if the child meets the following criteria: 
(1) Is identified as having one of the following disabling conditions, as defined in Section 300.8 of Title 34 of the Code of Federal Regulations, or an established medical disability, as defined in subdivision (d):
(K) Speech or language impairment in one or more of voice, fluency, language and articulation.
Maximum Caseload for Speech Pathologist for Preschool Children
56441.7. (a) The maximum caseload for a speech and language specialist providing services exclusively to individuals with exceptional needs, between the ages of three and five years, inclusive, as defined in Section 56441.11 or 56026, shall not exceed a count of 40.
*************************************************************************************


*************************************************************************************
CALIFORNIA CODE OF REGULATIONS
§ 3051.1. Language, Speech and Hearing Development and Remediation
(a)	Language, Speech and Hearing Development and Remediation services include:
(1) Referral and assessment of individuals suspected of having a disorder of language, speech, or hearing. Such individuals are not considered as part of the caseload pursuant to Education Code section 56363.3 unless an IEP is developed and services are provided pursuant to sections 3051.1(a)(2) and (3).
(2) Specialized instruction and services for individuals with disorders of language, speech, and hearing, including monitoring of pupil progress on a regular basis, providing information for the review, and when necessary participating in the review and revision of IEPs of pupils.
(3) Consultative services to pupils, parents, teachers, or other school personnel.
(4) Coordination of speech and language services with an individual's regular and special education program.
(b)	Caseloads of full-time equivalent language, speech and hearing specialists providing instruction and services within the district, SELPA, or county office shall not exceed a district-wide, SELPA-wide, or county-wide average of 55 individuals unless prior written approval has been granted by the SSPI.
(c)	Language and speech development and remediation shall be provided only by personnel who possess:
(1) a license in Speech-Language Pathology issued by a licensing agency within the Department of Consumer Affairs; or
(2) a credential authorizing language or speech services.
(d)	Services may also be provided by speech-language pathology assistants working under the direct supervision of a qualified language, speech, and hearing specialist, as defined in Business and Professions Code section 2530.2(i), and if specified in the IEP. No more than two assistants may be supervised by one qualified language, speech, and hearing specialist. The caseloads of persons in subdivision (b) shall not be increased by the use of assistants.
Note: Authority cited: Sections 56100 and 56366.1, Education Code. Reference: Section 2530, Business and Professions Code; Sections 56363 and 56363.3, Education Code; and 34 C.F.R. Sections 300.34 and 300.156(b)(1).
*************************************************************************************
Santa Barbara County SELPA Speech and Language Guidelines
The Santa Barbara County SELPA has available the document Eligibility and Exit Guidelines for Language, Speech & Hearing Specialists (January 2003; Revised September 2009) under the tab “Publications/Resources.” These guidelines are in the process of being revised. The most current Table of Contents is printed below.
Link: Eligibility and Exit Guidelines for Language, Speech, & Hearing Specialists

Table of Contents
Section I	Eligibility Criteria for Speech and Language Disorders from Education Code
Section II	Articulation and Articulation Norms
Section III	Phonological Awareness
Section IV	Voice 
Section V	Fluency 
Section VI	Language
Section VII	Students with Severe Disabilities
Section VIII	Developing Goals and Objectives
Appendices
Service Delivery Model Options 
Service Delivery Models I-IV for SH Students
Parent Survey/Primary Language Acquisition History
Parent Survey/Primary Language Acquisition History Spanish
Communication Profile
Relationship of Degree of Long Term Hearing Loss to Psychosocial Impact and Educational Needs How Can Treatment Help? (Autism) 
What Every Teacher Should Know About Phonological Awareness
What Does Scientifically-based Research Tell Us About Phonemic Awareness Instruction 
Santa Barbara County Education Office – Screen/Staff Consultation Policy
Normal Curve and Guidelines for Describing the Severity of Language Disorders
*************************************************************************************
Documents Available on District Shared Drive for Speech and Language Pathologists
There are number of documents available on the Shared “G” Speech Drive that include, but are not limited to resources, available forms, sample attendance registers/logs, sample report templates, and other resources/therapy materials. This shared drive is available only to the District speech and language pathologists.
Also available on the Shared “G” Speech Drive are the Santa Barbara County SELPA Handbooks:
· Eligibility and Exit Guidelines for Language, Speech, & Hearing Specialists (January 2003; Revised September 2009)
· Meeting the Needs of English Learners with Disabilities (September 2010)
The “Speech and Language Assistance Request” is available in hard-copy format and can be accessed at individual school sites from the assigned speech and language pathologist. This packet includes information to be completed by the parent, teacher, and the speech pathologist.
*************************************************************************************


Screening / Observation
FEDERAL AND STATE LAW
To determine if a screening or observation could be conducted, it is necessary to clarify under which circumstances parent consent is required in order to observe a student. 
Pursuant to Code of Federal Regulations (C.F.R.) § 300.300(d)(1), parent consent is not required when,
(d)	Other consent requirements.
(1)	Parental consent is not required before--
(i)	Reviewing existing data as part of an evaluation or a reevaluation; or
(ii)	Administering a test or other evaluation that is administered to all children unless, before administration of that test or evaluation, consent is required of parents of all children.
Pursuant to the California Education Code § 56321 (f), parent consent is not required as follows:
(f)	Pursuant to Section 1414(a)(1)(E) of Title 20 of the United States Code, the screening of a pupil by a teacher or specialist to determine appropriate instructional strategies for curriculum implementation shall not be considered to be an assessment for eligibility for special education and related services.
*************************************************************************************
LEGAL OPINION
Reprinted below is an excerpt from a legal opinion from Fagen Friedman & Fulfrost LLP to Yolo County Office of Education regarding Consent for Observations of Students (May 1, 2007).
DISTINGUISHING BETWEEN SCREENING AND ASSESSMENT
Quick Reference Guidelines
Staff should consider the following factors when determining whether a test is a screening or an assessment: (1) The purpose of the testing; (2) whether the testing is used with an individual student or group of students; and (3) the complexity of the testing measure.
	Characteristics of Screening
	Characteristics of Assessments

	· Administered to all students in class or school
	· Administered to an individual student

	· Administered to determine appropriate instructional strategies for curriculum implementation (i.e., a process that a teacher or specialist uses to determine appropriate instructional strategies)
	· Administered based on suspension that a students may have a disability or disability-related need

	· Simple and quick
	· More complex and lengthy

	· Routine part of class
	· Initiated due to individual concerns


If staff determines that an observation or test is screening, parent consent is not required. If staff determine that the observation or test is an assessment, informed parental consent is required.
*************************************************************************************
SANTA BARBARA COUNTY EDUCATION OFFICE POLICY
The Santa Barbara CEO policy below was reprinted from the Santa Barbara County SELPA Special Education Procedural Handbook. (Note: It was confirmed form the SBCEO Special Education Department that this policy is still in effect.)

Santa Barbara County Education Center
4400 Cathedral Oaks Roads, P.O. Box 6307, Santa Barbara, California 93160-3607
(805) 964-4711  FAX (805) 964-4712  Direct Dial: (805) 964-7100 plus extension
SCREENINGS/STAFF CONSULTATION
Santa Barbara County Education Office does not permit staff to use screenings as a means of recommending or deterring from an individual student assessment for eligibility of special education. The law requires that all students suspected of having a need in any given area of functioning be formally assessed with signed parent permission to determine eligibility and need for special education services in order to benefit from their education.
This procedural outline is to clarify the use of screenings versus consultation to staff.
· Screenings
· Screenings are defined as a mini-evaluation/observation by a specialist who attempts to determine whether or not a student requires additional assessment or services.
· Screenings are only permitted to be given to an entire grade, an entire class, or an entire school for purposes of general education and early intervention.
· Individual screenings are not permitted to deny the legal obligation to obtain parent permission for purposes of individual assessment.
· Staff Consultation
· Individual student observations are permitted for purpose of providing a teacher with strategies or ideas for working with that student (staff consultation).
· Providing teachers with strategies for ideas for working with a student does not require parent permission as long as there is no discussion related to eligibility or availability of the student in relation to special education or other specialized or individualized services.
Please contact your Special Education Coordinator if you have additional questions related to screening or staff consultations. (Current Policy based on law).
*************************************************************************************


School-Based Service Delivery
The following section was reprinted from the American Speech-Language-Hearing Association.  http://www.asha.org/slp/schools/prof-consult/service/. 
[bookmark: _Toc462072323]SCHOOL-BASED SERVICE DELIVERY
[bookmark: _Toc462072324]The Process of Creating Change
This section contains ideas for using administrators to facilitate change toward a collaborative service delivery model and a report from the National Joint Committee on Learning Disabilities identifying eight components to consider when addressing issues of school reform and improved education for students with learning disabilities.
· Moving in the Direction of Change
[bookmark: _Toc462072325]Overview of Various Service Delivery Models
Contains information for developing a framework for decision making and service delivery options that includes a combination of providers, activities, and contexts to meet the needs of individuals who have communication disorders. In addition includes ASHA's policy document that states and school districts use a total SLP workload time and activities to determine the number of children who can be appropriately served on a caseload.
· Evidence-Based Systematic Review: Effects of Different Service Delivery Models on Communication
· PACs: A Framework for Determining Appropriate Service Delivery Options
· 3:1 Service Delivery Model calls for three weeks of direct intervention followed by one week of consultative services. View the PowerPoint presentation from the 2006 Convention [PDF] that compares the 3:1 model to traditional models. See this link for additional workload management ideas.
· A Comparison of Service Delivery Models: Effects on Curricular Vocabulary Skills in the School Setting
· Making Decisions About Service Delivery in Early Childhood Programs
[bookmark: _Toc462072326]Collaborative Service Delivery (Integrative Treatment Model)
Provides a series of articles for developing and implementing collaborative services in the schools. Additional material describes a process for assessing a collaborative intervention program for young elementary students and educators' opinions about SLP services in the schools.
· School Matters: How to Make Collaboration Click (The ASHA Leader article)
· A Model for Collaborative Service Delivery for Students with Language-Learning Disorders in the Public Schools
· Clinical Forum: Implementing Collaborative Consultation: Full Steam Ahead With No Prior Experience
· Clinical Forum: Implementing Collaborative Consultation: Integration of Self-Contained Children With Severe Speech-Language Needs Into the Regular Education Classroom
· Collaborative Partnerships in a Language in a Classroom Program
· Classroom-Based Assessment of a Collaborative Intervention Program With Kindergarten and First-Grade Students
· Educators' Opinions About Speech-Language Pathology Services in the Schools
· Out-of-Class Versus In-Class Service Delivery in Language Intervention: Effects on Communication Interactions With Young Children
[bookmark: _Toc462072327]Inclusion
Contains ASHA policy documents and published journal articles describing inclusion for children with disabilities. Includes articles about SLP and teacher perceptions of classroom based intervention and a listing of reference on this topic.
· Speech-Language Pathologists and Inclusive Service Delivery: What Are the First Steps? (SIG 16Perspectives article)
· Providing Appropriate Education for Students With Learning Disabilities in Regular Education Classrooms
· Inclusive Practices for Children and Youths with Communication Disorders
· Beyond Inclusion: Making the System Work for Children with a Language Learning Disability [PDF]
· Speech-Language Pathologists' and Teachers' Perceptions of Classroom-Based Interventions
· Speech-Language Pathologists' Perceptions of Integrated Service Delivery in School Settings
*************************************************************************************


*************************************************************************************Resources – Publications
· California Speech-Language Hearing Association http://www.csha.org/ 

· American Speech-Language-Hearing Association www.asha.org
· Frequently Asked Questions: Speech and Language Disorders in the School Setting http://www.asha.org/public/speech/development/schoolsFAQ/
· New continuous publication model through called LANGUAGE SPEECH, AND HEARING SERVICES IN SCHOOLS (LSHSS). This site provides the latest journal articles with the most-up-to-the-minute view of research, ideas, and discussion in the field of Communication Sciences and Disorders. http://lshss.pubs.asha.org/
· Information for Speech-Language Pathologists http://www.asha.org/slp/. 
· Caseload and Workload
http://www.asha.org/PRPSpecificTopic.aspx?folderid=8589934681&section=Key_Issues

· Special Education Guide - Speech and Language Impairments (Author: Zachery Fenell)
http://www.specialeducationguide.com/disability-profiles/speech-and-language-impairments/

· Riverside County Special Education Local Plan Area (SELPA) “Program Guidelines for Speech Language Pathologists” (2014) http://www.rcselpa.org/common/pages/DisplayFile.aspx?itemId=4245233. 

· Santa Clara County Office of Education, “School Based Speech and Language Services” (March 2013) http://www.sccoe.org/depts/selpa/SELPA%20Doc%20Library/Speech%20Language%20Guidelines.pdf

· Ventura County SELPA, “Guidelines for Speech-Language Pathologists (SLPs) (2013)
http://www.venturacountyselpa.com/SpeechLanguage/ResourcesandPublications.aspx
*************************************************************************************



____________________________________________________________________________________________
Section F:	Adapted Physical Education
____________________________________________________________________________________________
· Eligibility Criteria for Adapted Physical Education (APE)
· District Referral Process for APE Services
· Adapted Physical Education (APE) Student Study Team (SST) Observation / Testing Procedures
· Pertinent Adapted Physical Education (APE) Forms
· Request for Adapted Physical Education Observation
· Adapted Physical Education Observation Summary
· Adapted Physical Education Observation Protocol
· Motor Skills Screening Checklist (Pre-school to First Grade)
· Resources
· Adapted Physical Education Guidelines in California Schools

*************************************************************************************

Eligibility Criteria for Adapted Physical Education (APE)
The student who is eligible for Special Education may be considered for Adapted Physical Education (APE) services if the student meets ALL of the following criteria:
· Exhibits one or more of the 13 handicapping conditions and is eligible to receive special education and/or related services.
· Scores at least 1.5 standard deviations below the mean, or
· Scores at/or below the 7th percentile for his or her chronological or developmental age on a norm-referenced or standardized test.
· Receives an age equivalent score which indicates the child is functioning at 30% below his or her chronological age;
· The student’s needs cannot be met by any other Physical Education services delivery option.
Students with Temporary Disabilities are NOT eligible to receive APE services.
Source: Adapted Physical Education (APE) Guidelines, Santa Barbara County Office of Education
*************************************************************************************
District Referral Process for APE Services
1. At a Student Study Team (SST) meeting, concerns for gross motor development are discussed.
2. The site RSP teacher prints and provides the Observation/Consultation Request form (found in the documents section of SEIS) to the classroom teacher to complete.
3. All sections must be completed and modifications must be attempted and noted on the form. The APE Specialists will return the form if it is not filled out completely.
4. The form needs to be sent to the appropriate APE Specialist for that specific site.
5. The APE Specialist assigned to the school site will contact the classroom teacher to set up a time to complete the Observation.
6. After the observation, the APE Specialist will decide whether an assessment is warranted. This decision is based on performance during the observation.
7. If an assessment is found to be warranted the APE Specialist will complete the appropriate paperwork. If an assessment is not found to be warranted the APE Specialist will send a write up detailing performance and provide modification and accommodations to help with participation and improve skills during physical education activities.
Source: Adapted Physical Education (APE) Guidelines, Santa Barbara County Office of Education)
*************************************************************************************

*************************************************************************************Adapted Physical Education (APE) Student Study Team (SST) Observation / Testing Procedures 
1. The teacher requesting a student observation completes the Student Study Team Request for Adapted Physical Education Observation/Consultation form and returns it to the Resource Specialist. This form is available from the Adapted Physical Education (APE) teacher or Resource Specialist Program (RSP). At some sites, requests for observation may come through a SST meeting recommendation. If the request does not originate at a SST meeting, the RSP Specialist is to record it as a SST outcome.
2. The APE teachers observes the student and complete the Observation Summary for Adapted Physical Education.
3. WHEN TESTING IS NOT RECOMMENDED, copies are distributed as follows: (a) teacher; (b) RSP; and, (c) APE.
4. WHEN TESTING IS RECOMMENDED, the procedures outlined on the Observation Summary for Adapted Physical Education are followed and:
a. The APE teacher writes a cover letter to the parents.
b. The APE teacher gives a copy of the letter, a SELPA Notification of Referral and a SELPA Consent for Assessment (with an envelope) to the general education teacher to send home for parent signature.
c. The general education teacher returns the signed documents to the APE teacher. 
5. For students WHO DO NOT QUALIFY:
a. An IEP meeting is held.
b. A copy of the report is given to the general education teacher and parent.
c. The APE teacher retains a copy.
d. The APE teacher inserts a copy of the Special Education Office (SEO) goldenrod Special Education Information from into the Pink cum file insert.
e. The APE teacher gives the SEO a copy of their entire file and it is placed into active.
6. For students WHO DO QUALIFY:
a. An Individualized Education Program (IEP) meeting is held.
b. The APE IEP may be written on an IEP Amendment for students who have an existing IEP.
c. For students who have and existing IEP (this will be most of the students), the special education teacher is the case manager(s), and is to be included in the IEP meeting.  The special education teacher is to receive a copy of the report and the APE goals. These goals become part of the existing IEP.
d. The APE teacher gives the SEO a copy of his/her entire file and the student is entered into the database.
*************************************************************************************



*************************************************************************************
Pertinent Adapted Physical Education Forms
The following forms are reprinted on subsequent pages. These are also available on the District Google-shared documents.
· Request for Adapted Physical Education Observation

· Adapted Physical Education Observation Summary

· Adapted Physical Education Observation Protocol

· Motor Skills Screening Checklist (Preschool to First Grade)

*************************************************************************************




[bookmark: _Toc462072328]SANTA MARIA-BONITA SCHOOL DISTRICT
[bookmark: _Toc462072329]SPECIAL EDUCATION DEPARTMENT
[bookmark: _Toc462072330]Request for Adapted Physical Education Observation Summary (Revised 6-20-15) 

TEACHER:				Please complete and return to the Resource Specialist.
Be sure to notify the parent that you have requested this observation.
RESOURCE SPECIALIST:		Please send the completed copy to Adapted P.E. Specialist.

Student’s Name: ______________________________	DOB: ___________________
Date Request Received: _________________________	School: _________________
Primary Language: _____________________________	Grade: __________________	if Kinder:	 AM  /  PM
Teacher: _____________________________________	Extension: ______________	Room: ______________
Date Parents Notified: ____________________

NOTE: ALL information must be completed. 

Discuss specific Gross Motor Concerns your student is experiencing: ____________________________________________________________________________________________________________________________________________________________________________________________________________

Behavioral and/or Health Concerns ____________________________________________________________________________________________________________________________________________________________________________________________________________

Describe modifications made in your General PE program: ____________________________________________________________________________________________________________________________________________________________________________________________________________

GROSS MOTOR SKILLS																				    YES	      NO
	Stands on one foot for 10 seconds
	
	

	Hops 3 times on each foot
	
	

	Gallops a distance of 12 feet.
	
	

	Jumps in place 10 times.
	
	

	Kicks a stationary ball and controls direction.
	
	

	Overhand throw with a playground ball with 2 hands.
	
	

	Hand dribbles a ball 3 times.
	
	

	Catches a tossed playground ball
	
	

	Awkward and clumsy when moving.
	
	

	Falls excessively.
	
	

	Easily distracted.
	
	

	Uses free time for active play
	
	

	Has indicated a dislike for PE
	
	


[bookmark: _Toc462072331]SANTA MARIA-BONITA SCHOOL DISTRICT

[bookmark: _Toc462072332]Adapted Physical Education
Observation Summary
Student’s Name:  __________________________		DOB: ____________________
Date Request Received: _____________________		School: __________________
Primary Language: _________________________		Grade: _________		If Kinder: AM  /  PM
Teacher: _________________________________		Ext. ___________		Room: ___________
Date Parents Notified: ______________________

APE Observation Summary

	

	

	

	

	

	

	

	

	



Recommendations and Modifications

	

	

	

	

	

	

	

	

	




[bookmark: _Toc462072333]SANTA MARIA-BONITA SCHOOL DISTRICT
[bookmark: _Toc462072334]Adapted Physical Education Observation Protocol

[bookmark: _Toc462072335]NAME: _____________________ DATE OF BIRTH: __________ AGE: __________
DATE OF OBSERVATION _____________________ 
LEFT / RIGHT handed/footed
PRINTED STUDENT NAME: __________________________________________________
Balance on one foot:	 				______ seconds (right)	______ seconds (left)
Line walk:			 					______ steps forward		______ steps backward
Balance beam walking:	 			______ steps forward		______ steps backward
Balance beam walking heel-to-toe:	______ steps forward		______ steps backward

Locomotor: 			Run Y/N				Hop (right) Y/N
						Gallop Y/N			Hop (left) 	Y/N
						Skip Y/N				Horizontal Jump Y/N
				
Eye-hand Coordination:		Catch a playground ball, with hands only 		________
								Catch a tennis ball bounced, with hands only 	________
								Catch a tennis ball, tossed from five feet away 	________

Object Control:		Bounce and catch a tennis ball ________ /5 two hands
						Bounce and catch a tennis ball ________ /5 one hand
						Dribbles a basketball ________ times
						Dribbles a basketball ________ m. distance
						Kicks a stationary ball ________ /5 times

Bilateral Coordination:		Can do ________ jumping jacks
								Can jump rope ________ times individually, ________ long rope
								Can open and close hands ________

Spatial Awareness:			Knows: around ________ in front of ________ behind ________
								over ________ under ________

Body Parts:					Knows: head ________ ears ________ knees ________
elbows ________back ________ shoulders ________
right hand ________ left leg ________ hips ________

Additional Comments:

Santa Maria Bonita School District
Motor Skills Screening Checklist (Preschool to First grade) Revised 9-20-15

Name: ____________________________ Date of Birth: _______________ Date: _______________
School: ________________________ Teacher: _________________________Grade: ___________
Other Special Education Services: _____________________________________________________
Any Pertinent Medical Information: _____________________________________________________
_________________________________________________________________________________

	Gross Motor Skills:
“Can the student...”
	YES
	
	NO
	

	1. Stand on one foot for 10 seconds.
	
	
	
	

	2. Walks forward on a line heel-to-toe 6 feet.
	
	
	
	

	3. Gallop without difficulty.
	
	
	
	

	4.  Run with arm/leg opposition.
	
	
	
	

	5. Jump rope three times teacher turning.
	
	
	
	

	6. Hop on either foot 3 times.
	
	
	
	

	7. Take two or more coordinated steps and kick a playground ball.
	
	
	
	

	8. Catch a bounced playground ball with both hands.
	
	
	
	

	9. Catches tossed playground ball with both hands and with arms extended.
	
	
	
	

	10. Catch a bounced tennis ball with both hands.
	
	
	
	

	11. Throws a tennis ball overhand with a side orientation.
	
	
	
	

	12. Can bounce and catch a playground ball.
	
	
	
	

	13. Jump with feet together – apart.
	
	
	
	

	14. Dribble a ball 3 times.
	
	
	
	

	15. Stand in front, behind, walk around, over, and/or under.
	
	
	
	



Additional Notes:


*************************************************************************************
Resources

· Guidelines for Occupational Therapy and Physical Therapy in California Public Schools, California Department of Education, Second Edition 2012

http://www.calstat.org/pdf/OTPT_Guidelines_Final1.pdf

· Physical Education Model Content Standards for California Public Schools – Kindergarten Through Grade Twelve, Adopted by the California State Board of Education January 2005 and Reposted by California Department of education September 17, 2010

http://www.cde.ca.gov/be/st/ss/documents/pestandards.pdf

· Adapted Physical Education Guidelines in California Schools, California Department of Education, Revised December 2012. Two links are provided below.

http://napeconference.org/Guidelines.htm

http://napeconference.org/Documents/APE_Guidelines/APE%20Guidelines%202012/APE%20Guidelines%20Dec2012%20Final.pdf
*************************************************************************************
Adapted Physical Education Guidelines in California Schools

The PURPOSE is reprinted below from Adapted Physical Education Guidelines in California Schools, which is referenced above in the RESOURCE section. 
PURPOSE
The purpose of this document is to identify program guidelines that clarify adapted physical education services. These are provided to individuals with disabilities who require highly specialized services to meet their individual goals for physical education that includes movement education and motor development. These Guidelines are organized by groups of key provisions that are followed by legal requirements, discussion and best practice statements, to be used when identifying, assessing, planning and implementing quality physical education programs. When determining appropriate adapted physical education services, educational personnel, other agency and community personnel parents and individuals may reference these guidelines. Educational personnel include, but may not be limited to, teachers, support personnel and administrators. Examples of other agency and community personnel include physical therapists, occupational therapists, social workers and medical personnel.


The Adapted Physical Education Guidelines in California Schools:
· Clarify eligibility for adapted physical education services.
· Identify physical education service delivery options.
· Provide information to evaluate, improve and maintain quality adapted physical education services throughout California.
· Provide criteria for conducting self-review and monitoring of adapted physical education services.
· Provide a resource for special education local planning areas (SELPAs), county offices of education and local education agencies (LEAs) to use in developing local plans, policies and procedures to address the physical education needs of individuals with disabilities.
·  Establishes key provisions that are consistent with federal and state laws and regulations.
· Clarify the differences and similarities among adapted physical education and physical and occupational therapies.
· Clarify the role and responsibilities of an adapted physical education teacher.
· Include best practices for inclusion within the physical education setting.
· Clarify transition services.
· Addresses the relationship of Physical Education Model Content Standards for California Schools to children with Disabilities.
NOTE: The curriculum chapter was rewritten in the December 2012 version of these Guidelines to address the Physical Education Model Content Standards for California Schools and the state-mandated physical fitness test applied to individuals with a disability.
*************************************************************************************
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Section G:	Occupational Therapy (OT) and Assistive Technology (AT)
____________________________________________________________________________________________
· SELPA Occupational Therapy (OT) Assessment Referral Guidelines
· Four Types of Occupational Therapy Referrals
· Pre-Referral Process (Case Manager)
· Referral Process (LEA Responsibility)
· District Occupational Therapy (OT) Forms
· Occupational Therapy (OT) Memorandum
· Occupational Therapy (OT) Referral Steps
· Occupational Therapy (OT) Referral Tracking Sheet
· SELPA Assistive Technology (AT) Guidelines
· Table of Contents
· Introduction 
· Definition of Assistive Technology
· Legal Requirements of Assistive Technology in Public Education
· Consideration of Assistive Technology Needs/Assessment
· Consideration of Assistive Technology Needs/Determining the Educational Necessity of Assistive Technology/Assessment
· Documentation of Assistive Technology in the IEP
· Assistive Technology Checklist
· Miscellaneous Assistive Technology Consideration
· Obtaining Funding for Assistive Technology

SELPA Occupational Therapy (OT) Assessment Referral Guidelines
The SBCSELPA OCCUPATIONAL THERAPY (OT) ASSESSMENT REFERRAL GUIDELINES (“OT Guidelines”) are included under Section 2, “Assessment” of the SELPA Procedural Handbook (Revised 9/18/2015). Specific sections, in part, of the topic areas addressed under the OT Guidelines are included below. Refer to the OT Guidelines on the SELPA website for the entire content/document.
FOUR TYPES OF OCCUPATIONAL THERAPY REFERRALS
1. The teacher or specialist providing instruction has made modifications and provided interventions to address the student's motor and/or sensory needs (generally, for a recommended period of 6-8 weeks) and determined that minimal progress was made by the student and therefore, the teacher or specialist recommends an occupational therapy assessment.
2. A student transfers into a school district from another SELPA with a current IEP which includes school-based OT as a related service. The OT assessment is then part of the 30-day interim placement review process.
3. A parent requests an OT assessment. Parent request does not automatically result in an assessment. The LEA must first document the parent’s referral before determining how to proceed. When a verbal referral is made, staff of the school district, SELPA, or county office shall offer assistance to the individual in making the request in writing.
4. An OT assessment is included as a part of an assessment plan. Each public agency must ensure that the child is assessed in all areas related to the suspected disability, including, if appropriate…motor abilities…
I. PRE-REFERRAL PROCESS (Case Manager) 
Case Manager/Specialist Intervention: The teacher or specialist provides instruction, makes modifications and provides interventions to address the student's motor and/or sensory needs which may include IEP goals to address needs (generally, for a recommended period of 6-8 weeks). 
II.	REFERRAL PROCESS (LEA Responsibility)
A.	For a New Referral the Following Procedures Shall Be Followed: 
1. The referring LEA Special Education Administrator or designee shall complete the SBCSELPA OT Assessment Referral Packet (Available in SEIS document library) 
· The “General Education Intervention Attempts” section of on the SUPP21A: Referral for Special Education and Related Services form should address the skill or skills for which the teacher has made modifications that have not been successful. These must be skills that are necessary for the student to benefit from the instructional program. For example: Student cannot hold a pencil and apply enough pressure to write a sentence.
· If assessment is at parent request, be specific describing parent area of concern and what you have done in the classroom that addresses this concern. If teacher does not have a concern in this area state how child functions in the classroom in this parent area of concern.
· If appropriate, ask the parent/guardian to have the child’s physician complete the Physician’s form. It is important to know if there are any contra-indications to therapy. There may be a medical diagnosis that necessitates a referral to California Children Services (CCS) vs. an LEA provided OT assessment and/or service. Have the form returned to the Case Manager. 
Note: Permission to contact physician is optional on the part of the parent and it may not hold up the process. All timelines are still in effect. If parent denies permission for LEA to contact physician or the physician form is not returned within a week the OT Referral Packet must still be submitted within the 15-day timeline in order to send the assessment plan to the parent. 
B.	For a Student Transferring Into SBCSELPA From Out of the SBCSELPA 
The following procedures shall be followed: 
1.	Within 5 school days, the district will forward the IEP of the transfer-in student who has occupational therapy services listed on previous district IEP to the SBCEO office for Valley and South County students and to Orcutt Pupil Services Office for Lompoc and North County students. The IEP will be forwarded to the appropriate occupational therapist and the IEP should also be entered into SEIS so that services may be initiated immediately. The OT will use the 30-day transfer-in time line to assess appropriateness of OT services. If the OT decides that an assessment is necessary to determine the student’s needs and/or appropriateness of OT, then an assessment plan must be sent home for parent consent prior to any type of formal assessment.
Note: The OT needs notification of meeting 10 days prior to the meeting to ensure that they will have an opportunity to attend, report the findings and give recommendations at the 30-day IEP meeting. 
C.	For a Student Transitioning From Infant Services (Part C) to the Preschool Program: 
1.	The Infant Program’s (Part C provider) Individualized Family Service Plan (IFSP) Transition team reports development levels and student progress on IFSP goals based on current data and assessment reports. The IEP team makes decisions on eligibility based on all available assessments and data. 
2.	Infant to preschool meeting outcomes: 
a. 	The IEP Team may determine that OT services are required to assist the child with disabilities to benefit from special education. The IEP team may then develop appropriate goals and offer appropriate OT services. 
b. 	IEP team may determine that at this time OT services are not required to assist the student with a disability to benefit from special education. 
*************************************************************************************
District Occupational Therapy (OT) Forms
The District Occupational forms are included on the following pages. These are also available on District Google-shared documents.
*************************************************************************************

[bookmark: _Toc462072336]SANTA MARIA-BONITA SCHOOL DISTRICT
[bookmark: _Toc462072337]SPECIAL EDUCATION OFFICE
[bookmark: _Toc462072338]Occupational Therapy (OT) Memorandum
To:				
From:				
Date:				
Student Name:	
RE:		Occupational Therapy Consideration for Student 
Please summarize the activities you have implemented. List each activity. Note how long you have implemented each activity:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What is your recommendation?
· Continued implementation of activities from Classroom Learning to Improve Motor Efficiency (C.L.IM.E.). Student is making sufficient progress.
· Consultation with SELPA occupational therapist. Student is making some progress, but you could use a little more information.
· Initiate formal referral for OT. This student has very severe OT needs and your on-going strategy implementation has not had any positive effect.
NOTE: Use SELPA form, A Tool for Teachers to Investigate a Student’s Possible Motor and/or Sensory Delays (SELPA56), to document educational performance and strategies used. 


[bookmark: _Toc462072339]SPECIAL EDUCATION OFFICE
[bookmark: _Toc462072340]Occupational Therapy (OT) Referral Steps
Date:				
To:				
Student Name:	
School:		
Following are the steps that need to be taken to proceed with the Occupational Therapy Referral
· Hold an IEP meeting to initiate an OT Referral – write this on the IEP Amendment(s) / Addendum Page.
· At the IEP meeting have the parent sign the Assessment Plan. (This form needs to be completed by the case carrier – check “Motor Development” and write in “Occupational Therapist” under “Examiner Title.”
· At the IEP meeting have the parent sign the Parent Consent for Release of Information. (This form will be used by the OT reviewer(s) if additional information is needed from the physician.
· At the IEP meeting give the parent the Physician’s Referral packet. The parent needs to take this to the student’s physician, who will need to determine whether or not the student is eligible for California Children’s Services.
· Return all three documents to District Office Special Education Office for processing of the OT Referral.



Occupational Therapy (OT) Referral Tracking Sheet
Student	_______________________________________	Grade	________________________________
Teacher	______________________________________	School	________________________________
	Date _________
	Occupational Therapy (OT) Classroom Learning to Improve Motor Efficiency (C.L.IM.E.) Observation Sheet sent to teacher for completion.

	Date _________
	Completed C.L.IM.E. Observation Sheet received in District Special Education Office (SEO).

	Date _________
	Intervention activities sent to teacher.

	Date _________
	6-week update received from teacher:

	
	 OT referral not to be pursued—no further action needed.
 OT referral to be pursued.

	Date _________
	IEP meeting held to “initiate OT referral” and get parent signature on Referral to Special Education Assessment and Parent Consent for Release of Information.

	Date _________
	Physician’s Referral packet sent to doctor.

	Date _________
	Completed Physician’s Referral received in SEO:

	
	  California Children Services (CCCS) eligible per physician.
  Not CCS eligible per physician.

	Date _________

Date _________
	
If CCS eligible, CCS Referral packet sent to teacher to complete and submit to CCS.
CCS response letter received in SEO.

	Date _________
	If not CCS eligible, SEO completes SELPA Referral packet and submits to SELPA.

	Date _________
	SELPA response letter received in SEO, along with signed Assessment Plan.

	Date _________
	IEP held to discuss OT evaluation/recommendations.

	Additional Comments:
	




SELPA Assistive Technology (AT) Guidelines
The Santa Barbara County SELPA ASSISTIVE TECHNOLOGY (AT) GUIDELINES (Revised 11-15-13) and other AT resources are included on the SELPA website www.sbcselpa.org. Titles of the posted documents include:
· [bookmark: _Toc462072341]SBCSELPA Assistive Technology (AT) Guidelines
· AT Integrated Lesson Plan – SAMPLE
· AT Consideration of Needs Optional form (SELPA44) to be used to make IEP considerations for assistive technology devices and/or services for students with mild to moderate disabilities
· AT Guidelines with SETT Framework
· AT Introduction & Foundations Power Point 2015
· [bookmark: _Toc462072342]AT Network – Ability Tools – California’s Tech Act Project
· California Department of Education AT Checklist
· Certificate in Assistive Technology Course Outline 2015 (SBCSELPA and Antioch University)
· AT Mild/Disabilities (Article by Dave L. Edyburn 2006)
· “Apps List Template" (Eric Sailers 2013)
· iPhone, iPad, iPod Touch Apps for Special Education
· Iris AT Web Resources Activity
· WATI Assessment Package
· WATI Assessment Guide
· Way Cool Apptivities for Educational Settings
The APPENDIX of the AT Guidelines can be accessed on the SELPA website and resources include:
ASSISTIVE TECHNOLOGY INFORMATION RESOURCES 
· Assistive technology specialists and knowledgeable persons in the S.E.L.P.A 
· AT Contractors  
· Online Resources  
· AT Product Vendors
· Conferences and Trade Shows / University Degrees
· IPAD Resources
· Other Resources
· Sample Integrated AT Lesson Plan
· SELPA Form 44 – Consideration of Needs*
· SETT Framework
*SELPA Form 44 10-18-13 (E) ASSISTIVE TECHNOLOGY (AT) CONSIDERATION OF NEEDS: Optional form to be used to make IEP considerations for assistive technology devices and/or services for students with mild to moderate disabilities
*************************************************************************************

Table of Contents and Excerpts from the SELPA AT Guidelines
I.	INTRODUCTION
· Why Assistive Technology Is Important
· Assistive Technology Recommendations for Districts/LEAs within SBCSELPA
· Action Plan for Districts/LEAs within SBCSELPA
II.	DEFINITION OF Assistive Technology
· Code of Federal Regulations (CFR) Definition of Assistive Technology: CFR 300.5 & CFR 300.6
· California Ed Code: 30 EC 56020.5 
· California Title 5 Code of Regulations: 5 CCR 3065
Assistive technology equipment includes: (excerpts from the AT Guidelines)
Assistive technology may be purchased commercially off the shelf or customized. Samples of AT:
· Devices that allow facility access, transportation and education.
· High-tech electronic and low-tech items such as cards, written materials, page tabs, communication books, pencil grips and clipboards.
· Computer, computer access/interface and appropriate software.
· Augmentative communication systems electronic and non-electronic.
· Auditory training equipment such as an assistive listening device.
· Recording devices such as hand held digital recorder or tape recorder.
III.	LEGAL REQUIREMENTS OF ASSISTIVE TECHNOLOGY IN PUBLIC EDUCATION (excerpts from AT Guidelines)
The CFR states: “Each public agency shall ensure that assistive technology devices or assistive technology services or both, as those terms are defined in 300-300.6 are made available to a child with a disability if required as part of the child’s 
a) Special education under 300.36 
b) Related services under 300.34
c) Supplementary aids and services under 300.114 (a)(2)(ii) CFR 300.105 
Must assistive technology be considered for each individual with a disability? 
IDEA ’97 added the requirement that each IEP Team consider the need for assistive technology (AT) as part of the Consideration of Special Factors.
Consideration of Special Factors
“The IEP Team shall . . . 
(v) consider whether the child requires assistive technology devices and services.” 
CFR 300.346 (a)(2) 
The amendments to the Individuals with Disabilities Education Act (IDEA) 2004 require that the Individualized Education Program (IEP) team consider whether the child requires assistive technology and services (20 U.S.C. § 1414[d] [3] [B] (v)).
Assistive technology equipment and services must be considered for all children eligible to receive specifically designed instruction through an IEP. This includes individuals from preschool to 21 years. Students that have a disability as defined by the Americans With Disabilities Act (ADA) must be considered for assistive technology equipment and services, even though they do not qualify for special education services under the IDEA (see below).
Under the IDEA and Section 504 of ADA districts/LEA must consider the need for AT as part of providing a free appropriate public education (FAPE) in the least restrictive environment. Provision of AT by public schools is required when assistive technology is necessary for a student to benefit from educational placement.
Who is qualified to determine assistive technology needs and provide assistive technology services in California? (excerpts from AT Guidelines)
Per the Title 5 CCR “Assistive technology services shall be provided only by personnel who possess a: 
(A) license in Physical Therapy issued by a licensing agency within the Department Drafted 11-15-13 5 of Consumer Affairs, where the utilization of assistive technology services falls within the scope of practice of physical therapy as defined in Business and Professions Code section 2620 and implementing regulations; or;
(B) license in Occupational Therapy issued by a licensing agency within the Department of Consumer Affairs; or
(C) license in Speech-Language Pathology issued by a licensing agency within the Department of Consumer Affairs or a valid document, issued by the California Commission on Teacher Credentialing, where the function of the assistive technology service is augmentative communication; or
(D) baccalaureate degree in engineering, with emphasis in assistive technology; or
(E) baccalaureate degree in a related field of engineering with a graduate certificate in rehabilitation technology or assistive technology; or
(F) certification from the Rehabilitation Engineering and Assistive Technology Society of North America and Assistive Technology Provider (RESNA/ATP); or
(G) a certificate in assistive technology applications issued by a regionally accredited post-secondary institution; or
(H) a credential that authorizes special education of physically handicapped, orthopedically handicapped, or severely handicapped pupils.” 5 CCR 3065
IV.	CONSIDERATION OF ASSISTIVE TECHNOLOGY NEEDS/ASSESSMENT 
V.	CONSIDERATION OF AT NEEDS/DETERMINING THE EDUCATIONAL NECESSITY OF ASSISTIVE TECHNOLOGY/ASSESSMENT
· Considerations for determining if assistive technology is a required educational service: (excerpts from AT Guidelines)
· Is it an educationally Related Service? The device or service must be necessary for the child to benefit from his or her educational program. It must be needed to provide a FAPE.
· Is it a Supplementary Aid? It must support the student. Enabling him or her to benefit from and access the educational curriculum. If the lack of the device or service would place the student in a more restrictive environment. Then the device is required educationally.
· The device or service must be specific to the student’s educational goals and must not be for “general overall benefit”. Otherwise, it may not be a required service or device for educational purposes.
· Assessment / Evaluation
· Steps for Determining the Need for Assistive Technology
· Specific Educational Benefit to Consider When Determining Need for Assistive Technology 
VI.	DOCUMENTATION OF ASSISTIVE TECHNOLOGY IN THE IEP
The IDEA regulations state that assistive technology may be included in the IEP for 3 reasons: (excerpts from AT Guidelines)
1)	As part of Special Education required for a FAPE. Included as part of the goals and objectives.
2)	As a related (DIS) service. Maybe be the related service itself, or AT may enable a student to benefit from a related service.
3)	As a supplemental aid to allow the child to be educated in the least restrictive environment.
Where to Document Assistive Technology in the SBCSELPA IEP: 
1) Present Levels of Performance (PLOPS)
2) Special Factors
3) Related Service
4) IEP Goal (Sample Goal and Objectives)
VII.	ASSISTIVE TECHNOLOGY CHECKLIST
VIII.	MISCELLANEOUS ASSISTIVE TECHNOLOGY CONSIDERATIONS
· Tape Recording 
· Documenting Assistive Technology Devices in the IEP 
· Assistive Technology Use at Home 
IX.	OBTAINING FUNDING FOR ASSISTIVE TECHNOLOGY 

____________________________________________________________________________________________
Section H:	Behavior / Suspension / Expulsion
____________________________________________________________________________________________
· SELPA Guidelines on Positive Behavior Intervention for Special Education Students
· District Behavioral Response to Intervention (BRtI) Process for Students with Individualized Education Programs (IEPs)
· Expulsion Process for Special Education Students
· Pertinent Suspension and Expulsion Education Code Sections
· District Board and Administrative Regulations Related to Suspension, Expulsion, Nondiscrimination, and Harassment


*************************************************************************************
SELPA Guidelines on Positive Behavior Intervention for Special Education Students 
Section 6 – POSITIVE BEHAVIORAL INTERVENTION FOR SPECIAL EDUCATION STUDENTS of the Santa Barbara County SELPA Special Education Procedural Handbook outlines the components listed below. 
· The Law
· Philosophy
· Introduction
· Procedures for Systematic Use of Positive Behavioral Interventions and Emergency Intervention
· Emergency Interventions 
· Prohibited Behavioral Interventions 
· Approved Behavioral Emergency Procedures 
· Behavioral Emergency Report
· Functional Behavioral Assessment 
· IEP Meeting Following the Functional Behavioral Assessment
· Behavior Intervention Plan
· Behavioral Intervention Review 
· Functional Behavior Assessment And Behavior Intervention Plan Certificate of Competence
· Behavior Intervention Plan Certificate of Competence
· Forms That May Be Used With Positive Behavior Intervention Procedures 
*************************************************************************************
District Behavioral Response to Intervention (BRtI) Process for Students with Individualized Education Programs (IEPs)
The District Behaviorists developed two different behavioral guides – one for students in general education and another for students with IEPs. For our purposes, only information on the Behavioral RtI Process for Students with IEPs will be provided in this Special Education Procedural Handbook. Both guides are available on the District shared Google site.
As this behavioral guide is comprehensive and revised as needed, it has not been reprinted in its entirety. The content of Behavioral RtI Process for Students with IEPs guide is provided below.
Introduction/Overview
Level 1 – Universal Interventions 
· Tier 1 Interventions (Breaks, Consequences, Praise, Rewards, Other)
· ABC Data (template) (Antecedent – Behavior – Consequence)
· Initial Student Referral to Level 2 (Template)
Level 2 – Supplemental Interventions
· Tier 2 Interventions
· Fidelity Checklist: Observation of Implementation of Behavior Supports (Template)
· Behavior Specialist Referral Form
Level 3 – Intensive Interventions
· Tier 3 Interventions
· Behavior RtI Checklist
· Behavior RtI Summary
Level 4 
· Examples of Level 4 supports
Reference Materials
· ABC Data (Sample)
· Sample Fidelity Checklist: Observation of Implementation of Behavior Supports 
· Sample Behavior Contract
· Sample Individual Classroom Support Plan
· Sample Individual Support Plan
· Informational Websites
· www.pbisworld.com
· www.pent.ca.gov
· www.captain.ca.gov
· www.venturaselpa.org
· www.interventioncentral.org
*************************************************************************************
The “Introduction/Overview Section” of the Behavioral RtI Process for Students with IEPs guide is also reprinted below.
Introduction/Overview
What is Behavior Response to Intervention? Behavior Response to Intervention (BRtI) focuses on the providing high-quality instruction and interventions that are matched to student needs, decision-making based on progress, monitoring, and applying student response data to important education decisions. (NASDSE, 2007 – National Association of State Directors of Special Education)
BRtI should involve Positive Behavior Supports that assist in the prevention of inappropriate behavior through teaching and reinforcing appropriate behaviors. BRtI should consist of a range of interventions that are systematically applied to students based on their demonstrated level of need and addresses the role of the environment as it applies to the development and improvement of behavior problems.
Purpose: The Behavioral RtI process is our method of ensuring that all students who are displaying challenging behaviors have equal access to interventions. Similar to academic RtI models, the Behavioral RtI process consists of multiple levels of supports. As these supports are implemented, continuous progress monitoring occurs which allows for data based decision-making. 
Level 1/Universal Interventions: Level 1 is the beginning stages of supports that are implemented when a student is displaying challenging behaviors. Interventions are created and implemented by the classroom teacher. Typically these supports may include changes to the instructional setting/environment or reinforcement of skills that have not been consistently demonstrated in the classroom setting as well as basic token systems. Supports should be implemented and documented for no less than 4 weeks before requesting movement to Level 2. 
Level 2/Supplemental Interventions: Level 2 supports may be requested by the case manager once Level 1 supports have been tried and documented for no less than 4 weeks. The case manager should complete the correlating Level 1 forms and schedule a staffing with your designated administrator and school psychologist. Upon review of the supports implemented in Level 1, the site administrator will make the determination to move the student to Level 2. At this time the school psychologist will make further recommendations which may include but are not limited to: Indirect Functional Behavior Analysis, Behavior Intervention Plan, clear reactive strategies, Behavior Contracts, staff training, etc. Progress monitoring in the form of fidelity checklists should be conducted by the school psychologist and site administration. 
Level 3/Intensive Interventions: Level 3 supports may be requested by the school psychologist and site administrator if there is minimal or no progress in the student’s behavior after implementing Level 2 supports for no less than 4 weeks.  Level 1 and Level 2 documentations should be sent to the Special Education Office where they may request a consultation with one of the district’s behavior specialists. The behavior specialist may conduct weekly observations, modify to the behavior plan, train staff, etc. Fidelity checklist should be completed by site administration, school psychologist, and the behavior specialist. ***Parent must sign permission to allow their child to be observed for the purpose of making individualized recommendations. If an FBA (Functional Behavior Analysis) is necessary then an assessment plan must be included in an amendment to their IEP.
Level 4: The behavior specialist in collaboration with the school psychologist and the site administrator may recommend a higher level of supports dependent on each individual case. If they feel a student would benefit from an increase level of support then all documents must be presented and discussed in an IEP meeting.
*************************************************************************************

Expulsion Process for Special Education Students
Section 10 – EXPULSION PROCESS FOR SPECIAL EDUCATION STUDENTS of the Santa Barbara County SELPA Procedural Handbook clearly outlines the components listed below.
· Steps in Expulsion
· Special Education Pre-Expulsion Procedures Flow Chart
· Protection of Students
· What Forms Should be Used
The steps of the Special Education Pre-Expulsion Procedures Flow Chart have been reprinted below.
	OCCURS



	Student is suspended up to 5 days, with an extension up to 10 days if student poses an immediate threat to himself/herself or others.
(Maximum days of removal per year without special education services are 10.)



	Decision is made to take possible Disciplinary Action



	Student must be allowed to return to school following above suspension time limits – unless parent agrees to an IEP meeting to change of placement that continues implementation of IEP.



	The IEP Team may place the student in an interim alternative educational setting for up to 45 school days for weapons or drug offenses or serious bodily injury.



	Within 10 days of decision to take disciplinary action:
· Manifestation Determination IEP meeting is held
· If behavior is manifestation of disability:
· If behavior plan is reviewed and, if necessary, revised
· If no behavior plan, assessment plan developed to conduct functional behavioral assessment



	Student’s misconduct is not a manifestation of disability
Expulsion may proceed


OR
	Student’s misconduct is a manifestation of disability
Expulsion may not proceed


OR
	Student’s misconduct is not a manifestation of the disability, but parent does not agree.
“Stay Put” is in effect and expulsion cannot proceed until due process is completed.




Pertinent Suspension and Expulsion Education Code Sections
The compilation of California Education Code sections below addresses the most frequently asked questions.  For a complete list, a good reference is the 186-page California Compilation of School Discipline Laws and Regulations (March 20, 2015) and can be found at http://safesupportivelearning.ed.gov. 

	Suspension
(EC § 48925)
(EC § 48900.5 [a])
	Suspension is the removal of a pupil from ongoing instruction for adjustment purposes. Suspension does not mean (1) reassignment to another education program at the same school; (2) referral to a certificated employee designated by principal to advise pupil; or, (3) removal from class without reassignment to another class/program for the remainder of the school day. (EC § 48925)
Suspension, including supervised suspension as described in EC § 48911.1, shall be imposed only when other means of correction fail to bring about proper conduction.  However, a pupil, including a student with disabilities, may be suspended for any reasons in EC § 48900 upon first offense, if the principal or superintendent determines that EC §§ 48900 (a-e) were violated or that the pupil’s presence causes a danger to persons. (EC § 48900.5 [a])

	Grounds for Suspension or Expulsion 
(EC § 48900)
	It is determined that the pupil has committed an act to any of the violations listed in EC § 48900 (a-r inclusive & t) as follows:
· (a)(1) Physical injury (caused, attempted to cause, threatened to cause)
· (a)(2) Willfully used force or violence, except in self-defense
· (b) Weapons: firearm, knife, explosive, dangerous object (possessed, sold, furnished)
· (c) Controlled substance, alcohol, intoxicant (possessed, used, sold, furnished)
· (d) Controlled substance, alcohol, intoxicant offered, arranged, negotiated to sell)
· (e) Robbery or extortion 
· (f) Property damage (school or private) 
· (g) Stole or attempted to steal property (school or private)
· (h) Tobacco or products containing tobacco or nicotine (possessed, used)
· (i) Obscene act, habitual profanity or vulgarity
· (j) Drug paraphernalia (possessed, offered, arranged, or negotiated to sell)
· (k) Disrupted, school activities or willfully defied valid authority
· (l) Knowingly received stolen property (school or private)
· (m) Possessed imitation firearm
· (n) Sexual assault (committed or attempted) 
· (o) Harassed, threatened, or intimidated a pupil witness
· (p) Arranged to sell the drug soma
· (q) Hazing (engaged or attempted to engage))
· (r) (1) Bullying (engaged or attempted to engage)
· (r) (2) Bullying – Electronic Act
· (r) (3) Bullying – Reasonable Pupil (students with disabilities)
· (t) Physical injury (aided or abetted)

In addition, to the above violations, pupils may be suspended as follows:
· Sexual Harassment (EC § 48900.2)
· Hate violence – Grades 4 to 12 (EC § 48900.3)
· Harassment, threats, or intimidation – creating a hostile environment (EC § 48900.4) 
· Terroristic threats (EC § 48900.7)

	Emergency Situation
(EC § 48911 [c])
	A student may be suspended without a conference if the principal or designee determines that an emergency situation exists.  Emergency situation means a situation determined by the principal, the principal’s designee, or the superintendent, to constitute a clear and present danger to the life, safety, or health of pupils or school personnel.
If a pupil is suspended without a conference prior to suspension, both the parent or guardian and the pupil shall be notified of the pupil’s right to such a conference, and the pupil’s right to return to school for the purpose of a conference. 
The conference shall be held within two school days, unless the pupil waives this right or is physically unable to attend for any reason including, but not limited to, incarceration or hospitalization.  The conference shall then be held as soon as the pupil is physically able to return to school for the conference.

	Grounds for Mandatory Suspension or Expulsion
(EC § 48915)
	Any pupils who commit the following offenses shall be immediately suspended from school and referred for expulsion:
· 48915 (c)(1) Possessing, selling, or furnishing a firearm. This section applies to possession of a firearm only if the possession is verified by an employee of a school district (possession of an imitation firearm does not require mandatory suspension/expulsion, but may form the basis of a discretionary suspension or expulsion)
· 48915 (c)(2) Brandishing a knife at another person
· 48915 (c)(3) Unlawfully selling a controlled substance
· 48915 (c)(4) & 48900 (n) Committing or attempting to commit sexual assault or sexual battery
· 48915 (c)(5) Possession of an explosive
Upon a finding that the pupil committed one of the offenses above, the Board shall order the pupil expelled for one year from the date of the expulsion.

	Class Suspension
(EC § 48910)
	If other means of correction do not succeed, any teacher may suspend from his/her classroom for the day of suspension plus the following day for any act stated in EC Code § 48900.  The suspending teacher must complete paperwork and contact the parent to hold a conference.  The student is still afforded due process rights.  A class suspension does not count as a suspension on the student record or on the school data.

	Other Means of Correction
(EC § 48900.5 [b])
	Other means of correction include, but are not limited to: (1) parent/pupil conference with school personnel; (2) referral to pupil personnel/child welfare staff (e.g., counselor, psychologist, social worker) for case management and counseling; (3) study team, guidance team, resource from panel, or other intervention team to assess pupil’s behavior, develop/implement behavior plan in partnership with parent/pupil; (4) referral for a comprehensive psychosocial or psycho-educational assessment, including for purposes of creating an individualized education program or 504 Plan; (5) enrollment in anger management or prosocial behavior program; (6) participation in a restorative justice program.

	Completion of Assignments or Tests
(EC § 48913)
	The teacher of any class from which a pupil is suspended may require the suspended pupil to complete any assignments and tests missed during the suspension. 

	Principal Suspension
(EC § 48911 [h])
	Superintendent, principal, or principal designee (one or more administrators at the school site designated by principal, in writing, to assist with disciplinary procedures) may suspend.  If there is not an administrator in addition to the principal at the school site, then a certificated person can be designated by the principal as a designee.

	Suspension Timelines
(EC § 48903 & 48911)
	The duration of a suspension from school by the principal, principal’s designee, or superintendent is limited to five consecutive school days for any one incident outlined in EC § 48900. (EC § 48911)
The maximum days of suspension shall not exceed 20 school days in any school year.  If a pupil is transferred for purposes of adjustment to another school, opportunity school or class, or a continuation education school or class, the total number of school days for which the pupil may be suspended shall not exceed 30 days in any school year. (EC § 48903 [a])
Suspensions that occur while a pupil is enrolled in another school district may be counted toward the maximum number of days for which a pupil may be suspended in a school year. (EC § 48903 [b])

	Jurisdiction for Suspension or Expulsion
(EC § 48910)
	No pupil shall be suspended or expelled for any of the acts enumerated above unless that act is related to school activity or school attendance occurring within a school under the jurisdiction of the superintendent or principal or occurring within any other school district.
A pupil may be suspended or expelled for acts which are enumerated in EC § 48900 (s) and related to school activity or attendance which occur at any time, including but not limited to, any of the following:
a. While on school grounds;
b. While going to or coming from school;
c. During the lunch period, whether on or off the campus; and,
During, or while going to or coming from, a school sponsored activity.




	Parent Liability
(EC § 48904)
	Parent or guardian is liable for willful misconduct of a pupil that results in injury or death to any pupil or personnel or volunteer performing services for the school, or cause of damages to school property.  Parents are also liable for any school property loaned to the pupil and not willfully returned.  The district may withhold the pupil’s grades, diplomas, or transcripts until such damages are paid or properly returned.  There may be an option for a work program instead. 

	Informal Conference
(EC § 48910)
	Before suspending the student, the principal or designee shall have an informal conference with the pupil and when practicable, the teacher, supervisor, or school employee who referred the pupil to the principal.  At the informal conference, the pupil shall be informed of the reason for the disciplinary action and the evidence against him/her, and shall be given an opportunity to present his/her version and evidence in his/her defense.

	Notification of Suspension
(EC § 48911 [d])
	At the time of suspension, a school employee shall make a reasonable effort to contact the pupil’s parent or guardian in person or by telephone.  If the parent or guardian cannot be reached, the student is to remain on campus until the parent or guardian is contacted or to the end of the school day.  Whenever a pupil is suspended from school, the parent or guardian shall be notified in writing of the suspension.

	Conference
(EC § 48911 [f])
	The parent or guardian of any pupil shall respond without delay to any request from school officials to attend a conference regarding his/her child’s behavior.  No penalties may be imposed on a pupil for failure of the pupil’s parent or guardian to attend a conference with school officials.  Reinstatement of the suspended pupil shall not be contingent upon attendance by the pupil’s parent or guardian at the conference.  
Note: With or without the parent, the school is encouraged to conduct a re-entry conference to review the reasons for the suspension, develop a plan for future positive behavior, and welcome the student back to the school community.

	Parent or Guardian Request to Meet to Discuss a Student's Suspension
(EC § 48914)
	If a suspension is ordered by a principal, the parent or guardian may request a meeting to discuss:
1. The cause for suspension;
2. The duration of the suspension;
3. The school/district policy involved, and,
4. Other matters pertinent to the suspension.





District Board and Administrative Regulations Related to Suspension, Expulsion, Nondiscrimination, and Harassment

The following District Board Policies are available related to Suspension, Expulsion, Nondiscrimination, and Harassment. These are also referenced in Section O of this Special Education Procedural Handbook.

	Description
	Board Policy and/or
Administrative Regulations

	Suspension and Expulsion Due Process (Students with Disabilities and or with Handicaps) 
	5144.2

	Discipline
	5144

	Nondiscrimination/Harassment (or Bullying)
	5145.3

	Suspension and Expulsion/Due Process
	5144.1






____________________________________________________________________________________________
Section I:	Mental Health Services
____________________________________________________________________________________________
· Background Information
· Educational Service Categories for Mental Health Services
· Service Categories
· Continuum of Mental Health (MH) Services – Least Restrictive Environment (LRE) to More Restrictive
· Santa Barbara County SELPA AB 114 Brochure: Continuum of Mental Health Services



*************************************************************************************
Background Information
On June 30, 2011, Assembly Bill (AB) 114, Chapter 43, Statutes of 2011 (AB 114) was signed into law. Under AB 114, several sections of Chapter 26.5 of the California Government Code (AB 3632) were amended or rendered inoperative, thereby ending the state mandate on County Mental Health (CMH) agencies to provide Mental Health (MH) services to students with disabilities. On June 30, 2011, AB 114 replaced the MH provisions of AB 3632 and shifted funding/responsibilities for the provision of IEP MH services to SELPAs and school districts.
The following AB 114 Transition link to the California Department if Education (CDE): http://www.cde.ca.gov/sp/se/ac/ab114twg.asp.
 
The “AB 114 Special Education Transition” CDE webpage provides pertinent information as listed below.
· Background
· Recent Guidance from the California Department of Education
· Resources
· AB 114 Transition Working Group and Meeting Summaries
*************************************************************************************
Educational Service Categories for Mental Health Services
Educational Mental Health Services are identified specifically by the “Service Categories” defined in Service Code 500’s. These are listed in the chart on the following page (Source: California Special Education Management Information System Technical Assistance Guide 2015-16 Edition: CASEMIS Technical Assistance Guide, 2015-16 Edition Posted 25-Nov-2015).
These required services are determined by the IEP Team and must be provided by appropriately state licensed and/or credentialed staff. In the SMBSD, there are several service provider options available: (1) school district employees; (2) SELPA employees: and, (3) nonpublic agency certified consultants by the CDE and contracted through the SELPA. Check with the District Special Education Department prior to initiating Mental Health Services for eligible special education students. 
Note: These services are not available for 504 and/or general education students.
*************************************************************************************



	SERVICE CATEGORIES

	510
	Individual Counseling: One-to-one counseling, provided by a qualified individual pursuant to an IEP. Counseling may focus on aspects, such as educational, career, personal; or be with parents or staff members on learning problems or guidance programs for students. Individual counseling is expected to supplement the regular guidance and counseling program. (34 CFR § 300.24(b)(2), (CCR Title 5 §3051.9).

	515
	Counseling and guidance: Counseling in a group setting, provided by a qualified individual pursuant to an IEP. Group counseling is typically social skills development, but may focus on aspects, such as educational, career, personal; or be with parents or staff members on learning problems or guidance programs for students. IEP-required group counseling is expected to supplement the regular guidance and counseling program. (34 CFR §300.24.(b)(2)); CCR Title 5 §3051.9) Guidance services include interpersonal, intrapersonal or family interventions, performed in an individual or group setting by a qualified individual pursuant to an IEP. Specific programs include social skills development, self-esteem building, parent training, and assistance to special education students supervised by staff credentialed to serve special education students. These services are expected to supplement the regular guidance and counseling program. (34 CFR 300.306; CCR Title 5 §3051.9).

	520
	Parent Counseling: Individual or group counseling provided by a qualified individual pursuant to an IEP to assist the parent(s) of special education students in better understanding and meeting their child's needs; may include parenting skills or other pertinent issues. IEP-required parent counseling is expected to supplement the regular guidance and counseling program. (34 CFR §300.31(b)(7); CCR Title 5 §3051.11).

	525
	Social Work Services: Social Work services, provided pursuant to an IEP by a qualified individual, includes, but are not limited to, preparing a social or developmental history of a child with a disability; group and individual counseling with the child and family; working with those problems in a child's living situation (home, school, and community) that affect the child's adjustment in school; and mobilizing school and community resources to enable the child to learn as effectively as possible in his or her educational program. Social work services are expected to supplement the regular guidance and counseling program. (34 CFR §300.24(b)(13); CCR Title 5 §3051.13).

	530
	Psychological Services: These services, provided by a credentialed or licensed psychologist pursuant to an IEP, include interpreting assessment results to parents and staff in implementing the IEP; obtaining and interpreting information about child behavior and conditions related to learning; planning programs of individual and group counseling and guidance services for children and parents.
These services may include consulting with other staff in planning school programs to meet the special needs of children as indicated in the IEP. (CFR Part 300 §300.24).
IEP-required psychological services are expected to supplement the regular guidance and counseling program. (34 CFR §300.24; CCR Title 5 §3051.10).

	535
	Behavior Intervention Services: A systematic implementation of procedures designed to promote lasting, positive changes in the student's behavior resulting in greater access to a variety of community settings, social contacts, public events, and placement in the least restrictive environment. (CCR Title 5 §3001(d)).

	540
	Day Treatment Services: Structured education, training and support services to address the student’s mental health needs (Health & Safety Code, Div.2, Chap.3, Article 1, 1502(a)(3)).

	545
	Residential Treatment Services: A 24-hour out-of-home placement that provides intensive therapeutic services to support the educational program (Welfare and Institutions Code, Part 2, Chapter 2.5, Art. 1, §5671)).



*************************************************************************************

Continuum of Mental Health (MH) Services – Least Restrictive Environment (LRE) to More Restrictive
The Santa Barbara County SELPA has made available a Continuum of Mental Health (MH) Services – Least Restrictive Environment (LRE) to Most Restrictive Environment, which is reprinted below. This continuum is similar to the information provided in the “SBCSELPA AB 114 Continuum of IEP Mental Health (MH) Services “ Brochure provided in the next section; however, this LRE document is helpful for administrators, case managers, and teachers in reviewing different available MH service options.
SBCSELPA
Continuum Of Mental Health (MH) Services
Least Restrictive Environment (LRE) to More Restrictive
MH related services (less than 45 minutes weekly) provided by District MH Staff or other MH NPA Contractor
(ie, PPS School Psychologist, Counselor, MH Intern, Licensed MH Professional)
Individual Counseling
Counseling & Guidance (Group Counseling)





Intensive (at least weekly 45 minutes) MH related services provided by
District MH Staff and/or NPA
(ie, MH Intern or Licensed MH Professional)
Individual Counseling
Counseling & Guidance (Group Counseling)
Parent Counseling






Intensive Social Work “wrap around like” or TBS behavioral services
Provided by NPA
Social Work Services
To request SBCSELPA funding of “wrap around like” services use SELPA 28A:
Referral for Consideration of SBCSELPA Funded Intensive Social Work “Wrap Around Like” Services





More restrictive educational setting in an intensive program
for students with an emotional disability
(ie, Center fro Therapeutic Education (CTE), Level 1)
Secondary Only
For referral to regional program use SELPA 28B:
Regional Mental Health Day Treatment Program Referral Process






More restrictive educational setting in an intensive day 
treatment program for students with an emotional disability
(i.e., Center fro Therapeutic Education (CTE), Level 2)
Secondary Only
For referral to regional program use SELPA 28C:
Regional Mental Health Day Treatment Program Referral Process






More restrictive educational setting in a Non Public School (NPS)
Residential Treatment Center (RTC)
To request SBCSELPA funding use SELPA 28D:
Request for consideration of SBCSELLPA Funded Mental Health Nonpublic School
(NPS) Placement





More restrictive educational setting in a Non Public School (NPS)
Residential Treatment Center (RTC)
To request SBCSELPA funding use SELPA28D:
Request for consideration of SBCSELLPA Funded Mental Health Nonpublic School
(NPS) Placement



*************************************************************************************



Santa Barbara County SELPA AB 114 Brochure: 
Continuum of IEP Mental Health (MH) Services
The brochure, SBCSELPA AB 114 Mental Health (MH) Services is a very useful document for parents. The information, in part, from that brochure is reprinted below for reference purposes. The full brochure can be accessed through the SBCSELPA website at www.sbcselpa.org.
AB 114 IEP Mental Health Services
SBCSELPA oversees the provision of special education IEP mental health (MH) services in Santa Barbara County. In order to ensure the mental health needs of students are met, a continuum of MH service options is provided by school districts.
How is SBCSELPA Ensuring the Provision of Mental Health Services?
Santa Barbara County school districts are ensuring the provision of mental health services through counseling and guidance, related services, social work, Centers for Therapeutic Education (CTE) programs and school-based day treatment programs.
Continuum of MH Services Least Restrictive Environment to a More Restrictive Environment
· Non IEP Pre Referral MH Services (e.g., Non-IEP intervention groups, counseling, school-wide positive behavior support or social emotional learning programs)
· IEP Related Services (e.g., student or parent counseling, “wrap around” like social work, behavioral services)
· IEP Educational Placement in Center for Therapeutic (CTE) Level I
· IEP Educational Placement in Intensive Day Treatment Center for Therapeutic (CTE) Level II
· IEP Placement in a Residential Treatment Center Nonpublic School (NPS RTC)
Parent Participation
· Participate in Individualized Education Program (IEP) meetings
· Give consent for consideration of mental health (MH) services
· Give consent for implementation of MH services via IEP
· Collaborate with district/LEA IEP team to meet your child’s MH goals
· Communicate with your child’s case manager and MH clinician/school psychologist on a regular basis
Who to Contact
· Child’s IEP Case Manager 
· School Psychologist
· District’s Special Education Office
· Santa Barbara County SELPA
*************************************************************************************


____________________________________________________________________________________________
Section J:	Health Information
____________________________________________________________________________________________
· Developmental Health History Procedure
· Developmental Health History Form
· Request for Health Assessment (RHA)
· Flowcharts:  SST – Initial IEP – Triennial & Annual IEP
· Medications at School
· Recent Legislation – Senate Bill 277
· Appendix D of Santa Barbara County SELPA Special Education Parent Handbook
· Record Keeping
· Medical and Developmental History Form
· Notes I May Want to Share About My Child


Developmental Health History Procedure
Please refer to California Education Code §§ 56320(f), 56324(b), and 56327(e) for requirements.
1. At the signing for the initial assessment, the District “General Student Information” form (for psychologist) and the “Developmental Health History” form (for nurse) will be sent home with the parent by the case manager. The “Developmental Health History” form is available in English and Spanish on the Special Education Information System (SEIS) under the Health Section of the Document Library.
Note: It would be ideal if the parent can stay after the meeting to complete the forms.
2. The parent will submit the forms respectively, within one week.
3. The nurse will then have one week (no later than two weeks after signing date) to complete the box (at the end of the form). The nurse will determine if further medical follow-up is needed and if a summary is needed for the report. The nurse may also request a copy of the “General Student Information” form from the psychologist for additional information.
a. If no additional follow-up is needed, the nurse will check off first box indicating that there are no health issues that will affect student’s initial assessment or school program. The nurse will then submit a copy of the completed health history form to the case manager and psychologist for the special education file. 
b. If follow-up is needed, the nurse will check off second box indicating such. The nurse will still provide a copy of the completed health history form to the case manager and psychologist to notify of further evaluation by the nurse. The nurse will provide a summary for the report to be submitted no later than two weeks prior to meeting date.
Note: The case manager needs to provide a copy of the assessment plan to the school nurse. 
*************************************************************************************
Developmental Health History Form
The Developmental History form is available in SEIS in English and Spanish. The major sections included on this form are listed below.
· Family Medical History
· Pregnancy/Birth History
· Developmental Milestones
· Childhood Development
· Medical History/Concerns
· Section to be completed by school nurse to include Vision and Hearing results as well as if additional follow-up needs to be completed by the school nurse.
*************************************************************************************


*************************************************************************************
Request for Health Assessment (RHA)
The Request for Health Assessment (RHA) form (English) has been reprinted on subsequent pages and also is available on SEIS under the Health Section of the Document Library. The RHA form is used to notify the nurse when health information is required for a meeting and/or report. It shall be submitted to the nurse, as soon as possible (when a SST is scheduled or an IEP consent is signed) by the SST coordinator/IEP case manager, prior to any initial SST meeting and/or Special Education meeting including an Initial, Annual, Triennial, or Amended IEP assessment/evaluation. (This applies to the SST coordinator, resource specialist, special day class teacher, adapted physical education teacher, and speech pathologist.) It is even highly recommended that the RHA form be part of the SST referral packet, to rule out possible vision, hearing, dental, and/or other medical issues before the SST meeting. 
If the team has obtained consent for an initial IEP assessment, please include the date when a “Developmental Health History” form was given to the parent for completion. Refer to the Developmental Health History Procedure section referenced above. 
The school nurse shall submit the RHA form within four weeks of receiving the notification, to the coordinator/case managers. The school psychologist shall also receive this information from the nurse when applicable via email, SEIS, or copy of the form (as determined by school nurse and school psychologist).
*************************************************************************************
Flowcharts: SST – Initial IEP – Triennial & Annual IEP
Two flowcharts have been made available regarding the school nurses’ involvement in the following processes: (1) Student Study Team (SST); (2) Initial Individualized Education Program (IEP); and, (3) Triennial & Annual IEP. These flowcharts can be found immediately following the RHA form.
*************************************************************************************


Request for Health Assessment (RHA)
 SST     Annual     TRI     Amended
Initial IEP-developmental health history given to parent on: _____________________________
To be completed by case manager				Date submitted to nurse: ____________________________
Student: _____________________________________ DOB:_______________ School year: ______________
Teacher: ______________________School: __________________Meeting date and time: _______________
___________________________________________________________________________________________
To be completed by school nurse
Vision		Date of Screening: _______________		Within normal limits		Not within normal limits
FAR VISION		R  20/______ L  20/______	 With correction
NEAR VISION	R  20/______ L  20/______	 With correction
	Referral mailed to parent on :_________________Comments:________________________________
___________________________________________________________________________________________
Hearing   Date of Screening: _________________	 Within normal limits		 Not within normal limit														500		K	2K		4K	 
	
	
	
	

	
	
	
	


Right Ear		Pass		Fail				Recheck (in 2-6 weeks) 
Left Ear			Pass		Fail				Recheck within normal limits

	Referral mailed to parent on: ________________ Comments: _____________________________________
___________________________________________________________________________________________
Dental		 No obvious problem found
 Visible caries present/dental care recommended
 Urgent care needed
	Referral mailed to parent on: ________________ Comments: _____________________________________
___________________________________________________________________________________________
	Other known health issues (ie. Significant health history, medications, etc.)
	See attached health care plan
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Nurse’s Signature:	____________________________________ Date:	_________________________________
For initial SST only, coordinator please see back of page to be completed at meeting with parent if nurse not present. Please return to nurse for review if there is any pertinent information. Thank you.
OVER

Significant Health History: 
Does student have any chronic health conditions?  Has child ever been hospitalized?

Is student currently on any medications? If yes, note dosage and time.

Is student covered by health insurance?  If yes, who is health care provider?

Does student have attendance problems related to health issues? If yes, explain.

What time does your child go to bed and wake up? Any sleeping difficulties?

Any nutritional concerns?

Is there any significant family history that the school should be aware of (ie. Learning difficulties?)

Any prenatal or birth complications? Was child premature?

Did child meet developmental milestones at appropriate ages?

Are there any socioemotional/behavior issues?

Additional notes:			





Please be sure to submit a copy to the nurse if there is any significant information that may necessitate follow-up. The original copy should be filed in the student’s SST folder or Special Ed folder, if applicable.

Flowchart:  SST – Initial IEP – Triennial & Annual IEP





Notify nurse of initial SST by completing top section of Request for Health Assessment (RHA) form and submit at least 2 weeks before meeting
Nurse will complete the rest of page 1 (vision/hearing/dental/other medical) and submit back to SST coordinator no later than 1 day prior to meeting
Complete page 2 (back side) at SST meeting with parent
NO CONCERNS
File in SST folder
IF ISSUES NOTED
Return to nurse for follow up 

INITIAL IEPS
Check for and update old RHA form (from previous SST) with parent
Complete a new RHA (top section only) and submit to school nurse when consent has been signed; please be sure to indicate date developmental health history was given to parent
Nurse will submit INITIAL IEP to psychologist (and case manager) no later than 2 weeks prior to IEP meeting
2 months prior to IEP meeting, submit RHA form to school nurse with top section completed
Nurse will complete page 1 and submit to case manager (and psych) no later than 2 weeks prior to IEP meeting

TRIENNIALS AND ANNUALS

SST

*************************************************************************************
Medications at School
The Annual Notification to Parent/Guardians is updated each school year and also serves as a “Rights & Responsibilities” booklet to help parents understand the rules and policies in order to make the 
District’s school sites positive places for both students and staff members. 
There is a Health Services section in the Annual Notification to Parent/Guardians highlighting the topics listed below.
· Kindergarten Physical Exam
· Kindergarten and/or First Grade Oral Health Assessment
· Immunizations
· Meningitis
· Medication
· Physical Examinations
· Vision, Hearing, and Scoliosis Screening
· Confidential Medical Services
· Medical and Hospital Insurance for Students
· Drug, Alcohol and Tobacco Prevention Programs
· Tobacco Products
· Synthetic Marijuana (Cannabis)
The District Board of Education recognizes that some students may need to take doctor prescribed medications during the school day. Board Policy (BP) and Administrative Regulations (AR) 5141.21, Administering and Monitoring Health Conditions, outlines this process and the definition of medication. Reprinted below are several excerpts from the BP and AR.
· “Prescribed medication may be administered by the school nurse or other designated school personnel only when the Superintendent or designee has received written statement from both a student’s physician and parent/guardian.” (BP)
· “Other designated school personnel may include any individual employed by the district who has consented to administer the medication or otherwise assist the student, and who may legally administer the medication.” (AR)
· “Medication may include not only a substance dispensed in the United States by prescription, but also a substance that does not require a prescription, such as over-the-counter remedies, nutritional supplements, and herbal remedies.” (AR)
*************************************************************************************
 

*************************************************************************************
Recent Legislation
SENATE BILL 277
Listed below are highlights of Senate Bill 277, approved by the Governor on June 30, 2015.
· Eliminates the exemption from existing specified immunization requirements based upon personal beliefs, but allows exemption from future immunization requirements deemed appropriate by State Department of Public Health for either medical reasons or personal beliefs.
· Exempts students in a home-based private school and students enrolled in an independent study program and who do not receive classroom-based instruction.
· Allows students who, prior to January 1, 2016, have a letter or affidavit on file at a private or public elementary or secondary school, child day care center, day nursery, nursery school, family day care home, or development center stating beliefs opposed to immunization, to be enrolled in any private or public elementary or secondary school, child day care center, day nursery, nursery school, family day care home, or development center within the state until the pupil enrolls in the next grade span, as defined.
· Prohibits a governing authority (except as under the circumstances described above, on and after July 1, 2016) from unconditionally admitting to any of those institutions for the first time or admitting or advancing any pupil to the 7th grade level, unless the student has been immunized as required by the bill.
· Specifies that its provisions do not prohibit a student who qualifies for an individualized education program, pursuant to specified laws, from accessing any special education and related services required by his or her individualized education program.
· Narrows the authorization for temporary exclusion from a school or other institution to make it applicable only to a child who has been exposed to a specified disease and whose documentary proof of immunization status does not show proof of immunization against one of the diseases described above.
· Makes conforming changes to related provisions.

Reference: California Legislative Information SB-277 Public health: vaccinations (2015-16)
*************************************************************************************


*************************************************************************************
Appendix D of SELPA Special Education Parent Handbook – Record Keeping
APPENDIX D of the Santa Barbara County SELPA Special Education Parent Handbook (September 2011) is reprinted below as reference materials

RECORD KEEPING 
Many parents have found it helpful to develop a home file or notebook about their child. One of the most practical and useful projects for parents is the formulation of a file or notebook of the child's medical development and educational histories. Such a file is useful for keeping records for every child, but it is particularly useful for keeping the records of a child with disabilities whose records are often more complicated and lengthy than those of most children. Parents may refer to these files to gauge progress and make comparisons. 

Important information to include: 
1. Medical: Developmental history, including pregnancy and birth, doctor's report (pediatrician, allergist), therapy reports (speech therapy, occupational therapy), and agency reports (Regional Center, Mental Health).  
2. School: Copies of all IEP's, communications with school staff, assessment reports, educational history, report cards, dated examples of school work, vocational testing.  
3. Personal/Social History: The child's interests, clubs and organizations, family history, camps, special awards and pictures.  
4. Other Resources: Financial resources, legal documents, community agencies, copies of Federal and State laws and regulations.  
5. Sample letter for Assessment Request  

Record keeping is not mandatory for parents of children with disabilities, but good records prove helpful in day-to-day contact. Bring your up-to-date record keeping notebook to any and all meetings with school personnel. It is great to be prepared. The following pages provide a format that might be useful for recording information about your child. 

The MEDICAL AND DEVELOPMENTAL HISTORY form and NOTES I MAY WANT TO SHARE ABOUT MY CHILD are reprinted on subsequent pages. These documents are included in APPENDIX D of the Santa Barbara County SELPA Special Education Parent Handbook.
*************************************************************************************


MEDICAL AND DEVELOPMENTAL HISTORY 
(From Appendix D, Santa Barbara County SELPA Parent Special Education Handbook)

Name: _____________________________________ Birthdate: ________________ Sex: ____________ 
Learning/Language Problems 
1._________________________________________________________________________________
2._________________________________________________________________________________
3._________________________________________________________________________________
4._________________________________________________________________________________
5._________________________________________________________________________________
6._________________________________________________________________________________
Other family members with learning/language problems _______________________________________
 _____________________________________________________________________________________
Language spoken in home ________________________________________________________________
I. Pregnancy Birth History 
Complications, illness or accidents _______________________________________________________
___________________________________________________________________________________
Premature? ____________ How many weeks? ____________ Weight and length? ________________
Unusual problems (needed oxygen, blue, others) ___________________________________________
Bruises or abnormalities _______________________________________________________________
Apgar score _________________________________________________________________________ 
II. Medical History
Primary physician ___________________________________ Phone Number ___________________ Address  ___________________________________________________________________________ Medications ________________________________________________________________________ Hearing problems ___________________When/Where Tested _______________________________
Results ____________________________________________________________________________ Vision problems _____________________When/Where Tested ______________________________ Results ____________________________________________________________________________ 


At what age did any of the following occur? Explanations 
	Adenoidectomy  _________________________
	Eye problem ____________________________

	Allergies  _______________________________
	Head injuries  ___________________________

	Asthma ________________________________
	Heart problem __________________________

	Blood disease ___________________________
	High fevers _____________________________

	Chronic colds____________________________
	Meningitis  _____________________________

	Convulsions _____________________________
	Muscle disorder _________________________

	Dental problems _________________________
	Nerve disorder __________________________

	Ear infections  ___________________________
	Orthodontia ____________________________

	Encephalitis _____________________________
	Tonsillectomy ___________________________


Any other serious injuries, illness, operations, physical problems, hospitalizations not listed 
_________________________________________________________________________________
III. Development 
At What Age:
	Head held up  ___________________________
	Rolled Over ____________________________

	Sat alone _______________________________
	Crawled _______________________________

	Walked alone  ___________________________
	Said first words _________________________

	Spoke in short sentence ___________________
	Weaned from the bottle__________________


Previous Diagnosis: (Note: These terms were changed to match the 13 disability categories.)
	Autism  ________________________________
	Orthopedic Impairment  ___________________

	Deaf-Blindness __________________________
	Other Health Impairment __________________

	Deafness _______________________________
	Specific Learning Disability _________________

	Emotional Disturbance____________________
	Speech or Language Impairment_____________

	Hearing Impairment ______________________
	Traumatic Brain Injury _____________________

	Intellectual Disability______________________
	Visual Impairment (including Blindness)_______

	Multiple Disabilities_______________________
	


Therapies:
	Speech/Language ________________________
	Behavioral ______________________________

	Physical ________________________________
	Counseling ______________________________

	Occupational ____________________________
	Psychological ____________________________

	Hearing  ________________________________
	Nutritional ______________________________





IV. Social-Behavior 
	Toilet Training Problems ___________________
	Cries a lot _______________________________

	Needs a lot of discipline____________________
	Difficulties w/peers _______________________

	Under-active_____________________________
	Difficulty w/adults ________________________

	Over-active______________________________
	Prefers to play alone ______________________


Type of discipline used in home ________________________________________________________
 __________________________________________________________________________________
Problem behaviors for parents _________________________________________________________
 __________________________________________________________________________________
V. Educational History
Infant program  _____________________________________________________________________
Preschools _________________________________________________________________________
Elementary schools __________________________________________________________________
Junior high schools  __________________________________________________________________
High schools ________________________________________________________________________
Current school attending  _____________________________________________________________
History of learning difficulties __________________________________________________________
 __________________________________________________________________________________
VI. Other Agencies for Professionals  ______________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

*************************************************************************************
NOTE (not included on this original form): A good resource for parents when completing this form is: Categories of Disability Under IDEA, National Dissemination Center for Children with Disabilities (NICHCY), http://nichcy.org 
*************************************************************************************



NOTES I MAY WANT TO SHARE ABOUT MY CHILD
Additional information about your child's strengths, how your child learns best: By answering the questions below you will be prepared to include this important information at your child's IEP and/or share it with your child's teacher. 
1. What are my child's strengths? (For example - David is usually in a happy mood and eager to learn.) 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

2. What are good reinforcers for my child? What motivates my child to do his or her best?
(For example - Senita loves to listen to music.) 
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
3. What are things a teacher can do to help my child learn? (For example - Kathy learns best when she is allowed to explore and touch instructional materials.) 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
4. In what way do I want my child to be with peers in the regular class and involved in extracurricular and non-academic activities? (For example - I want Doug to participate in music activities with peers in the regular class.) 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________


5. Does my child have any health or medical problems that will affect his or her school activities? (For example - Because of heart problems, Marci needs a short rest every hour.) 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
6. Other needs I think my child has that may need special attention. Why? (For example – Jane may need to improve her coordination and balance skills.) 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
7. How do I want to be involved in my child's school program? (For example - I want to observe and meet with my child's speech therapist once a month, or I want to volunteer in my child's class.) 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
8. List any additional questions or concerns you would like to discuss at the IEP meeting here. _____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________

(Suggestion: Copy this page for your notebook so you can keep an original for later years. Bring an updated copy to each IEP meeting.) 



____________________________________________________________________________________________
Section K:	School Transition
____________________________________________________________________________________________
· Preface
· SELPA Infant to Preschool Transition Procedures
· SELPA Preschool to Kindergarten Transition Guidelines
· Elementary School to Junior High Transition 
· Special Education Student Information Sheet for Junior High Transition
· Junior High to High School Transition 
· High School Transition Information
· High School Transition Timelines



Preface
The purpose of this section is to outline sound practices and strategies in transitioning students from: (1) infant to preschool; (2) preschool to kindergarten; (3) elementary school to junior high; and, (4) junior high to high school. This section does not address transitioning students from one type of instructional program (e.g., from special day class to resource specialist program) or from least restrictive to more restrictive instructional settings (e.g., from resource room to self-contained class). This type of transition is addressed under Section D, Special Education Instructional Program Options of this District’s Special Education Procedural Handbook.
*************************************************************************************
SELPA Infant to Preschool Transition Procedures
Section 4, “Implementation” of the Santa Barbara County SELPA Procedural Handbook includes an Infant to Preschool Transition Procedures – Flowchart. Contents of that flowchart are reprinted below.

Tri-County Regional Center (TCRC) disseminates list of infants currently being served
• Disseminated monthly
• To *LEAs providing preschool services

Monthly Anticipated Services Meeting 
• TCRC meets with each LEA providing preschool services
• Members review anticipated preschool services needs

30-Month IFSP Meeting
• LEA rep. attends meeting and reviews continuum of preschool services
• New IFSP developed at meeting

34-Month IFSP Meeting
• If referring for special education, TCRC usually sends referral at 34 months to LEA providing preschool services

The LEA providing preschool services receives a referral for an assessment of eligibility for special education (SPED) and related services by …
TCRC		or		Parent		or		Other

Within 15 days of LEA receiving referral for assessment for SPED

LEA agrees to assessment: 					or				LEA denies to assessment:
• LEA sends parent(s) 										• LEA sends parent(s)
o Notice of Referral for SPED 								o Prior Written Notice
o Prior Written Notice 										o Parent Rights
o Parent Rights

LEA receives signed assessment plan from parent: 
• LEA has 60 days to complete assessment and have IEP meeting to review assessment/eligibility for special ed. services LEA denies assessment: 

* LEAs = Districts who are operating preschool programs or SBCEO for districts not operating preschool programs
*************************************************************************************
SELPA Preschool to Kindergarten Transition Guidelines
Section 4, “Implementation” of the Santa Barbara County SELPA Procedural Handbook includes the SBCSELPA Preschool to Transitional Kindergarten (TK) or Kindergarten Transition Guidelines. Contents of those Guidelines (revised May 12, 2015) are reprinted below.
Introduction
The process and guidelines outlined below are to clarify the roles and responsibilities during transition time from preschool to TK or kindergarten. It is understood that parents are an important part of the transition process at every transition; however, this document is not meant to explain the entire process but simply clarify the roles mentioned above. These guidelines are to make the process, roles and responsibilities clear for education personnel for both the regional program operator and the district of residence and therefore parents’ role is not included in this information. TK is the first year of a two-year kindergarten program that uses a modified kindergarten curriculum that is age and developmentally appropriate. Pursuant to law, EC 48000(c), a child is eligible for TK if a child will have his or her fifth birthday between September 2 and December 2 (inclusive).
Preschool to TK or Kindergarten Transition Assessment
Prior to transitioning an individual with exceptional needs from a preschool program to kindergarten, or first grade as the case may be, an appropriate reassessment of the individual shall be conducted by the regional program operator in collaboration with the district of residence pursuant to Article 2 (commencing with Section 56320) of Chapter 4 to determine if the individual is still in need of special education and services (Section 56445).
The exact breadth of this required reassessment, and tools that may be utilized, must be determined on a case-by-case basis. If the regional program operator is considering NOT giving cognitive abilities test to an incoming kindergartner who will be recommended for continuing service, the regional program operator staff member (psychologist and Special Education Coordinator) will contact the receiving district to discuss assessment prior to the transition meeting. Each special day class and special consideration student who will transition to kindergarten will be discussed by district and regional program operator specified staff to determine assessment needs prior to the transition. If, after reviewing the existing data, and receiving input from the parent, it is determined that no additional data is needed, the regional program operator must provide the parent with prior written notice of its determination. The prior written notice letter must also notify the parent of his/her right to request an assessment to either determine continuing eligibility, or educational need. If the parent requests a reassessment, the regional program operator must conduct the requested assessment (34 CFR§300.305(a)(2)).
Preschool students transitioning to transitional kindergarten (TK) or kindergarten (K) who are referred for initial assessment at year-end will be assessed by the regional program operator if they are referred with 60 days or more left before the end of the school year. If referral is received with less than 60 days before the end of the school year, then the regional operator will contact the district of residence that will serve that particular child in the fall as a kindergartener to determine a collaborative process to complete assessment.


Collaborative Transition Process from Preschool Special Day Class and Preschool Plus Services to Special Education Services in Kindergarten 
1. The transition process is discussed at the IEP meeting the year before the child is age eligible to attend kindergarten. The district of residence will be invited to attend this meeting. At this meeting, needed assessment is reviewed and documented in the notes page of the IEP. If there is any discussion of the possibility of the child spending an extra year in preschool, the district of residence shall be notified in order to get their input.
2. A joint staffing meeting with both the regional program operator and district of residence will be held by October 1. At this meeting, proposed assessment is reviewed and agreed upon and a transition meeting is scheduled. The regional program operator will be responsible for sending home the assessment plan and prior written notice 60 days prior to the scheduled meeting.

Note: For the 2012-13 and 2013-14 school years, as Transitional Kindergarten is being phased in, the regional program operator special education coordinator shall be informed by the districts of the month of Kindergarten eligible age that they are accepting in the district.

3. The regional program operator special education coordinator will send the SBCEO Preschool Transition to Kindergarten Summary to district of residence by December 1. The summary includes the name of the student, DOB, address, telephone, parents’ names, preschool SDC teacher, primary language, disability, services, frequency and duration, instructional support, and other agency involvement. It also includes a short summary of the child’s progress, needs and parent concerns. As new IEPs or assessment are completed, copies will be forwarded to the district of residence. The district of residence is to receive assessment reports two weeks prior to transition IEP meeting.
4. For a student who may need an instructional support assistant, the district of residence may request the regional program operator to complete and send to the district of residence a “SPED Preschool to Kindergarten Instructional Aide Needs Observation/Screening Report pgs. 1-3” prior to the transitional IEP meeting.
5. It will be the responsibility of the district of residence representative and regional program operator SDC teacher to connect by February 1 to arrange observations.
6. By March 15, the elementary district of residence staff will have observed preschool students.
7. The district of residence may request teacher recommendation and/or parent input in making a preliminary determination of kindergarten program options.
8. Prior to the IEP Meeting:
a. Regional program operator will prepare Notice of Meeting and email it to district of residence.
b. Regional program operator will send Notice of Meeting to the parent.
c. District of residence will distribute the meeting notice to the required site team members, including the site principal, the District SDC teacher, and a kindergarten teacher.
d. Regional program operator will be responsible for arranging for an interpreter to attend the IEP meeting, if one is needed.
e. Regional program operator will bring the IEP paperwork to the meeting.
9. During the IEP Meeting:
a. Regional program operator staff chairs the meeting.
b. After team discussion as to needs, goals, services and placement, district of residence staff makes the official offer of FAPE for kindergarten.
c. Regional program operator (either SDC teacher or site principal) takes the meeting notes, including the offer of FAPE.
10. After the IEP Meeting:
a. Regional program operator makes a copy of the IEP and distributes it to the parent and the district of residence staff (if possible) at the end of the meeting and keeps a copy for reference.
b. Regional program operator SDC teacher or IEP chair takes the IEP paperwork with them and makes updates in SEIS.
c. Regional program operator SDC teacher makes any necessary updates to the student’s SEIS file, as discussed during the IEP meeting.
d. Regional program operator affirms and attests the IEP.
11. If the Three-year Triennial or an Annual Review is also due in the spring or prior to October 1 of the next school year, the district of residence representative and the Regional Program Operator Special Education Coordinator will determine if meetings are to be combined or not. If the Triennial /Annual Review is due between March 1 – June 4, the transition meeting and Triennial/Annual review meeting will be held as one meeting, if possible, as schedule permits, and the district of residence will attend.
12. After the Transition IEP meeting, the district of residence receiving staff keeps a copy of the IEP and the file is returned to the regional program operator office for transfer of file paperwork.
13. The student’s Cumulative File is sent to the district of residence or school site prior to the beginning of the district of residence’s school year.
14. For children attending preschool summer school programs, progress reports will be forwarded to the district of residence.
Transition Process from Preschool Specialist Services to Special Education Services in Kindergarten 
1. A preliminary list of students receiving preschool specialist services who will be age eligible to transition to elementary programs in the fall is given to the district of residence by January 15. The list will include name of student, DOB, address, telephone, parent’s names, preschool specialist provider, language, disability, services, frequency and duration, other agency involvement and elementary school of residence. 

Note: For the 2012-13 and 2013-14 school years, as Transitional Kindergarten is being phased in, the Regional program operator special education coordinator shall be informed by the districts of the month of Kindergarten eligible age that they are accepting in the district.

2. A current list of district speech therapists will be given to the Regional program operator preschool Special Education Coordinator by January 15.
3. Regional program operator will send an updated list with current information of the transitioning preschool students to each district special education administrator.
4. By March 15, the regional program operator will initiate a meeting between the elementary school therapist and preschool specialists for the purpose of sharing information, determining assessment, collaborating on goals and setting dates for the transition IEP’s. The regional 4-22 program operator is responsible for sending the assessment plan and prior written notice. These meetings will be determined by agreement between each district and the preschool specialist office. The district administrator or designee is encouraged to attend the meeting in order to approve the offer of FAPE. The Regional Program Operator SEIS Coordinator will add the district speech therapists (SLPs) to the students’ SEIS files for students’ transition to the district elementary programs.
5. Prior to the IEP Meeting:
a. Regional Program Operator SLP will prepare Notice of Meeting and email it to district of residence SLP at receiving school.
b. Regional Program Operator SLP will send Notice of Meeting to the parent.
c. District of Residence SLP will distribute the meeting notice to the required site team members, including the site principal, the District of Residence SLP, and a kindergarten teacher.
d. Regional Program Operator SLP will be responsible for arranging for an interpreter to attend the IEP meeting, if one is needed.
e. Regional Program Operator SLP will bring the IEP paperwork to the meeting.
6. During the IEP Meeting:
a. Regional program operator staff chairs the meeting.
b. After team discussion as to needs, goals, services and placement, district of residence staff makes the official offer of FAPE for kindergarten.
c. District of residence staff (either SLP or site principal) takes the meeting notes, including the offer of FAPE.
7. After the IEP Meeting:
a. District of Residence SLP makes copies of the IEP and distributes it to the parent and the district staff (if possible) at the end of the meeting and keeps a copy for reference.
b. Regional Program Operator SLP takes the IEP paperwork with them and makes updates in SEIS.
c. Regional Program Operator SLP makes any necessary updates to the student’s SEIS file, as discussed during the IEP meeting.
d. Regional Program Operator SLP affirms and attests the IEP.
After March 1, parents of students who are not registered in Kindergarten will be contacted by a district of residence member to remind them to register their children for Kindergarten.
*************************************************************************************
Elementary School to Junior High Transition
On the following page, the district form, SPECIAL EDUCATION STUDENT INFORMATION SHEET 
FOR JUNIOR HIGH TRANSITION, has been reprinted for staff use.
*************************************************************************************


SPECIAL EDUCATION STUDENT INFORMATION SHEET 
FOR JUNIOR HIGH TRANSITION (Page 1)
Date _____________________________
Student _____________________________	Date of Birth __________________ Age________________
School ______________________________	GPA ________ Attendance __________________________
Special Ed Teacher Completing This Form ____________________ Program ______________________
Triennial Due Date ________________	Next IEP Date ____________  Years in Special Ed ___________
Speech and Language  ______________	Adapted PE _______________ Others ____________________
[bookmark: _Toc462072343]EO/ LEP / FEP (circle one)		  Language of Instruction________________________________________
Mental Health Client: Yes____  No____	MISC Client: Yes____	No____  TCRC Client:	Yes____	No____
[bookmark: _Toc462072344]ACADEMIC LEVELS
READING: 
Instructional Reading Level:	_________________________	CBM:	 ___________	at _____________
(WPM)			(Grade Level)
WORD ANALYSIS SKILLS:
____Little or no use of context clues							____Lacks knowledge of vowel sounds
____Guesses at words by first letter only					____Unable to blend adequately
____Attempts to sound letter-by-letter						____Unaware of syllable division
____Lacks Knowledge of consonant clusters					____Guesses by general configuration
____Calls words without association of any word attack skill (contest, configuration, phonics)
COMPREHENSION:
____Difficulty with factual questions	  ____with vocabulary questions	____with inference questions
____Comprehends approximately the same in oral and silent reading
MATHEMATICS:
Instructional Math Level:	___________________________
Addition ________________________________ Subtraction  __________________________________
Multiplication ____________________________ Division _____________________________________
Time ___________________________________ Money ______________________________________
Fractions ________________________________ Percents ____________________________________

SPECIAL EDUCATION STUDENT INFORMATION SHEET 
FOR JUNIOR HIGH TRANSITION (Page 2)
The following information would assist the Junior High teachers in assuring the appropriate placement of elementary students into Junior High mainstreamed courses.
Work Habits:



Mainstreaming Suggestions:



Interests:



Regular Education Subjects:



Behavioral/Social Concerns:



Problem with specific classmate who will also be entering junior high:



Health/Medications:



Other:

*************************************************************************************
Junior High to High School Transition
*************************************************************************************
The Junior High to High School Transition process involves the SMBSD special education case managers completing a Google-shared High School Transition Form for their students moving onto high school. The case managers are typically asked by a designated District Special Education administrator to submit the following information via email to this administrator.
High school transition information
The following information has been requested in this format in response to the Santa Maria Joint Union High School District (SMJUHSD) Special Education Director. Please complete the information below. This will help the SMJUHSD make appropriate placements for our 8th grade students.

* Required
Teacher Name *
Your answer

School site *
Your answer

Student Name *
Your answer
*
· Current IEP has Nonpublic Agency (NPA) services
· Student has Occupational Therapy (OT)
· 1:1 adult supervision
· In Student Attendance Review Board (SARB) process
· Enrolled in Functional Skills Class (FSC)
· Extensive behavioral problems
· Requires Board Certified Behavior Analyst (BCBA) support
· Parents are considering Charter or Private school
· Emotional Disturbances (ED) with consideration for therapeutic class
· Student currently home schooled through district

*************************************************************************************
High School Transition Timelines
*************************************************************************************

High School Transition Suggested Timelines

	September
· Meet to establish special education teacher partners between districts, if needed.
	October
	November
· Contact Santa Maria High School (SMHS) & Pioneer Valley High School (PVHS) special education departments regarding course offerings and any changes needed on course level recommendation check sheet.
	December



	OPTIONAL:  Junior High and High School Staff Visit Special Ed Programs at Respective Sites



	January
· SDC & RSP teachers schedule w/SMHS & PVHS IEPs on any high risk students

	February
· Placement Recommendation Check Sheet due in SEO (Feb. 1st)
· SEO distribute student Transition Information Sheet.
	March
· SEO send Student Transition Information sheet to SMHS - SEO, RSP Department Chair, SDC Department Chair (By 1st part of March)
	April
· Begin sending 8th grade files to SEO for processing to SMHS & PVHS
· SDC teachers to schedule student visitations to SMHS & PVHS
· SMHS SDC/RSP teachers visit junior highs & test incoming 9th graders
	May
	June






____________________________________________________________________________________________
Section L:	Transfers / Dismissals
____________________________________________________________________________________________
· Special Education Intake Form
· Interim Administrative Placement
· State Law
· Special Education Office (SEO) 30 Day – T0 DO LIST
· Special Education Department  - PARENT IN-TAKE TO DO LIST
· Special Education – 30 DAY ADMINISTRATIVE IN-TAKE FORM
· Parents’ Right to Revoke Consent for Continued Provision of Services
· Revocation of Consent – Written Notice To Parent When Parent Revokes Consent To Special Education And Related Services
· Process When Sending Files to Special Education Department (when Student Exits or Moves Out of District)
· Student Transfer Form


SPECIAL EDUCATION INTAKE FORM
___________________________________		__________________			__________________
Name												Date of Birth					Grade

___________________________________		__________________________________________
Student ID											Student is Enrolling at Which School Site?


					Previous School							Previous District Office

Name		______________________________		______________________________

Contact	______________________________		______________________________

Telephone	______________________________		______________________________

Fax			______________________________		______________________________


[bookmark: Check1][bookmark: Check2][bookmark: Check3]Was the student in special education?	|_|	RSP	|_|	SDC	|_|	SPEECH


Was the student receiving any other type of special service?

[bookmark: Check5]|_|	Adapted Physical Education			|_|	Occupational Therapy

Other:  _________________________________________



Any comments or concerns regarding this student?




________________________________________________		___________________
School Office Manager/Office Clerk								Date

WHEN COMPLETED
PLEASE FAX TO SPECIAL EDUCATION OFFICE (805) 928-6369



Interim Administrative Placement
State Law
Pursuant to California Education Code § 56043(m), the primary timelines affecting special education programs are as follows:
(m) If an individual with exceptional needs transfers from district to district within the state, the following are applicable pursuant to Section 56325:
(1) If the child has an individualized education program and transfers into a district from a district not operating programs under the same local plan in which he or she was last enrolled in a special education program within the same academic year, the local educational agency shall provide the pupil with a free appropriate public education, including services comparable to those described in the previously approved individualized education program, in consultation with the parents or guardians, for a period not to exceed 30 days, by which time the local educational agency shall adopt the previously approved individualized education program or shall develop, adopt, and implement a new individualized education program that is consistent with federal and state law, pursuant to paragraph (1) of subdivision (a) of Section 56325.
(2) If the child has an individualized education program and transfers into a district from a district operating programs under the same special education local plan area of the district in which he or she was last enrolled in a special education program within the same academic year, the new district shall continue, without delay, to provide services comparable to those described in the existing approved individualized education program, unless the parent and the local educational agency agree to develop, adopt, and implement a new individualized education program that is consistent with state and federal law, pursuant to paragraph (2) of subdivision (a) of Section 56325.
(3) If the child has an individualized education program and transfers from an educational agency located outside the state to a district within the state within the same academic year, the local educational agency shall provide the pupil with a free appropriate public education, including services comparable to those described in the previously approved individualized education program, in consultation with the parents or guardians, until the local educational agency conducts an assessment as specified in paragraph (3) of subdivision (a) of Section 56325.
(4) In order to facilitate the transition for an individual with exceptional needs described in paragraphs (1) to (3), inclusive, the new school in which the pupil enrolls shall take reasonable steps to promptly obtain the pupil's records, as specified, pursuant to subdivision (b) of Section 56325.
The following documents related to Interim Administrative Placements are provided on subsequent pages:
· Special Education Office 30 Day – TO DO LIST
· Special Education Department  - PARENT IN-TAKE TO DO LIST
· Special Education – 30 DAY ADMINISTRATIVE IN-TAKE FORM
Santa Barbara County SELPA Form 31 (English or Spanish), Interim Special Education Services is required to be used for placement of a student from another SELPA or for a student form out of State.

SPECIAL EDUCATION OFFICE (SEO)
30 Day – TO DO LIST
NEW STUDENT

  Request Records 
Date: 								

 Set up meeting appointment with parent(s) and Administrator at SEO. 

 Complete Interim Placement Form.

 Give file to corresponding case clerk.



TRANSPORTATION
  Received email from Administrator facilitating in-take meeting.

  Check with school site to see if new student has registered.

  Set up transportation.

 Add Student to bus list.

  Email to Administrator, Teacher, Principal, OM, and Clerk to let them know transportation has been set up.
SPECIAL DAY CLASS
 Receive new student file.
Date: 							

 Create Classroom File.

 Create Office File.
 Create Psych. File
 Add (if needed) into SEIS.

 Tag student Special Education in Aeries.





RESOURCE SPECIALIST PROGRAM

 Receive new student file.   Date: 				

 Create Classroom File.

 Create Office File.
 Create Psych. File
 Add (if needed) into SEIS.

 Tag student Special Education in Aeries.



SPECIAL EDUCATION DEPARTMENT 
PARENT IN-TAKE TO DO LIST

	Intake meeting with Special Education Office	Date: 						
Junta con el departamento de educación especial. 

	Register student at School: 				    				Address: 										
Registrar el estudiante en la escuela: 			 		Domicilio:										

	If you have not received a call from transportation after 4 days of enrolling your child, please call 
Transportation at 805.928-0402.
Si no recibe una llamada por parte de transportación despues de 4 días de enscribir a su hijo/a en la  
escuela, por favor de llamar a transportación al 805.928-0402.  


Thank you, 
Gracias 

*************************************************************************************


SPECIAL EDUCATION DEPARTMENT 
PARENT IN-TAKE TO DO LIST

	Intake meeting with Special Education Office	Date: 						
Junta con el departamento de educación especial. 

	Register student at School: 									Address: 									
Registrar el estudiante en la escuela: 						Domicilio:									

	If you have not received a call from transportation after 4 days of enrolling your child, please call 
Transportation at 805.928-0402.
Si no recibe una llamada por parte de transportación despues de 4 días de enscribir a su hijo/a en la  
escuela, por favor de llamar a transportación al 805.928-0402.  


Thank you, 
Gracias 



								SPECIAL EDUCATION Grade: ____________
Year: _____________


Year: ___________		

30 DAY ADMINISTRATIVE IN-TAKE FORM
  (Give to corresponding clerk to place in SEO file)

Date: 												District:														
Student:											DOB:															
Parent/Guardian:									Home Language:												
Address: 											Home Phone:													
														Cell Phone:													
Date of Arrival:  															PLACEMENT DECISION: School: 							
Program:						
Teacher:						
Start Date:						

				

Previous School District:											
Previous School Address:											
Phone:										
Fax:											
Contact:						TRANSPORTATION: YES       NO Seizures 		Wheelchair 
Restraints 
		AM	Sitter Contact:
									
Address:							
Phone:								
	PM		Sitter Contact:
									
Address: 							
Phone:								

Related Services:	S/L	APE	Counseling	OT/PT		
						VH		O/M	Nurse			HOH
Regional Center Client	Yes		No	
Medical Concerns:	Yes		No
Notes from Parent(s) / Medical Information		
___________________________________________
___________________________________________
___________________________________________________________
___________________________________________						ADMINISTRATORS – TO DO	Give Parent -To Do ½ sheet
	Email notification of Placement Decision to School Site.
*Principal, VP, Teacher, OM, Clerk, other providers, and,
  Make copy for Transportation set up.

___________________________________________
___________________________________________
___________________________________________
___________________________________________
___________________________________________
Parents’ Right to Revoke Consent for Continued Provision of Services
On January 6, 2009,correspondence from the California Department of Education (CDE), Special Education Division was provided to County and District Superintendents, Charter School Administrators, Principals, Special Education Local Plan Area Directors, and Nonpublic School Directors. It was last reviewed by CDE on March 23, 2015. That communication in part is provided below. Source: http://www.cde.ca.gov/sp/se/lr/om010609.asp. 
PARENTS' RIGHT TO REVOKE CONSENT
The United States Department of Education recently issued its final amendments to regulations governing Part B of the Individuals with Disabilities Education Act (IDEA). The purpose of these amendments is to clarify and strengthen current regulations in Title 34, Code of Federal Regulations, Part 300, (34 CFR) in the areas of parental consent for continued special education and related services; non-attorney representation in due process hearings; state monitoring, technical assistance, and enforcement; and allocation of funds. The regulations also incorporate a statutory requirement relating to positive efforts to employ and advance in employment individuals with disabilities that was inadvertently omitted from the 2006 regulations. These regulations took effect on December 31, 2008.
In particular, you should know that 34 CFR Section 300.300(b)(4) has been revised to require that parental revocation of consent for the continued provision of special education and related services must be in writing and that upon revocation of consent a public agency must provide the parent with prior written notice in accordance with 34 CFR Section 300.503.
If, at any time subsequent to the initial provision of special education and related services, the parent of a child revokes consent in writing for the continued provision of special education and related services, the public agency:
· May not continue to provide special education and related services to the child, but must provide prior written notice in accordance with 34 CFR Section 300.503 before ceasing the provision of special education and related services
· May not use the procedures in subpart E of this part (including the mediation procedures under 34 CFR Section 300.506 or the due process procedures under 34 CFR sections 300.507 through 300.516) in order to obtain agreement or a ruling that the services may be provided to the child
· Will not be considered to be in violation of the requirement to make a free appropriate public education (FAPE) available to the child because of the failure to provide the child with further special education and related services
· Is not required to convene an individualized education program (IEP) team meeting or develop an IEP under 34 CFR sections 300.320 and 300.324 for the child for further provision of special education and related services
Please note that, in accordance with 34 CFR Section 300.9 (c)(3), if the parents revoke consent in writing for their child’s receipt of special education services after the child is initially provided special education and related services, the public agency is not required to amend the child’s education records to remove any references to the child’s receipt of special education and related services because of the revocation of consent.
For more information, please see the Federal Register, Volume 73, No. 231, Monday, December 1, 2008 [image: xternal link opens in new window or tab.](PDF).
On the following page is a reprint of the SBCSELPA’s Form 29, Revocation of Consent (Revised 07/2013). It is important that site staff coordinate the completion of this form with a SEO Administrator.

Santa Barbara County
Special Education Local Plan Area
A Joint Powers Agency

REVOCATION OF CONSENT
WRITTEN NOTICE TO PARENT WHEN PARENT REVOKES CONSENT TO SPECIAL EDUCATION AND RELATED SERVICES

[DATE]


[PARENTS’ NAME]
[PARENT ADDRESS]

Re:		[STUDENT’S NAME AND DOB] 
Dear _____________:
On _________________ [DATE], the [___________ School District] (“District”) received your written notice revoking consent to the District’s continued provision of special education services and placement for your [SON/DAUGHTER]. This letter responds to your __________ [DATE] letter, wherein you revoked your consent for your child, [NAME], to receive special education and related services from the District. Please consider this the District’s response to your request under Title 34 Code of Federal Regulations (“CFR”) sections 300.300 and 300.503. 
The District believes that [NAME] continues to require special education and related services pursuant to the individualized education program (“IEP”) meeting convened on [DATE] based upon the following information: (1) a review of [NAME’s] student records; (2) input from the members of [NAME’s] IEP team; (3) observation of [NAME’s] school performance; and (4) a review of [NAME’s] assessments, specifically, [SPECIFY EACH EVALUATION / ASSESSMENT/ REPORT], including independent assessments; (5) [NAME’s] progress on her/his goals; and, (6) all other available information.  
However, based on the receipt of your written revocation of consent, the District will discontinue all special education and related services for [NAME] on [DATE]. After that date, [NAME] will no longer receive the educational services and supports contained in [his/her] [DATE(S)] IEP, which include, but are not limited to: [LIST PLACEMENT, SERVICES, ACCOMMODATIONS, MODIFICATIONS, AND/OR SUPPORTS, INCLUDING BEHAVIORAL SUPPORTS, 
Beginning on [DATE] [INSERT THE SCHOOL DAY AFTER THE DAY THAT SPECIAL EDUCATION SERVICES STOP], [NAME] will be placed in a general education classroom [IF NEEDED, INSERT DESCRIPTION OF GENERAL EDUCATION PLACEMENT]. At that time, [NAME] will only have access to those supports, accommodations, and opportunities that are made available to general education students.  
Please be advised that after [DATE], [NAME] will become a general education student and will no longer be entitled to the special education and related services, rights and procedural safeguards provided under the Individuals with Disabilities Education Improvement Act of 2004 (“IDEA”) and related provisions in the California Education Code.  [NAME] will be treated as a general education student in all respects, including discipline as well as District-wide testing (such as STAR testing), [and graduation, if appropriate]. As a result, [NAME]’s disability will not be taken into consideration when determining appropriate disciplinary action and [he/she] will not be entitled to the IDEA’s discipline protections.
Santa Barbara County
Special Education Local Plan Area
A Joint Powers Agency

REVOCATION OF CONSENT
WRITTEN NOTICE TO PARENT WHEN PARENT REVOKES CONSENT TO SPECIAL EDUCATION AND RELATED SERVICES
Your revocation of consent releases the District from its obligation to provide your child with a free appropriate public education. If, in the future, you would like your child to receive special education and related services from the District, please contact us. The District will treat such a request as a request for an initial evaluation.
The District has considered all available information in ceasing the provision of special education services to your [SON/DAUGHTER.] The District would like to meet with you on [DATE] to discuss your decision and its potential impacts.  However, our invitation to meet is entirely voluntary.  You are not obligated to meet with us and any meeting will not delay or deny the discontinuation of special education and related services to your child. Please contact _____________ at [INSERT CONTACT INFORMATION] to confirm whether you will attend the meeting. If we do not hear from you, we will assume that you do not wish to meet.
I have enclosed a copy of the District’s parental rights and procedural safeguards.  Please feel free to contact me with any questions you may have at this time. You may also contact the following sources to obtain assistance in understanding your rights:  

California Department of Education 						Santa Barbara County SELPA
P.O. Box 944272											401 N. Fairview Ave
Sacramento, CA 94244-2720.								Goleta, CA 93117

Thank you for your time and careful consideration in this matter. If you have any questions or concerns, please do not hesitate to contact me. 

Sincerely,  


[NAME]
[TITLE]

Enclosures:		Parent’s written revocation of consent
Notice of Parental Rights and Procedural Safeguards




*************************************************************************************
Process When Sending Files to Special Education Department (when Student Exits or Moves Out of District)
When a special education student is exited (dismissed from special education or moves from the district), the case carrier (special education teacher or specialist) needs to send a complete student file to the District Special Education Office (SEO). 
Listed below are steps to be taken in order to ensure that the student files are “cleaned-up” and orderly prior to submission to the SEO.
TO CLEAN UP A FILE YOU ARE TO:
b. Remove the inserts and/or dividers.
c. Remove all informal notes.
d. Remove all extra copies of reports. Only one copy of each report is needed.
e. Remove any testing that is not completed on protocols. Work samples of teacher-made tests are not needed.
f. Ensure that the IEPs and paperwork are in chronological order.

Your attention to cleaning the files prior to submission to the SEO, will be much appreciated by the SEO clerical staff and will greatly assist then as the files are closed and the computer database is updated.
*************************************************************************************


Santa Maria-Bonita School District
Special Education
Student Transfer Form
SENDING TEACHER 			(WHITE) (COMPLETE SECTIONS A&B AND SEND WHITE COPY TO SEO)
RECEIVING TEACHER		(YELLOW) (COMPLETE SECTIONS C&D AND SEND TO SEO) 
							(PINK) (REMAINS IN CLASSROOM SPECIAL EDUCATION FILE)
NOTE:  WHEN SPECIAL EDUCATION RECORDS ARE RECEIVED FROM OUTSIDE SMBSD, BUT FROM WITHIN THE SELPA, SEND COPIES OF THE LATEST IEP AND ALL PSYCHOLOGICAL REPORTS TO THE SEO ALONG WITH THIS TRANSFER FORM WITH SECTIONS A, C, AND D COMPLETED.
NOTE:  IF STUDENT IS TRANSFERRING FROM OUTSIDE THE SELPA, DO NOT COMPLETE THIS FORM.  YOU MUST COMPLETE AN INTERIM IEP.
	A. STUDENT DATA
TEACHER _______________________________SCHOOL ____________________________ DATE ____________
STUDENT NAME _____________________ DOB ___________________ GRADE ____________ ID# ___________



	B. COMPLETE THIS SECTION IF STUDENT IS LEAVING YOUR PROGRAM
THIS STUDENT IS TRANSFERRING FROM: _________________________________________________________
                                                                          SCHOOL
ON ______________________________ TO ______________________________________________________
       LEAVE DATE                                                   RECEIVING SCHOOL / DISTRICT



	C. COMPLETE THIS SECTION WHEN YOU RECEIVE A NEW STUDENT
THIS STUDENT ARRIVED AT: _________________________________________ ON _______________________
                                                   SCHOOL                                                                                   DATE
FROM:  ____________________________________________________________________________________
              PREVIOUS SCHOOL DISTRICT



	D. NEW SANTA MARIA ADDRESS AND PHONE NUMBER
PARENT NAME ___________________________________________ PHONE ____________________________
ADDRESS ________________________________________________


If a student withdraws from your school and has left the area to an unknown destination, complete Parts A & B and send this with the confidential file to SEO.



____________________________________________________________________________________________
Section M:	Independent Study / Private School / Home and Hospital
____________________________________________________________________________________________
· Independent Study
· Board Policy and Administrative Regulations 
· State Statute Regarding Independent Study and Special Education
· California Department of Education – Independent Study Operations Manual
· District Independent Study Process for Special Education Students
· Parent Resource on Independent Study
· Parentally Enrolled Private School Children with Disabilities
· Summary of SELPA Procedures
· Home and Hospital
· Board Administrative Regulations 6183
· State Law
· Questions and Answers
· California Department of Education – Home and Hospital Instruction Program Summary



Independent Study
BOARD POLICY AND ADMINISTRATIVE REGULATIONS
Board Policy (BP) 6158 (a) and Administrative Regulations (AR) 6158 (b-i) – Instruction INDEPENDENT STUDY
Pursuant to (AR) 6158 (b) under the section “Eligibility for Independent Study,”
#7:	A student with disabilities, as defined in Education Code 56026, shall not participate in Independent Study unless his/her individualized education program specifically provides for such participation. (Education Code 51745) (cf. – Individualized Education Program)
#8:	A temporarily disabled student shall not receive individual instruction pursuant to Education Code 48206.3 by means of Independent Study. (Education Code 51745)
*************************************************************************************
STATE STATUTE REGARDING INDEPENDENT STUDY AND SPECIAL EDUCATION
Pursuant to California Education § 51745(c), a special education student’s participation on Independent Study requires provision of such services in the student’s IEP. As Independent Study would constitute a “change of placement” an IEP meeting needs to be convened and/or an addendum needs to be completed. The IEP team would assess if the student’s educational needs can be met through an Independent Study program and determine whether or not the placement is a viable option meeting the specific needs of that special education student. The most important consideration in allowing a student with an IEP to study independently is that this method of instruction must be stipulated in the IEP.
*************************************************************************************
CALIFORNIA DEPARTMENT OF EDUCATION – INDEPENDENT STUDY OPERATIONS MANUAL
Available on the California Department of Education (CDE) website is the Independent Study Operations Manual (IOSM) 2000 (revised July 2015). The ISOM includes the laws and regulations that govern the implementation and management of independent study programs for all grade levels and adult education in California schools. The ISOM also contains best practices from educators who helped produce the document. The CDE web page source for the IOSM is: http://www.cde.ca.gov/sp/eo/is/isoperationsmanual.asp. 
A pertinent section from Chapter 9 of the IOSM, “Serving Unique Student Needs,” has been reprinted below, in part, as a reference.
[bookmark: specialed]C.	Special Education Students
Education Code § 51745(c) states: 
No individual with exceptional needs, as defined in Section 56026, may participate in independent study, unless his or her individualized education program developed pursuant to Article 3 (commencing with Section 56340) of Chapter 4 of Part 30 specifically provides for that participation. 
However, to prohibit the enrollment of a student based on disability would be a discriminatory practice. Individuals with exceptional needs are to be provided educational opportunities equal to that of nondisabled peers for a free and appropriate education (FAPE) in the least restrictive environment (LRE) as determined by an Individual Education Program (IEP).
The most important consideration in allowing a student with an IEP to study independently is that this method of instruction must be stipulated in the IEP. An IEP is current for one calendar year and must be rewritten and approved by the IEP team within 30 days of expiration. If special education students are to be instructed through independent study, a new IEP must be developed and approved prior to the placement of the student in independent study. The new IEP must specify the appropriate content under the Individuals with Disabilities Education Act (IDEA) 34 Code of Federal Regulations (CFR) 300.302 and include:
· The percentage of time the student will participate in independent study.
· The percentage of time to be spent in regular education, if any.
· The percentage of time the student will receive special education support.
· Discussions of the placement options and supports considered in developing an independent study program for a student with special needs.
· The academic goals and services that are unique to the needs of the special education student.
· The accommodations and related services needed to maximize access in an independent study placement.
· A plan that outlines the course of study as it relates to the independent study curriculum.
*************************************************************************************
DISTRICT INDEPENDENT STUDY PROCESS FOR SPECIAL EDUCATION STUDENTS
Upon a parent request for Independent Study, the school office staff checks in AERIES to determine if the student is receiving special education services. If yes, school office staff would contact the student’s Special Education Case Manager (“case manager”). The case manager would need to schedule an IEP meeting or work with the parent in completing an IEP Amendment.
The reauthorized IDEA 2004 includes provisions for making changes to the IEP. The following is a reprint (in part) from the CDE website publication Resources on IEPs for Children with Disabilities: Individualized Education Program (IEP), Team Meetings and Changes to the IEP [image: xternal link opens in new window or tab.] (PDF) explains changes in procedures for IEP meetings, including information about membership, attendance, and making changes to the IEP. http://www2.ed.gov/policy/speced/guid/idea/tb-iep-meetings.pdf
In making changes to a child's IEP after the annual IEP meeting for a school year, the parent of a child with a disability and the LEA may agree not to convene an IEP meeting for the purposes of making such changes and, instead, may develop a written document to amend or modify the child's current IEP. [614(d)(3)(D)]
Changes to the IEP may be made either by the entire IEP team or, as provided in Section 614(d)(3)(D), by amending the IEP rather than by redrafting the entire IEP. Upon request, a parent shall be provided with a revised copy of the IEP with the amendments incorporated. [614(d)(3)(F)]
The case manager, teacher(s), parents, and principal sign and date the IEP amendment. The original IEP amendment is given to the case manager. A copy of the amendment is given to the District Special Education Department and the Independent Study TOSA who keeps a copy of IEP, amendment, and independent study documents in a file. 
If the IEP team is convened and an IEP meeting is held with the determination that Independent Study is a viable option, the case manager contacts the District Independent Study TOSA, following the same process outlined above. As cited above from the CDE Independent Study Operations Manual, the most important consideration in allowing a student with an IEP to study independently is that this method of instruction must be stipulated in the IEP. As such, it is not appropriate to use template language on the new IEP or IEP Amendment.
The TOSA would work closely with the student’s case manager to prepare appropriate assignments. The Independent Study TOSA needs to be provided a copy of the student’s current IEP and have access to the Special Education Information System (SEIS) for that student.
*************************************************************************************
PARENT RESOURCE ON INDEPENDENT STUDY
The following reprint (in part) is from another resource provided by the CDE, Is Independent Study Right for My Student? Information on what is required of the student to be successful and some of the ways in which schools offering independent study may vary. 
http://www.cde.ca.gov/sp/eo/is/rightforstudent.asp. 
State law requires students with special needs who wish to participate in independent study to have an individualized education program (IEP) that provides for independent study. For more information regarding IEPs, contact the Special Education Parents Help Line at 1-800-926-0648.
Independent study can be a great option for some students; however, it may not be the right option for every student who is not thriving at a traditional school. Some students might be better served in an educational option that is classroom-based and offers a smaller learning environment and more individualization.
*************************************************************************************

*************************************************************************************
Parentally Enrolled Private School Children with Disabilities
SUMMARY OF SELPA PROCEDURES
Section 8, “Procedures for Providing Special Education Services to Parentally Enrolled Private School Children with Disabilities (revised September 1, 2014), of the Santa Barbara County SELPA Special Education Procedural Handbook includes comprehensive information on this topic. A list of these topics can be found under Section Q: Summary of Santa Barbara County SELPA Procedural Handbook: Table of Contents in this District’s Special Education Handbook.
The Child Find Section of these procedures is reprinted below.
I. Child Find
The Santa Barbara County SELPA will: 
A.	Annually inform local private schools of the provisions in Federal Law that address the issue of students enrolled by their parents in private schools who may be eligible for special education services. Representatives of private schools (including private school administrators, teachers, parents and students) will be invited to an annual meeting to discuss issues including, but not limited to, criteria for special education eligibility and special education referral procedures under federal and state laws and regulations. If they do not attend, the information will be mailed to them.
B.	Ask private schools to list and specify disabilities of students enrolled in the school who may be eligible for special education services and the districts of residence of those children. The SBCSELPA shall provide this information to each LEA in the SBCSELPA.
C.	Ensure that child-find activities undertaken for private school students are comparable to activities undertaken for children ages three to 22 with disabilities in public schools. This will include dissemination of the special education Child-Find brochures in English and Spanish to all private schools in the SBCSELPA annually
*************************************************************************************
Home and Hospital
BOARD ADMINISTRATIVE REGULATIONS 6183
The District’s Home and Hospital Instruction Regulations 6183 are reprinted below (revised March 7, 2012).
Home and hospital instruction is used as a means to provide temporarily disabled regular and special education students with individual instruction. Students may receive home and hospital instruction upon receipt of a doctor's written recommendation.
Administration of Home and Hospital Instruction
The Director of Pupil Personnel Services is the home and hospital administrator for regular and special education students. The administrator shall:
1.	Ensure that home and hospital services are carried on in accordance with state law, personnel procedures, district policy and regulation.
2.	Approve the enrollment of all students and facilitate the implementation of the home and hospital program.
3.	Coordinate home and hospital teachers and other staff involved with the program.
4.	Coordinate all necessary records and reports and submit enrollment and attendance information to the district's business department.
Home and Hospital Teachers
1.	Home and hospital teachers shall be supervised by the home and hospital administrator with the assistance of the principal.
2.	The principal of the school the student attends may recommend teachers to provide home and hospital instruction. The teacher may be the student's regular classroom teacher.
3.	The student's classroom teacher shall work with the home and hospital teacher in order to provide instructional materials and to ensure continuity of instruction during the student's absence.
4.	Classroom teacher(s) and the home and hospital teacher are jointly responsible for providing input for grades based on all work assigned during the grading period. The grade will be recorded by the student's classroom teacher.
Provision of Services
1.	Home and hospital teaching services may be provided at the student's home only when an adult is present.
2.	Services may be provided at the student's home school, the school where the student is presently enrolled, or other district-designated location.
3.	Services may be provided at the hospital where the student is a patient. These services are provided by the district in which the hospital is located.
Attendance and Accounting Records
District records kept by the home and hospital administrator shall identify all regular education and special education students participating in the home and hospital program and shall specify the grade level, program placement, and school in which each student is enrolled.
Records shall include the following:
1.	A copy of the district policy, administrative regulations and procedures related to home and hospital instruction.
2.	A list of regular education and special education students who have participated in the home and hospital program. This list shall be used as an attendance register and shall be maintained separate from classroom attendance records. This attendance register shall be sent to the business office at the end of each school month.
Procedures for Requesting Home and Hospital Services
1.	The Principal or designee, upon receipt of a physician's written notification and determination that the student is unable to attend school, is to notify the School Nurse. The parent is responsible for obtaining information from the physician for the school. The physician's statement must request home study and state the dates of the home study request. If the condition is contagious, it must be stated that there is no danger to the home teacher. The School Nurse will forward the physician' s statement to the Director of Pupil Personnel Services.
2.	Home and Hospital instruction shall not be denied to students with Hepatitis B, herpes, or HIV/AIDS, as long as the Home and Hospital program practices current preventive protocol as determined by the U.S. Centers for Disease Control.
3.	The Pupil Personnel Services office will notify the school secretary of the dates for enrollment and disenrollment in the program.
4.	Home and hospital services are to be terminated when the doctor's written recommendation expires.
Adopted: January 10, 1996	Santa Maria, California; Revised: March 7, 2012
*************************************************************************************
STATE LAW
Education Code § 48206.3
(a) Except for those pupils receiving individual instruction provided pursuant to Section 48206.5, a pupil with a temporary disability which makes attendance in the regular day classes or alternative education program in which the pupil is enrolled impossible or inadvisable shall receive individual instruction provided by the district in which the pupil is deemed to reside.
(b) For purposes of this section and Sections 48206.5, 48207, and 48208, the following terms have the following meanings:
(1) “Individual instruction” means instruction provided to an individual pupil in the pupil’s home, in a hospital or other residential health facility, excluding state hospitals, or under other circumstances prescribed by regulations adopted for that purpose by the State Board of Education.
(2) “Temporary disability” means a physical, mental, or emotional disability incurred while a pupil is enrolled in regular day classes or an alternative education program, and after which the pupil can reasonably be expected to return to regular day classes or the alternative education program without special intervention. A temporary disability shall not include a disability for which a pupil is identified as an individual with exceptional needs pursuant to Section 56026.
(c) (1) For purposes of computing average daily attendance pursuant to Section 42238.5, each clock hour of teaching time devoted to individual instruction shall count as one day of attendance.
(2) No pupil shall be credited with more than five days of attendance per calendar week, or more than the total number of calendar days that regular classes are maintained by the district in any fiscal year.
(d) Notice of the availability of individualized instruction shall be given pursuant to Section 48980.
Education Code § 48206.3
Notwithstanding Section 48200, a pupil with a temporary disability who is in a hospital or other residential health facility, excluding a state hospital, which is located outside of the school district in which the pupil's parent or guardian resides shall be deemed to have complied with the residency requirements for school attendance in the school district in which the hospital is located.
Education Code § 48208
(a) It shall be the primary responsibility of the parent or guardian of a pupil with a temporary disability to notify the school district in which the pupil is deemed to reside pursuant to Section 48207 of the pupil's presence in a qualifying hospital.
(b) Upon receipt of notification pursuant to subdivision (a), a school district shall do all of the following:
(1) Within five working days of receipt of the notification, determine whether the pupil will be able to receive individualized instruction, and, if the determination is positive, when the individualized instruction may commence. Individualized instruction shall commence no later than five working days after the positive determination has been rendered.
(2) Provide the pupil with individualized instruction pursuant to Section 48206.3. The school district may enter into an agreement with the school district in which the pupil previously attended regular day classes or an alternative education program, to have the school district the pupil previously attended provide the pupil with individualized instruction pursuant to Section 48206.3.
(3) Within five working days of the commencement of individualized instruction, provide the school district in which the pupil previously attended regular day classes or an alternative education program with written notice that the pupil shall not be counted by that district for purposes of computing average daily attendance pursuant to Section 42238.5, effective the date on which individualized instruction commenced.  
*************************************************************************************
Title 5 of California Code of Regulations (CCR) 
5 CCR § 3042	Placement
(a) Specific educational placement means that unique combination of facilities, personnel, location or equipment necessary to provide instructional services to an individual with exceptional needs, as specified in the IEP, in any one or a combination of public, private, home and hospital, or residential settings.
(b) The IEP team shall document its rationale for placement in other than the pupil's school and classroom in which the pupil would otherwise attend if the pupil were not disabled. The documentation shall indicate why the pupil's disability prevents his or her needs from being met in a less restrictive environment even with the use of supplementary aids and services.
Note: Authority cited: Section 56100, Education Code. Reference: Sections 56342 and 56361, Education Code.
5 CCR § 3051.4	Instruction in the Home or Hospital
(a) Special education and related services provided in the home or hospital for school age pupils is limited to those pupils who have been identified as individuals with exceptional needs in accordance with section 3030 and for whom the IEP team recommends such instructions or services.
(b) Instructions may be delivered individually, in small groups or by teleclass.
(c) For those individuals with exceptional needs with a medical condition such as those related to surgery, accidents, short-term illness or medical treatment for a chronic illness, the IEP team shall review, and revise, if appropriate, the IEP whenever there is a significant change in the pupil's current medical condition.
(d) When recommending placement for home instruction, the IEP team shall have in the assessment information a medical report from the attending physician and surgeon or the report of the psychologist, as appropriate, stating the diagnosed condition and certifying that the severity of the condition prevents the pupil from attending a less restrictive placement. The report shall include a projected calendar date for the pupil's return to school. The IEP team shall meet to reconsider the IEP prior to the projected calendar date for the pupil's return to school.
(e) Instruction in the home or hospital shall be provided by a regular class teacher, the special class teacher or the resource specialist teacher, if the teacher or specialist is competent to provide such instruction and services and if the provision of such instruction and services by the teacher or specialist is feasible. If not, the appropriate related services specialist shall provide such instruction.
(f) The teacher providing the home instruction shall contact the pupil's previous school and teacher to determine:
(1) The course work to be covered;
(2) The books and materials to be used;
(3) Who is responsible for issuing grades and promoting the pupil when appropriate;
(4) For pupils in grades 7 to 12, the teacher shall confer with the school guidance counselor to determine:
(A) For the hours the pupil has earned toward semester course credit in each subject included in the IEP and the grade as of the last day of attendance;
(B) Who is responsible for issuing credits when the course work is completed:
(C) Who will issue the diploma if the pupil is to graduate.
Note: Authority cited: Sections 56100 and 56366.1, Education Code. Reference: Sections 56001 and 56363, Education Code; and 34 C.F.R. Sections 300.34 and 300.156(b)(1).


5 CCR § 3051.17	Services for Pupils with Chronic Illnesses or Acute Health Problems
(a) Specialized services may be provided to pupils determined eligible pursuant to section 3030(f). Such services include but are not limited to:
(1) Individual consultation;
(2) Home or hospital instruction; and
(3) Other instructional methods using advanced communication technology.
(b) For pupils whose medical condition is in remission or in a passive state, the IEP team shall specify the frequency for monitoring the pupil's educational progress to assure that the illness does not interfere with the pupil's educational progress.
(c) When a pupil identified pursuant to section 3030(f) experiences an acute health problem which results in his or her non-attendance at school for more than five consecutive days, upon notification of the classroom teacher or the parent, the school principal or designee shall assure that an IEP team is convened to determine the appropriate educational services.
(d) If there is a pattern of sporadic illness, the IEP team shall convene to consider alternative means for the pupil to demonstrate competencies in the required course of study so that the cumulative number of absences do not prevent educational progress.
Note: Authority cited: Sections 56100 and 56366.1, Education Code. Reference: Section 56363, Education Code; and 34 C.F.R Sections 300.34 and 300.156(b)(1).
*************************************************************************************
QUESTIONS AND ANSWERS 
The following are frequently asked questions and answers regarding Home and Hospital procedures for special education students.
Question:	Do special education students need to meet the same qualifications as general education students?
Answer:	Yes, special education students with medical problems qualify the same as general education students. They may also qualify based on the IEP team recommendation. This may only be done with representation from the District Special Education Office (SEO).
Question:	How are Home and Hospital teachers selected and assigned for special education students?
Answer:	The District SEO maintains a list of home and hospital special education teachers and will coordinate with the Pupil Personnel Services Office when a special education student requires a special education teacher to provide specialized academic instruction.


Question:	What is the process in making a change of placement to Home and Hospital?
Answer:
Case Manager:
1. Schedules change of placement IEP to move student to Home and Hospital.
2. Notes current class schedule/discuss adaptations for Home and Hospital.
3. Contacts Pupil Personnel Services Office to determine start of service date to put on IEP.
4. Sends completed IEP to District SEO.
Question:	What is the process to exit a special education student from Home and Hospital and return to a school placement?
Answer:
1. Home and Hospital Teacher: 
a. Discusses transition to school with parent and student.
b. Contacts Special Education case manager to schedule a transition IEP.
2.	Special Education Case Manager
a. Holds a transition IEP and schedules student in classes.
b. Sends copy of the IEP to District Special Education Office (SEO).
*************************************************************************************
CALIFORNIA DEPARTMENT OF EDUCATION – HOME AND HOSPITAL INSTRUCTION PROGRAM SUMMARY
The following is an excerpt from the California Department of Education web page, Home and Hospital Instruction Program Summary (Provides information on program purpose, services, outcomes, students served, and results for Home and Hospital Instruction). 
Source: http://www.cde.ca.gov/sp/eo/hh/hhprogramsummary.asp
[bookmark: _Toc462072345]Purpose
The purpose of home and hospital instruction is to provide instruction to a student with a temporary disability in the student’s home or in a hospital or other residential health facility, excluding state hospitals.
A temporary disability is defined as a physical, mental or emotional disability incurred while a student is enrolled in regular day classes or an alternative education program, and after which the student can reasonably be expected to return to regular day classes or the alternative education program without special intervention.
A temporary disability does not include a disability for which a student is identified as an individual with exceptional needs pursuant to California Education Code (EC) Section 56026.
[bookmark: _Toc462072346]Program/Services
School districts shall notify parents at the beginning of a school term of the availability of individualized instruction for pupils with a temporary disability. (EC sections 48206.3[d] and 48980)
A student with a temporary disability who is in a hospital or other residential health facility, excluding a state hospital, located outside of the school district in which the student’s parent or guardian resides, shall be deemed to have complied with the residency requirements for school attendance in the school district in which the hospital in located. (EC Section 48207)
It is the primary responsibility of the parent or guardian of a student with a temporary disability to notify the school district in which the student is deemed to reside of the student’s presence in a qualifying hospital. Within five working days following notification from the parent or guardian, the school district shall determine whether the student will be able to receive individualized instruction, and, if the determination is positive, when the individualized instruction may begin. Individualized instruction shall start no later than five working days after the positive determination has been made. (EC Section 48208)
EC Section 48206.3 specifies that for attendance accounting each clock hour of individualized instruction counts as one day of attendance. No student shall be credited with more than five days of attendance per calendar week or credited with more than the total number of calendar days that regular classes are offered by the district in any fiscal year.
[bookmark: _Toc462072347]Outcomes
The primary outcome of Home and Hospital Instruction is to maintain a student at the student’s former level of performance while recovering from the temporary disability so as not to jeopardize the student’s future performance upon returning to a regular day class or alternative education program.
[bookmark: _Toc462072348]Funding
General Fund apportionment is based on average daily attendance.
[bookmark: _Toc462072349]Students Served
Home and Hospital Instruction serves students with a temporary disability (EC Section 48206.3[b][2]) that makes attendance in the regular day classes or alternative education program in which the student is enrolled impossible or inadvisable, excluding students with “exceptional needs” (EC Section 56026).
[bookmark: _Toc462072350]Results
Students are prepared to return to their regular day class or an alternative education program at their former level of performance.
*************************************************************************************
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*************************************************************************************
Statewide Pupil Assessment System
Signed into law on October 2, 2013, Assembly Bill (AB) 484 established California's new student assessment system, now known as the California Assessment of Student Performance and Progress (CAASPP). The CAASPP assessment system replaced the Standardized Testing and Reporting (STAR) Program, which became inoperative on July 1, 2013. For more information on the parameters of AB 484, see Assembly Bill 484 Questions and Answers on the CDE web page at http://www.cde.ca.gov/ta/tg/sa/ab484qa.asp. 
Smarter Balanced is a Consortium that works with teams of national experts to develop a balanced assessment system that accurately measures student progress and growth toward college and career readiness. Each state appoints K-12 and higher education leads to coordinate with the Consortium. There are three Smarter Balanced Advisory Committees as described below.
1. The Technical Advisory Committee (TAC) provides guidance on technical assessment matters pertaining to validity and reliability, accuracy, and fairness. Members of the TAC are highly regarded national experts who have been widely published in their fields. Areas of expertise include: assessment design; computer adaptive testing (CAT); assessment accommodations; uses of tests; mathematics, and English language arts/literacy.
2. The English Language Learners Advisory Committee is comprised of national experts in ELL assessment, bilingual education, and language acquisition. This committee will provide feedback to Smarter Balanced staff, work groups, and contractors to ensure that the assessments provide valid, reliable, and fair measures of achievement and growth for English learners.
3. The Students with Disabilities Advisory Committee is comprised of national experts in learning disabilities, assistive technology, and accessibility and accommodations policy. This committee will provide feedback to Smarter Balanced staff, work groups, and contractors to ensure that the assessments provide valid, reliable, and fair measures of achievement and growth for students with disabilities.
		(Source: http://www.smarterbalanced.org/about/governance//). 
*************************************************************************************



*************************************************************************************
California Department of Education (CDE) Resources
[bookmark: _Toc462072351]Provided below is a list of available CDE web page sources about the Statewide Pupil Assessment System. These web pages are updated as additional information becomes available.
· Statewide Pupil Assessment System – Purpose: Features the latest information about the reauthorization of California’s assessment system. http://www.cde.ca.gov/ta/tg/sa/ab250.asp. 

· Accountability Progress Reporting (APR) – Purpose: Reviews California’s integrated accountability system that reports both the state Academic Performance Index (API), and the federal Adequate Yearly Progress (AYP) and Program Improvement (PI). Pertinent sections include, but are not limited to: API and AYP reports at school, district, county and state levels; PI documentation; Title III Accountability; and, Frequently Asked Questions for Accountability Reporting. http://www.cde.ca.gov/ta/ac/ar/

· Smarter Balanced Assessment System – Purpose: Includes the latest information about the new generation of English-language arts/Literacy and mathematics assessments. Pertinent sections include, but are not limited to: Summative Assessments; Interim Assessments; Digital Library; California Assessment of Student Performance and Progress (CAASPP) communications about Smarter Balanced; Student Scores and Achievement Levels; and additional related resources. http://www.cde.ca.gov/ta/tg/sa/

· Assessment Information – Purpose: Provides the most current details regarding the development, coordination, and implementation of statewide testing programs in California. Pertinent sections include, but are not limited to: Assessment System Chart; Statewide Assessments (list of assessments and their descriptions); and, Student Testing Dates. http://www.cde.ca.gov/ta/tg/ai/index.asp

· Accountability Progress Reporting (APR) – Purpose: Overview of California's integrated accountability system that reports both the state Academic Performance Index (API), and the federal Adequate Yearly Progress (AYP) and Program Improvement (PI). http://www.cde.ca.gov/ta/ac/ar/

· CAASPP Description – Purpose: Lists and describes the current state assessments and student participation requirements. Information about the content and format of each test is also provided. http://www.cde.ca.gov/ta/tg/ai/cefcaaspp.asp
*************************************************************************************

*************************************************************************************
Smarter Balanced Assessment Consortium
USABILITY, ACCESSIBILITY, AND ACCOMMODATIONS GUIDELINES
The Smarter Balanced Assessment Consortium developed Usability, Accessibility, and Accommodations Guidelines August 25, 2015 (prepared with assistance from the National Center for Educational Outcomes) – Purpose: Presents the current universal tools, designated supports, and accommodations to ensure valid assessment results for all students taking assessments. http://www.smarterbalanced.org/
UNIVERSAL TOOLS
There are two different Designated Supports:
1. Embedded (provided to all students through the digital-delivery system); and, 
2. Non-embedded (provided outside of the digital-delivery system and are provided locally for those students unable to use designated supports when provided digitally.)
Conceptual Model Underlying the Smarter Balanced Usability, Accessibility, and Accommodations Guidelines
	
	Embedded
	Non-embedded

	Universal Tools
	Breaks, Calculator, Digital Notepad, English Dictionary, English Glossary, Expandable Passages, Global Notes, Highlighter, Keyboard Navigation, Mark for Review, Math Tools, Spell Check, Strikethrough, Writing Tools, Zoom
	Breaks, English Dictionary, Scratch Paper, Thesaurus

	Designated Supports
	Color Contrast, Masking, Text-to-speech, Translated Test Directions, Translations (Glossary), Translations (Stacked), Turn off Any Universal Tools
	Bilingual Dictionary, Color Contrast, Color Overlay, Magnification, Noise Buffers, Read Aloud, Read Aloud in Spanish, Scribe, Separate Setting, Translated Test Directions, Translation (Glossary)

	Accommodations
	American Sign Language, Braille, Closed Captioning, Streamline, Text-to-speech
	Abacus, Alternate Response Options, Calculator, Multiplication Table, Print on Demand, Read Aloud, Scribe, Speech-to-text




*************************************************************************************
FREQUENRLY ASKED QUESTIONS REGARDING ACCOMMODATIONS
Reprinted below are specific Frequently Asked Questions (FAQs) Pertaining to Students with Disabilities.
 (Source: Usability, Accessibility, and Accommodations Guidelines August 25, 2015)
34.	What accommodations are available for students with disabilities (including ELLs with disabilities)?
Students with disabilities (including those who are ELLs) can use embedded accommodations (e.g., American Sign Language, braille, speech-to-text) and non-embedded accommodations (e.g., abacus, alternate response options) that have been documented on an IEP or 504 accommodations plan. These students also may use universal tools and designated supports.
35	 Is an embedded ASL accommodation available on ELA items that are not part of the Listening test?
The embedded ASL accommodation is not currently available on any ELA items that are not part of the Listening claim. For the Listening test, a deaf or hard of hearing student who has a documented need in an IEP or 504 plan may use ASL.
36.	Will sign languages other than ASL (including signing in other languages) be available? 
Currently, only ASL is available.
37.	Can interpreters be used for students who are deaf or hard of hearing who do not use ASL?
Smarter Balanced has consulted with external experts who have unanimously advised against this practice. Research indicates severe challenges with standardization and quality.
38.	What options do districts have for administering Smarter Balanced assessments to students who are blind? Students who are blind and who prefer to use braille should have access to either refreshable braille (only for ELA) or embosser-created braille (for ELA or math). For those students who are blind and prefer to use text-to-speech, access to text-to-speech should be provided for the math test, and for ELA items only (text-to-speech is not available on ELA reading passages without a specific documented need in the student’s IEP or 504 plan). Non-embedded Read Aloud Accommodation in all grades is available for students who have an indicated need on ELA reading passages in their IEP or 504 plan. Students should participate in the decision about the accommodation they prefer to use, and should be allowed to change during the assessment if they ask to do so. Students can have access to both Braille and text-to-speech that is embedded in the Smarter Balanced assessment system.
39.	Why is the non-embedded abacus an accommodation for the non-calculator items? 
Doesn’t an abacus serve the same function as a calculator? An abacus is similar to the sighted student using paper and pencil to write a problem and do calculations. The student using the abacus has to have an understanding of number sense and must know how to do calculations with an abacus.
40.	Can students without documented disabilities who have had a sudden injury use any of the Smarter Balanced accommodations?
Students without documented disabilities who have experienced a physical injury that impairs their ability to use a computer may use some accommodations, provided they have had sufficient experience with them. Both speech-to-text and scribe are accommodations that are available to students who have experienced a physical injury such as a broken hand or arm, or students who have become blind through an injury and have not had sufficient time to learn braille. Prior to testing a student with a sudden physical injury, regardless of whether a 504 plan is started, Test Administrators should contact their district test coordinator or other authorized individuals to ensure the test registration system accurately describes the student’s status and any accommodations that the student requires.
41.	How will the test administrator know prior to testing that the print on demand accommodation may be needed?
The test administrator will know this information prior to testing because accommodations need to be documented beforehand and print on demand is an accommodation. Any accommodations – including both embedded and non-embedded accommodations – need to be entered into ART. The print on demand accommodation applies to either passages/stimuli or items, or both.
42.	For the print on demand accommodation, how are student responses recorded – by a teacher using a computer or some other method?
The method of recording student responses depends on documentation in the IEP or 504 plan (e.g., after first recording responses on the paper version, the student could enter responses into the computer or the teacher could enter responses into the computer.) Anyone who is designated to enter responses into the computer must have read, agreed to, and signed a test security agreement.
43.	How do member officials monitor training and qualifications for the non-embedded read aloud accommodation?
Members will need to develop processes and procedures to monitor training and the qualifications of individuals who provide the read aloud accommodation when text-to-speech is not appropriate for a student. Member officials can use the Smarter Balanced audio guidelines available online to obtain additional information about recommended processes to follow (http://www.smarterbalanced.org/smarter-balanced-assessments/#item). Members can also use the Smarter Balanced Read Aloud protocol (see Appendix D).
44.	For students taking the paper-pencil test, can Read Aloud be provided in small groups?
For a paper-pencil test, read aloud can be administered to a small group of students as long as the students are taking the same test (e.g., grade, content area) and students have experience testing under this condition. The number of students in the small group should allow a student to ask the reader to slow down or to repeat text without the request distracting others. For online assessments, readers should be provided to students on an individual basis.
45.	If students are using their own devices that incorporate word prediction, will this impact their score?
The students’ score will not be affected under these circumstances. Students using these devices must still use their knowledge and skills to review and edit their answers.
46.	How are assistive technology (AT) devices certified for use for the Smarter Balanced assessments?
Assistive technology device manufacturers may use the Smarter Balanced practice test as a method of determining if a device works with the assessment. In addition, schools and districts can use the practice test to evaluate devices to ensure their functions are consistent with those allowed in the UAAG. 
*************************************************************************************


*************************************************************************************
California Modified Assessment (CMA)
The following excerpt was reprinted from the Santa Barbara County SELPA Special Education Procedural Handbook, Section 2 – Assessment.
For students who participate in the Statewide Assessment using the California Modified Assessment for Science their records shall contain evidence that: 
1. Multiple measures of student progress over a period of time for each of the subjects are specified on the IEP (34 CFR 200.1(e)(2)(ii)(B) and 200.1(f)(2)(ii)(B)).
b. Documentation must be present that allows a determination of whether the student is making progress toward IEP goals. Such measurements may include test and retest strategies or an analysis of present levels of performance over time or other objective measurement practices conducted by qualified persons.
2. The IEP team determined that the student’s disability precludes achieving grade-level proficiency on the Statewide standardized achievement tests by using objective evidence such as the student’s performance on assessments or other objective measures (34 CFR 200.1(e)(2)(i)).
b. Documentation must be present in the record that demonstrates that the IEP team considered whether the student should participate in Statewide testing using the California Modified Assessment. Evidence may include notes, assessments, or documentation on the IEP that various methods were considered for participation in Statewide testing based on the student’s level of disability and the effect of the disability on the student's ability to demonstrate grade level proficiency.
3 Students have access to the general curriculum, including instruction, for the grade in which the students are enrolled (34 CFR 200.1(f)(2)(iii)).
c.	Documentation must include information about the amount of time that the student is participating in and has access to the general curriculum. Documentation is often found in the IEP in a section specifically stating the amount of time and the activities that occur within the general curriculum.
4.	The IEP team reviewed annually for each subject, the decision to assess a student using the California Modified Assessment to ensure that assessment using the CMA remains appropriate (34 CFR 200.1(f)(2)(v)).
a.	The student record must contain documentation that the IEP team reviewed the appropriateness of using the CMA for assessing the student. Determinations may be recorded on the IEP or in notes associated with the IEP.
5.	The LEA notified parents of students assessed using the California Modified Assessment (CMA) that student achievement will be measured based on alternate or modified academic achievement standards (34 CFR 200. 1(f)(1)(iv).
a.	The IEP must contain documentation that the parent was informed that student achievement will be measured based on alternate or modified academic standards.
6.	For the academic area in which the student will be participating in the CMA, the IEP includes goal(s) for academic achievement based on the content standards for the grade in which the student is enrolled (may be in the areas of: English Language Arts, Math, and or Science (34 CFR 200. 1(f)(2)(ii)(A)).
a.	Evidence may include references to grade level content standards in the IEP. Evidence may also include a comparison of IEP goals to actual content standards for typical students in the same grade. 
NOTE: Use SELPA form, California Modified Assessment Survey (SELPA8) to aid in documenting CMA eligibility.

________________________________________________________________________
Section O:	Pupil Assessment System District Board Policies (BP) and Administrative Regulations (AR)
____________________________________________________________________________________________
· BPs and ARs That Directly Apply to Special Education
· BPs and ARs That Indirectly Apply to Special Education


BPs and ARs That Directly Apply to Special Education
The following Board Policies (BP) and/or Administrative Regulations (AR) with direct application to special education and/or students with disabilities are available on the District Gamut website.

	Description
(Direct Application to Special Education)
	Board Policy and/or
Administrative Regulations

	Appointment of Surrogate Parent for Special Education Students
	6159.3

	Comprehensive Local Plan for Special Education 
	0430

	Identification of Individuals for Special Education
	6164.4

	Nonpublic, Nonsectarian School and Agency Services for Special Education
	6159.2

	Parental Notifications (Section IV. Special Education Notices)
	5145.6

	Special Education Staff 
	4112.23

	Suspension and Expulsion Due Process (Students with Disabilities and or with Handicaps) – Administrative Regulations
	5144.2


*************************************************************************************
BPs and ARs That Indirectly Apply to Special Education
The following board policies (BP) and/or administrative regulations (AR) with indirect application to special education and/or students with disabilities are available on the District Gamut website.

	Description
(Indirect Application to Special Education)
	Board Policy and/or
Administrative Regulations

	Admission
	5141.21

	Administering Medication and Monitoring Health Conditions
	5111

	Discipline
	5144

	Equal Opportunities for All Students
	5148

	Graduation Procedures and Ceremonies
	5127

	Identification and Education Under Section 504
	6164.6

	Interdistrict Attendance 
	5117

	Nondiscrimination in District Programs and Activities
	0401

	Nondiscrimination/Harassment (or Bullying)
	5145.3

	Student Promotion and Retention
	5123

	Suspension and Expulsion/Due Process
	5144.1





_______________________________________________________________
Section Q:	Summary of Santa Barbara County SELPA Procedural Handbook
____________________________________________________________________________________________

The Table of Contents (revised 11/20/2015) of the Santa Barbara County SELPA Procedural Handbook is outlined below, and is accessible on the SELPA web page at: http://www.sbcselpa.org.
SECTION 1 - IDENTIFICATION AND REFERRAL
· The Law and Identification and Referral 
· Handling Referrals
· Who Should be Referred
· What a Good Referral Should Contain 
· What Forms Should Be Used 
SECTION 2 - ASSESSMENT
· The Law and Assessment
· Timelines for Initial Special Education Assessment 
· Developing the Assessment Plan 
· Conducting the Assessment
· California State Eligibility Criteria 
· Assistive Technology (AT) Needs Assessment Guidelines
· Occupational Therapy (OT) Assessment Referral Guidelines
· California Modified Assessment
· What Forms Should Be Used 
SECTION 3 - THE INDIVIDUALIZED EDUCATION PROGRAM (IEP) 
· The Law and the IEP
· The IEP Team 
· Required IEP Meetings 
· Basic Functions of IEP Teams
· The Content of an IEP
· The Law and Review
· When Reviews Must be Conducted
· Conducting a Review
· What Forms Should Be Used 
SECTION 4 – IMPLEMENTATION
· The Law and Implementation
· Program Options 
· Least Restrictive Environment
· Overview of Regional Programs
· SBCSELPA Regional Special Class Program Referral Process Chart
· Notification Procedure for a Regional Program Student Changing District of Residence
· CTE Program Components
· Administrative Placement of Students with NPS IEP Designations to Regional Programs
· Regulations Relative to the Placement of LCI/Foster Youth with IEPs
· Administrative Placement of Students with NPS IEP Designations (placed by outside agencies) to Regional Programs (flow chart)
· SBCSELPA Funded Nonpublic School Procedure (RTC and Non-Residential)
· NPS/RTC Therapeutic Placement Funding Guidelines
· Parent/Guardian Travel Reimbursement Guidelines for Out of County Residential Nonpublic School Student Placements
· Evaluating Progress
· What if the Student’s Program has to Change
· Infant to Preschool Transition Procedure Flowchart 
· SBCSELPA Preschool to Kindergarten Transition Guidelines
· New High School Graduation Requirements
· What Forms Should Be Used 


SECTION 5 – ENGLISH LEARNERS WITH DISABILITIES 
· Review of Laws & Regulations Governing Instruction for English Learners
· Assessment, Identification, and Programs for English Learners
· Interventions for English Learners Prior to Referrals to Special Education
· Assessment and Identification of English Learners for Special Education
· Development of Linguistically Appropriate IEPs
· Programs and Services for English Learners with Disabilities
· Reclassification of English Learners with Disabilities
· What Forms Should be Used
SECTION 6 – POSITIVE BEHAVIORAL INTERVENTION FOR SPECIAL EDUCATION STUDENTS 
· The Law
· Philosophy
· Introduction
· Procedures for Systematic Use of Positive Behavioral Interventions and Emergency Intervention
· Emergency Interventions 
· Prohibited Behavioral Interventions 
· Approved Behavioral Emergency Procedures 
· Behavioral Emergency Report
· Functional Behavioral Assessment 
· IEP Meeting Following the Functional Behavioral Assessment
· Behavior Intervention Plan
· Behavioral Intervention Review 
· Functional Behavior Assessment And Behavior Intervention Plan Certificate of Competence
· Behavior Intervention Plan Certificate of Competence
· Forms That May Be Used With Positive Behavior Intervention Procedures 
SECTION 7 – PROCEDURES FOR PROPER FUNCTIONING OF HEARING AIDS
· The Law
· Procedures for Hearing Aid Checks 
· Audiological Services to Date and Possible Additions to the Program – Flowchart 
· Annual Audiological Assessment and Hearing Aide Checks Referral Process
· What Forms Should Be Used
SECTION 8 – PROCEDURES FOR PROVIDING SPECIAL EDUCATION SERVICES TO PARENTALLY ENROLLED PRIVATE SCHOOL CHILDREN WITH DISABILITIES 
· Child Find 
· Referral for Special Education
· Assessment for Eligibility and Educational Planning
· Parents Rights and Procedural Safeguards for Parentally Enrolled Private School Students with Disabilities 
· IEP and/or Private School Services Plan Meetings 
· Development of Private School Services Plan
· Child Count of Total Number of Private School Students with Disabilities 
· Pupil Count of Private School Children with Disabilities 
· Calculation of Required Expenditure of Funds for Parentally Placed Private School Children with Disabilities 
· Attachment 1 – Proportionate Share Calculation for Parentally Placed Private School Children with Disabilities 
· SBCSELPA Individual Service Plan (ISP) Process
· Annual Notice to Parents of Parentally Placed Private School Students of District’s Ability to Provide FAPE 
· Three-year Reevaluations for Parentally Enrolled Private School Students with Disabilities 
· What Forms Should Be Used 
SECTION 9 – SURROGATE VOLUNTEER PROCEDURAL GUIDELINES 
· Surrogate Volunteer Appointment Program Guidelines Flowchart
· Surrogate Volunteer Definition
· Parent Definition
· Administration of the Program 
· When to Appoint Surrogate Volunteers
· Determining Student Status
· Selecting Surrogate Volunteers
· Recruiting Surrogate Volunteers
· Role of Surrogate Volunteers
· Liability
· Access to Records 
· Training Surrogate Volunteers
· Term of Surrogate Volunteer Appointment
· What Forms Should Be Used in the Surrogate Appointment Process 
SECTION 10 – EXPULSION PROCESS FOR SPECIAL EDUCATION STUDENTS 
· Steps in Expulsion
· Special Education Pre-Expulsion Procedures Flowchart
· Protection of Students 
· What Forms Should Be Used 
SECTION 11 – PROCEDURES REGARDING CONFIDENTIALITY OF STUDENT INFORMATION/PRIVACY RIGHTS 
· Definitions
· Persons with Access to Student Records 
· Procedures for Access
· Duplication of Student Records 
· Access Log
· Challenging Student Records
APPENDIX A – IEP/Supplemental Forms 
· IEP/Supplemental Forms Listing 
· Procedures for Accessing Forms 
APPENDIX B – SELPA FORMS 
· SELPA Forms Listing
· Procedures for Accessing Forms 


_______________________________________________________________
Section R:	Summary of Santa Barbara County SELPA Parent Handbook
____________________________________________________________________________________________

The purpose of the Special Education Parent Handbook (September 2011), prepared by the Santa Barbara County SELPA, is to help parents understand more about the process of obtaining appropriate educational services for their children. This document is a handy source of information and includes answers to many questions most frequently asked by parents. This is an important tool for school personnel and will ensure that everyone has the same information, and is accessible on the SELPA web page at: http://www.sbcselpa.org.
[bookmark: _Toc462072352]Please see below the Table of Contents for this Special Education Parent Handbook.
[bookmark: _Toc462072353]INTRODUCTION
[bookmark: _Toc462072354]SPECIAL EDUCATION
· Who May Receive Special Education Services?
· What Are Other General Terms which May Refer to Children with these Disabling Conditions?
· Do Different Agencies Use Different Terms and Guidelines?
· Do All Students with an Identified Disability Require Special Education?
· What Is an Individualized Education Program (IEP)?
· Who Are the Members of the IEP Team?
· When and How Is the IEP Implemented?
CHILD FIND AND REFERRAL
· How Do I Know if My Infant or Preschooler Might Need a Special Education Program?
· How Do I Know if My School-Age Child Might Need a Special Program?
· What Is Response To Intervention?
· Whom Do I Contact If I Have a Concern?
· What Happens Before a Referral to Special Education?
· What Are Some of the Program Modifications the School Might Consider and Utilize?
· Why Is the Student Study Team Process Necessary?
· Does Someone Contact Me if Special Education Services Are Being Considered?
· What Is a Referral for Special Education Assessment?
· Who Can Make a Referral?
· What Is 504?
[bookmark: _Toc462072355]ASSESSMENT
· What Happens When I Sign the Assessment Plan Form (The Assessment Process)
· Who Shall I Contact if I Have Questions About the Assessment Plan?
· How Will the Assessment Be Conducted?
· Where and When Will the Assessment Take Place?
· How Long Does the Assessment Take?
· What Will this Report(s) Include?
· Are There Additional Components Required In the Report Depending on the Suspected Areas of Disability?
· How Often Will these Assessments Be Conducted?
· What Does the Diagnostic Center of Southern California Provide?
INDIVIDUALIZED EDUCATION PROGRAM MEETING (IEP MEETING)
· What Happens After the Assessment Is Completed?
· What Is the Purpose of this Meeting?
· Who Will Be at the Meeting?
· May I Bring Someone With Me To the Meeting?
· May I Tape Record the Meeting?
· How Do I Prepare?
· As the Assessment Results Are Shared, What Is My Role as Parent?
· If I Need Time to Think About What Is Presented, May I Request a Second Meeting at a Later Time?
· What Do I Do if I Do Not Agree With the School's Assessment Findings?
· What Do I Do if I Want My Child Assessed by Someone Outside the Local Education Agency?
· What Do I Do if the IEP Team Finds that My Child Is Not Eligible for Special Education?
· What Happens If the IEP Team Finds My Child Eligible for Special Education?
· What Is an IEP?
· What Do I Do if I Agree with Some Parts of the IEP but Not All of It?
· How Often Must the School Review My Child's Special Education Placement and IEP?
· Can the IEP Be Transferred to Another School District?
· What Happens if I Want to Drop My Child from Services after He / She Has Been Receiving Special Education Services?
[bookmark: _Toc462072356]PROGRAM OPTIONS
· What Is the Least Restrictive Environment (LRE)?
· What Is the Continuum of Services and Placements?
· What Is Itinerant Instruction?
· What Is the Resource Specialist Program (RSP)?
· What Are Special Day Classes (SDC)?
· What Is Specially Designed Instruction?
· What Are Related Services (Previously Known as Designated Instruction and Services (DIS))?
· What Is a Non-Public School?
· When Is a Residential Program Required to Meet the Student's Special Education Needs?
RIGHTS AND RESPONSIBILITIES
· How Are these Rights Protected?
· What Are Some of My Responsibilities as the Parent?
· What Are the School District's Rights and Responsibilities?
· Who May Have Access to My Child's Records?
· Are There Safeguards to Protect My Rights?
· What Is a Complaint?
· What Is Due Process?
· How Do I Make A Complaint or Request Due Process?
BEHAVIOR
· What If My Child Has a Serious Behavior Problem?
· When Would There Be a Mandated Referral for Functional Analysis Assessment
· What Is a Functional Analysis Assessment (FAA)?
· What Should I Expect If My Child Is Suspended or Expelled?
· What Is Manifestation Determination?
TRANSITION
· What Is a Transition Plan?
· What Happens When My Child Leaves Special Education?
[bookmark: _Toc462072357]PARENT INVOLVEMENT
· How Can I Help My Child Succeed at School?
· Are There Parent Organizations in Which I Can Participate?
· What Is the Purpose of the Community Advisory Committee (CAC)?
· Where Do They Take Place and How Do I Find Out About Meetings?
There Are Six Appendices To Include: 
A. An Introduction to the Language of Special Education
B. Glossary of Terms
C. Parental and Adult Students’ Rights and Procedural Safeguards for Special Education
D. Parent Record Keeping
Medical and Developmental History
Notes I May Want to Share About My Child
Sample Letter for Assessment Request
E. Parent Resources
F. District / County Office / SELPA / Charter School Phone Numbers
Adventure Works Marketing Plan


Special Education Procedural Handbook 
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TIMELINES FOR INITIAL SPECIAL EDUCATION ASSESSMENT

Referral from parent, outside agency, physician
Student's IEP implemented as per initiation date
Suggested 10 day parent notification of meeting and request to attend
Upon request copy of report(s) to parents prior to IEP meeting
Parent notified and rights provided
 3    Years
Annual Review of IEP
   1    Year
Continue general education services
Yes
Eligible for Special Education services
IEP Meeting
Assessment(s) conducted
Report(s) written
Yes
No
Assessment 
terminated
60 calendar days
  15    Days
Written Parent Consent received
Assessment Plan and Prior Written Notice developed and shared with parents
15     Days
Referral for assessment
Modifications successful
No
Modification of regular program implemented.
Student Study Team (SST)
Initial concern by school personnel



Parent may request immediate assessment but school may refuse in the form of a Prior Written Notice if educational resources have not been considered or assessment is not warranted.



















No



Reevaluation at least 
every 3 years


Student Study Team (SST) Process


Notify nurse of initial SST by completing top section of Request for Health Assessment (RHA) form and submit to Nurse as soon as SSR meeting is scheduled.


Nurse will complete the rest of Page 1 (Vision/Hearing/Dental/Other Medical) and submit back to SST Coordinator no later than one day prior to meeting.


INITIAL Individualized Education Program (IEP)


Check for and update old RHA form RHA form (from previous SST) with parent.


Complete a new RHA (top section only) and submit to school nurse when consent has been signed. 

Indicate the date that developmental health history was given to parent.


TRIENNIAL & ANNUAL IEP


Two months prior to IEP meeting, submit RHA form to school nurse with top section completed.


Nurse will complete Page 1 and submit to Case Manager (and psychologist) no later than one week prior to the IEP meeting.
















SST


Complete Page 2 (back side) at SST meeting with parent.


Initial IEPs


Nurse will submit Initial IEP Report to Psychologist & Case Manager.


Initial IEPs


Nurse to provide Report no later than one week prior to IEP meeting. 


SST


NO ISSUES


File in SST folder








ISSUES - Return to Nurse for Follow-up
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