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*** Teachers and Related Service Providers must adhere to the policies outlined in this manual when developing Annual Review IEPs ***


Disclaimer: The information in this manual is specific to P754X and is not intended for use at other schools.
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Helpful Tip!
If you have any difficulty reading any of these pages (particularly the figures and charts)…
you can always utilize the e-version and zoom in!

Symbols Used in This 
Individualized Education Program (IEP) Manual
	
[image: Macintosh HD:Users:admin:Desktop:cookiecutterno.jpg]
	When you see the No Cookie Cutter icon next to an item in this manual it is to serve as a reminder that the “I” in “IEP” stands for “INDIVIDUALIZED” and NOT “Identical.”* We should be developing unique IEPs based on each student’s unique interests, skills and needs. NEVER cut from one student’s IEP and paste into another’s!  

	
[image: Macintosh HD:Users:admin:Desktop:red flag.png]
	When you see the Red Flag icon next to an item in this manual it indicates that we have had compliance issues with this aspect of the IEPs we developed last school year. Please take extra care when developing this section of the IEP!
TWO FLAGS [image: Macintosh HD:Users:admin:Desktop:red flag.png] [image: Macintosh HD:Users:admin:Desktop:red flag.png]indicates that it has been problematic for 2 or more years!!!
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	When you see the Two Thumbs Up icon next to an item in this manual it indicates that, as an organization, we did a relatively good job in that area last school year.




DO NOT COPY AND PASTE BETWEEN IEPs !!!
[image: ../../no%20copy%20paste.png]
1) NEVER copy from a student’s previous IEP and paste into the current IEP unless a) a comparison with past performance is being made or b) you are developing a 595/LTA IEP.   In both cases, you must have the permission of your AP and you must place quotation marks around everything from the previous IEP (with a notation about where it came from.

2) NEVER EVER copy from one student’s IEP or (Sentence Starters!) and paste into another student’s IEP!


Annual Review IEPs at 754X
Part I: First Days of the School Year (or After Student Enrollment) 

1) Chapter 408 : see page 115 for more details.

-  The Chapter 408 process must be repeated each time the student gets a new IEP, has an IEP amended or reconvened, or is transferred into your class.

- CLARIFICATION 1: If there is a tag noting “New IEP Required Upon Return to School” you must email the IEP Coordinator immediately. When a former LTA/595 student returns, the IEP must be immediately Revised to restore Related Services. Once the Revision is finalized, a new IEP must be developed and meeting within 3-4 weeks of the students return to school, regardless of the Compliance Date in SESIS.

- CLARIFICATION 2: If an LTA/595 Mandated Triennial is developed for a Long Term Absent/595 student, a new Triennial must be developed and completed within 60 days of that student’s return to school.

- CLARIFICATION 3:  If there is a tag on the IEP noting that "IEP To Be Revised to Add Periodic Assessment" (SANDI or MAP Growth) you must contact Dr. Fitz as soon as the student has taken the assessment.  If new Annual Goals are added, the IEP will be Reconvened. If no Annual Goals added, the IEP will be amended.  

- The only classes that are should appear on the Recommended Programs @ 754 are: ELA, Math, Science, Social Studies and Career Dev.  If, during your 408 Review, you see any other classes listed, please notify me ASAP.
Note:  Regardless of the quality of an IEP when you “inherit”, in the eyes of State Ed, once that student is on your roster your team is responsible for its contents and your team is responsible for implementing it!  Therefore, it really is in your best interest, not to mention the best interest of your student, that either the IEP meeting be reconvened and the IEP document corrected or a new Annual Review IEP be developed!]



2) IEP Due Dates:  
  
               2a) Legally, IEPs with Sept. and Oct. Compliance Dates must be completed prior to that  
                     Compliance Date. If your IEP Team anticipates difficulty meeting that deadline, you MUST
                     email your Asst. Principal and cc the IEP Coord. Your AP may or may not advise you to contact
                     the student’s parents/guardians to ask if they would give us a little more time to develop a quality IEP.  



[image: Macintosh HD:Users:admin:Desktop:Screen shot 2017-08-07 at 2.05.47 PM.png]


If for some reason, the IEP Draft will not be completed two weeks prior to the meeting and/or the meeting will not be held by the 754 Due Date (2 weeks prior 
to the Compliance Date), you must discuss this with your AP!  


2) IEP Due Dates (cont.):    
           2c)  In general, the IEP Team’s Case Manager is to be whoever the student’s Official Class Teacher 
                  is two months prior to the Compliance Date. This general rule may not be in effect for IEPs with 
                  September and October Compliance Dates.  In case of discrepancies, regardless of this general 
                  rule, APs will make the final determination as to which team must write the IEP based
                  on which staff they feel best knows the student.  

                       2d) Starting with IEPs with November Compliance Dates:
                 - IEP Meetings are to be held no later than 2 weeks prior to the Compliance Date. 
                                 - A completed Draft IEP (not including some parental input) is due two weeks prior to the 
                                  Meeting Date (i.e. one month prior to the Compliance Date.)  You must notify the IEP 
                                  Coordinator by email and cc your AP once this is done.  It is hoped that this will give the 
                   IEP Coordinator an opportunity to provide feedback (esp. on missing sections and 
                   misalignments) prior to the meeting.  This way corrections can be made in advance, thus 
                                  avoiding follow-up IEP meetings. E.g.: For an IEP with a 12/4 Compl Date, completed Draft 
                                  IEP would be due on 11/6 and the Meeting would have to be held on or before 11/20.

                     2d.1) The Official Class Teacher and Team must develop, to the best of their ability, an IEP for every 
                            student on their roster, even if they have not met the student. (see next page for notation on LTA IEPs) 

                                                                      2e) The IEP Coordinator will be responsible for opening the draft of the Notice of IEP two months  
                           prior to the Compliance Date. 
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	2e.1) Once notified that the Notice has been opened, the Teacher must complete,  
         finalize, print and send home the Notice of IEP.  Select a date no later than 2 
         weeks prior to the Compliance Date convenient for ALL IEP Team Members.
         When asked: “Record sending letter and event?” ALWAYS click “Okay.”
2e.2) The Teacher must then notify the IEP Coordinator who will then open the 
          Draft IEP. Though not recommended, it is permissible for a teacher or 
          counselor to open the Draft but only after following step 2e.1.  That person   
          MUST notify the IEP Coordinator.  Failure to notify the IEP Coordinator  
          will likely result in required components not being entered in the Draft. 




	Long Term Absence (LTA) IEPs 
          -   To be eligible for an LTA IEP, the student must have less that Rate of Attendance of 20% or less, or be 
          enrolled in Class 595. Other students may be eligible for a LTA IEP at the discretion of that student’s AP. 
· If an LTA student is on a class roster two calendar months prior to the Compliance Date, the Official Class Teacher and the Counselor are responsible for developing the IEP and holding the meeting by the 754X Due Date (i.e. 2 weeks prior to the Compliance Date).
· Be sure to add the Attendance Teacher to the Notice of IEP and invite her to the meeting. Attendance Teacher should participate in the meeting whether the parent and student attend or not. 
· The Student and Parent Level 1 Vocational Assessments should be mailed home. 
· The Official Class Teacher should generate a Level 1 Vocational Assessment and complete it to the best of her/his ability. If he/she does not know the student, the Level 1 should be completed by staff members who knew the student in previous years (unless the student is a recent admit.) Information from the Level 1s should be woven into the Present Levels.
· If verbatim passages are copied from the student’s current IEP and pasted into the new IEP,
each section must be prefaced with the following: 

                To date ___________ has a _____% rate of attendance for the school year.  _________’s
                  last three dates of attendance were: _______, ______ and _______.  A new Annual Review
                 meeting MUST be held upon ___________’s return to school. The following is the most 
                 current information we have on _________ and it comes from the IEP dated _______:

· Any and all of the verbatim passages carried forward to the new IEP, must be put in quotation marks.  
     -   Annual Goals from the current IEP carried forward to the new IEP need not be in quotation marks but  
          should be prefaced with the phrase “Goal From Previous IEP Unmet Due to Lack of Attendance”.
· The IEP Coordinator will add the following label to the IEP: LTA IEP; NEW Annual Review Required 
Upon Return to School.
     -    IEPs for students officially in Class 595 will be developed by the IEP Compliance Team.
     -    Be sure to add an Attendance Goal for student to achieve 90% Attendance within 1 year.
CLARIFICATION
If an LTA/595 Mandated Triennial is developed for a Long Term Absent/595 student, a new Triennial must be developed and completed within 60 days of that student’s return to school.  



2) IEP Due Dates (cont.):     
	2f) The IEP Coordinator will continue to publish monthly updates of upcoming IEP dates 
       using the best information available in SESIS. But, as this system often has errors and 
       conflicting information, it is the responsibility of ALL members of the IEP Team 
       (Teachers and Related Service Providers) to know when an IEP is due based on the 
       students SESIS Profile and current IEP! Email the IEP Coordinator as soon as you 
       become aware of any conflicts or errors, but a student’s name being left off the list of 
       upcoming IEPs is NOT an excuse for not completing an IEP on time.
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	2g) Determining an IEP Compliance Date in Student’s Profile
[image: Compliance Dates]
	


                             2h)  Compare the Compliance Date with the “Projected Date of Annual Review” found on the Cover   
                        Page of the student’s current / most recent IEP. 
[image: Macintosh HD:Users:admin:Desktop:Screen shot 2016-07-15 at 11.34.05 AM.png]
- If there is a discrepancy between the two dates consult with the IEP Coordinator. 
- If a Mandatory Triennial is due prior to, or within 4 months after the Compliance Date, consult the Student 
  Assessment Team and the IEP Coordinator via email.  
  NOTE: As per page 87 of the SOPM: “(I)f the student’s three-year reevaluation is due in the same year, conduct      
                the three-year reevaluation by the student’s annual review date.” 
 In some cases, Administration may decide that an Annual Review will still have to be held.




2) IEP Due Dates (cont.):     

	2i)
          Note: The parents, IEP Team, school administration or district may request that a new Annual 
          Review be opened or re-opened as an Amendment/Reconvene at any time, regardless of the   
          Compliance Date(s).  For example, If a given class has a large number of students with IEPs due in 
          the Spring semester, the AP may direct that team to conduct some of those IEPs the previous Fall.  
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The IEPs Coming Due lists that the IEP Coordinator emails to the 754X Organization each month are a backup way of knowing when students’ IEPs are due.  The primary way of knowing when IEPs are due is for Teachers and Related Service Providers to make notations of the Compliance Date when they conduct the 408 Reviews (as well as the IEP Due Dates List that Official Class Teachers send to their APs in Sept.)  The term “Due Date” refers to the 754X Due Date (i.e. two weeks prior to the Compliance Date.)  

      SEE THE FOLLOWING PAGE FOR MORE INFORMATION.
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	Special Note: Teachers and Related Service Providers must adhere to the instructions outlined in the last column of the IEPs Due in (Given Month) list.







IEPs Coming Due Lists…
At the beginning of each month the IEP Coordinator emails the IEP Teams a list of Annual Review IEPs that are due the subsequent month (e.g. the January 2023 list is sent out the first week of December 2022.)  These lists are merely reminders that these IEPs are coming due.  All IEP Team Members are responsible for knowing their students’ IEP Due Dates and Compliance Dates based on the 408 Reviews they conducted and the Due Date Forms filled out in September (see page 8) and updated each time a new student is put on the class roster.
[image: ../../Screen%20Shot%202022-08-01%20at%2012.22.23%20PM.png]

The IEP meetings for all students graduating or aging out must be held, and IEPs finalized no later than April 30th, even if the Compliance Dates fall between the beginning of May and the end of June.


	A Note on Mandated Three Year Reevaluations (a.k.a Mandated Triennials or Tri(s)): 
“When a mandated three-year reevaluation is due, the school/CSE, upon review of existing data and the student’s needs, may determine that a reevaluation would be unnecessary. In that case, the school may seek the parent’s agreement to waive the mandated three-year reevaluation. A school/CSE should not routinely seek to waive mandated three-year reevaluations. Any waiver must be based on the individual student’s needs. If the school/CSE determines that the mandated three-year reevaluation would be unnecessary, the PWN: Request for Waiver of a Mandated Three Year Reevaluation Form must be completed and sent to the parent. This form must explain the specific reasons for the determination, and that the parent has the right to disagree with the school/CSE. If the parent does not sign and return the form, the reevaluation must be conducted.
                           Standard Operating Procedures Manual (SOPM):
                                      The Referral, Evaluation, & Placement of School-Age Students with Disabilities (retrieved Aug. 2, 2018): pg 88
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	- The School Assessment Team (SAT) should contact the IEP Team well in advance of a Mandated Tri. If your student is due or overdue for a Mandated Tri and you have not heard from the SAT two months prior to the Annual Review Compliance Date, the Teacher should email the SAT School Psychologist and cc the IEP Coordinator.  
- Our students have a right to a Tri. A list of reasons to justify holding a Tri is never a requirement. However, if the School Psychologist (SAT), the Teacher, and the Related Service Providers happen to develop a list of “specific reasons for the determination” that the Tri is not necessary, the School Psychologist (SAT) should present the list to the Asst. Principal who supervises that student’s class.
- As the Summary Page now requires Reading and Math Grade Levels, 754X policy us that a Tri with Testing is always required when a student is due for a Mandated Three Year Review.  








NOTE: As per page 87 of the SOPM: “(I)f the student’s three-year reevaluation is due in the same year, conduct      
                the three-year reevaluation by the student’s annual review date.” 

At the Heart of a Transition-Focused IEP you will find:
[image: ../../Screen%20Shot%202022-08-01%20at%2012.56.49%20PM.png]

And the information yielded by the Level 1 Vocational
Assessments is the oxygen this heart depends on!!!

  3) Student Level 1 Vocational Assessments – During the first or second Counseling session for a student
     (in September or when the student enrolls at 754X) the Counselor* will work with that student on completing a 
     preliminary Student Level 1.  This is the Student Level 1 that should be referenced for all Sept – 
     Dec Annual Reviews. For Annual Reviews taking place Jan – June, the Counselor will offer the student the 
     opportunity to update the Level 1 within one week of the opening of the Notice and IEP Draft by the IEP 
     Coordinator. The Counselor must upload (via fax or scanner>pdf) the Student Level 1 within one week of   
     the IEP Draft being opened!  *Note* The Level One Voc Assessment Committee intends to develop a new 
     version during this school year.
     * If the student does not have a Counseling mandate, the Teacher works with the student on the Level 1.
[image: NO NAME:Counselor.png]

	Reminders
3a) All Level 1 forms [image: Macintosh HD:Users:admin:Desktop:red flag.png]must be dated* [image: Macintosh HD:Users:admin:Desktop:red flag.png]as that date is referenced when the IEP  
       Coordinator completes a Prior Written Notice (PWN). 

3b) Level 1s, Invitations, FBA/BIPs, etc. should all be single sided!



           *In fact, every document uploaded into SESIS must be dated. Last year, State Ed directed us to 
             Reconvene an IEP for the sole reason that a document was not dated!!!

INCREASING 
INTRASTAFF COMMUNICATION
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When communicating about students and their IEPs please adhere to the following guidelines:

 - Compose a separate email for each student. 

 - Include the student’s first and last names in the email heading along with the OSIS number (no dashes and no spaces!)



To Reiterate: If you have an oral conversation the IEP Coordinator and/or the SAT School Psychologist regarding division of IEP responsibilities for an Annual, Triennial or Collapsed Annual / Triennial, be sure to follow it up with an email summarizing for clarity what was agreed upon!


Annual Review IEPs at 754X

Part II: Preparing for an Annual Review

If a postponement is needed for any reason, you must log an Event AND issue a new Notice of IEP!

4) Notice of IEP (Part 1)
	
3) Using SESIS, the IEP Compliance Team will Create a Notice of IEP Meeting.  (Do not hesitate to remind the IEP Coordinator if you see this hasn’t been done!)
4) [image: ]
 

      4a) Select Annual Review:
[image: Select annual]
           4b) Click on this link:[image: Click here to go to notice]





4) Notice of IEP (Part 1 cont.)
	4c) IEP Compliance Team opens Notice of IEP & notifies the Teacher & Counselor via email (for exceptions see 2e.2 on pg. 6)
                                [image: ]
  




5) Notice of IEP (Part 2)  
	
Setting the Official Date and Time of the Annual Review Meeting:
5a) After the IEP Coordinator has opened a Notice of IEP, the Teacher and ALL RSPs should settle on at least two possible dates and times to hold the Annual Review meeting that are at least 2 weeks prior to the Compliance Date.  The Teacher should contact the student’s parent /guardian to set up an IEP meeting for either of those two dates and times. If neither date/time is convenient for the parent/guardian, the IEP Team should select a third date/time convenient for all members of the team, including the parent/guardian and student.
5b) The Teacher will ask the parents if they prefer to receive the following forms via the mail or in their young adult’s bookbag: the Notice of IEP Meeting, the Level 1 Vocational Assessment and the Consent to Invite an Outside Agency. 

5c) The Teacher re-opens draft of the Notice of IEP that the IEP Coordinator created.
5c.1)                                                        5c.2)                                                 5c.3)
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Continuing Policy Regarding District Representatives

The Principal has designated Official Class Teachers as the individuals who will serve as the Case Managers and District Representatives for Annual Review IEP Meetings held at our school.     
          
According to the Standard Operating Procedure Manual (SOPM – retrieved 8/2/19 - p. 42-45), the District Representative has the following responsibilities: 

- Serving as the chairperson of the meeting;
- Facilitating open discussion among all participants regarding issues related to eligibility for services and development of IEP recommendations;
- Ensuring that the parent is a meaningful participant in the IEP process and encouraging the parent to discuss 
observations, opinions, and/or concerns about the student’s education;
- Providing information regarding the continuum of services including supports and services, including those  
currently and potentially available in the student’s current school and those available in other schools in the district;
- Explaining that the law requires students with disabilities to be educated with nondisabled students to the maximum extent appropriate and that the team must consider whether the student can make satisfactory 
progress in the general education setting with supplementary aids and services before recommending other programs;
- Ensuring that all potentially appropriate program and service options are considered, regardless of the programs and services currently provided in a school;
- Ensuring that the student’s IEP includes the supports, services, and accommodations s/he needs to meet his/her IEP goals and provides the student the opportunity to progress in the grade level curriculum and on 
New York State and district assessments to the extent appropriate;
- Working to build consensus among the IEP team members on all issues;
- In the event that consensus cannot be reached regarding the IEP recommendations for a student who is already receiving special education services, determining the IEP recommendations and ensuring that the parent is fully informed of his/her due process rights and that the IEP reflects the disagreement in the “Other Options Considered” section (Summary Page) and in the relevant “Student Needs That Are of Concern to the Parent” section(s) of the Present Levels of Performance.

	District Representatives are expected to be familiar with 
the Continuum of Services available in New York Public Schools.

	For more information see the Q & A at: 
https://www.p12.nysed.gov/specialed/publications/policy/schoolagecontinuum-revNov13.htm





5) Notice of IEP (Part 3)  The Teacher edits the Notice of IEP to enter the meeting date, time, and IEP Team membership.
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	*Reminder to Teachers*  It is very important to remember to invite ALL the students RSPs to the meeting! You’ll know who those RSPs are by double-checking the Recommended Services on the previous IEP.  *NEW* If a Less Restrictive Environment (LRE) is being considered, invite the SAT School Psychologist & she will let you know if she plans to attend. 
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7) Notice of IEP (Part 4)
7a) The Teacher prints the Notice of IEP.
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                       * REMINDER* When asked: “Record sending letter and event?” ALWAYS click “Okay.”

7b)  
	Confirm that the Notice has been “Finalized”:
[image: status]







7) Notice of IEP (Part 4 cont.)


	              7c) Exiting Notice of IEP Meeting 

[image: ]

          7d) The Teacher should send home the following by mail or student book bag (whichever
                 the parent / guardian prefers) : Notice of IEP Meeting, Level 1 Vocational Assessment - Parent  
                 Version and Consent to Invite Outside Agency and, when appropriate, information on having the IEP  
                  translated to the family’s home language. (See following page for more information on IEP  
                  translations.)





*Reminder*

Be sure to let the Payroll Secretary know about the meeting one day in advance to ensure that you do not get coverage for the period when the meeting is to be held.
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District 75 has been invited to participate in a program where parents who are speakers of Arabic, Bengali, Chinese, French, Haitian Creole, Korean, Russian, Spanish or Urdu can request that their children’s IEPs be translated into their native language.




To facilitate this process we will follow these steps:
1) Before sending home the Notice of IEP, check the Demographics page of the student’s SESIS Profile.
2) If the Home Language is one of the nine DOE covered languages listed above, print the Letter to Parent in that language. *
3) Enclose the Letter to Parent in the same envelope as the Notice of IEP that you send home.
4) When the parent attends the meeting ask if she or he has gone online and requested a translation of the IEP.
5) If not, offer the parent another opportunity to do so and guide him or her though the process on your computer. 
6) When the family indicates that they would like the IEP translated, check the appropriate box on the Request to Review / Finalize IEP Form.           
    
* Student Qualification for IEP Translation is also noted on the 
“IEPs Coming Due” lists that the IEP Compliance Team send out each month.

7.1) Requesting Opening of Draft IEP
***Please follow the school’s established process for opening IEPs! Failure to follow this process was the source of many problems the past five years.*** [image: Macintosh HD:Users:admin:Desktop:red flag.png][image: Macintosh HD:Users:admin:Desktop:red flag.png]
 In most cases the IEP Coordinator opens the Notice of IEP and the Official Class Teacher completes it, prints it, sends it home (or emails it IF we have signed/e-signed permission) and notifies the IEP Coord. The IEP Coordinator then opens the draft IEP. If anyone else opens the Notice of IEP and/or the draft IEP they MUST email the IEP Coord.!  Failure to notify the IEP Coordinator will likely result in required components not being entered in the Draft.
After carefully reviewing the student’s current IEP, the Official Class Teacher should email the IEP Coordinator a request to open a draft IEP. That emailed request must include the following information:

	[image: ]
	2023-2024 Form

Request to OPEN Draft IEP 


1) Student Name & OSIS:            Official Class:          
2) Student Gender:   ___________ 
3) Do you wish student specific sentence starters to be emailed to your team? ___ Yes ___ No                            
4) Which Periodic Assessments (REQUIED 2x per year) will be listed in the Evaluation Results?  
___ MAP Growth Reading (req. for all Mission Students)    ___ SANDI Reading (req. for all Alt. Students)
___ MAP Growth Math (req. for all Mission Students)         ___ SANDI Math (req. for all Alt. Students)
5) How does the student get to school?    ___ Metro/Walk        ___ Yellow Bus    
   (If Yellow Bus, is Travel Training / Independent Travel being considered?  ___ Yes ___ No  ____ N/A)      
6) Is family entitled to translation of IEP (see Column 7 in IEPs Coming Due List)   ___ Yes ___ No
     If yes, in which language should the IEP be translated into? ______________
7) Consult the List of IEPs Coming Due (Column 8) and the student’s current IEP & indicate which of the following Related Services (incl. Counseling) are mandated for the student?                          
      Related Service:___________________ Related Service Provider’s Name ___________________
8) Does the last finalized IEP (i.e. current IEP) indicate need for a Behavior Intervention Plan (BIP)? 
      ___ Yes, and the recommendation is to continue the BIP.  
      ___ Yes, but the recommendation will be to discontinue the BIP.          
      ___ No, but the recommendation will be to conduct a Functional Behavior Assessment (FBA)
      ___ No, the student does not need a BIP.                                 
9) Does the student have a 1:1 para according to the last finalized IEP (i.e. current IEP)? ___ Yes ___ No                                             
 If yes, indicate all that apply:  ____ Behavior Support    ___ Health ___ Alternate Placement (Language Translation) ___ Transportation 
                                                                            
10) Who is the student’s PE Teacher? _____________   
11) Does the student take Yoga as a class here at school?      ___ yes ___ no                            
12) Does the student have an Independent Schedule/Program?      ___ yes ___ no                         
13) Other concerns the IEP Compliance Team should be aware of?  ____________________________

RECAP: The Process for Opening an Annual Review

IEP teams are STRONGLY ADVISED to adhere to the following protocol for opening IEPs:

	a) IEP Coordinator opens Notice of IEP and notifies team via email


	b) Official Class Teacher, in consultation with the Student, Family, other Teachers and ALL Related Service Providers who work with the student, sets the date and time for the meeting at least 2 weeks prior to the Compliance Date


	c) Class Teacher completes, finalizes, prints and sends home the Notice of IEP (even if parent was notified about the meeting by phone!) 


	d) Class Teacher emails Request to Open Draft IEP to the IEP Coordinator 


	e) IEP Compliance Team opens a PE Report (& Dance Report if applicable), opens Draft IEP, enters his sections, notifies the teams via email that the Draft IEP is open and attaches a document containing student specific sentence starters (if requested). IEP Compliance Team coordinates sending home Procedural Safeguards (email, mail, student book bag or provided at meeting)


	f) IEP Team begins developing the Annual Review IEP




NOTE:  IF you decide to work outside this protocol and open documents on your own you still MUST notify the IEP Coordinator once the Notice has been finalized. NEVER open a draft IEP unless the Notice has been finalized.
7) Invitations
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	8a) The Teacher must formally invite the student to the Annual Review meeting and must enter the DATE on which the Invitation is given to the student.  The student must SIGN and DATE the Student Invitation indicating whether or not they plan to attend.  
If the Invitation is missing: the date of meeting, date invitation given to student, date signed or student’s signature/mark, the IEP will not pass State Performance Plan -  Indicator 13 (SPP-13) and State Ed considers the IEP to be out of compliance.
If the student declines the invitation, periodically re-extend the invitation up until the date and time of the meeting.   

The Student Invitation does not get sent home.  This invitation must be scanned and uploaded into SESIS with the Label/Comment “Student Invitation.” The other option is to use the Label / Comment “Invitations” but only if also uploading the Student Invitation, Consent to Invite Outside Agency AND Agency Direct Invitation together.  

Students have a right to attend their IEP meetings. Therefore, Annual Review and Triennial/Reeval meetings should not be scheduled for or held at the end of the school day when students are on their way home. 
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8) Invitations (cont.)
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Don’t Forget to Set an Extra Plate: Inviting an Outside Agency to the IEP Meeting

8b) Outside agencies can provide invaluable services to our transitioning students and their families. Their participation in the IEP process should be actively sought. When a “Consent to Invite Outside Agency” is returned (even if the parents do not wish to invite an agency), the Teacher should keep it on file as this will eventually have to be faxed in to SESIS. If the parents/guardians checked the “yes” box giving consent, the Teacher should then fill out an “Outside Agency Direct Invitation” and make a copy (also to be faxed in at a later date), and mail the original to the agency. The Teacher should also call a representative of the agency to let them know to expect the invitation.





       * NOTE *  If no agency is represented at the Annual Review meeting, the New York State 
         Department of Education’s expectation is that the subject will be brought up during the   
         meeting. The Counselor should take the lead in providing the family with the names and
         contact information of at least three outside agencies that could assist the student in the
         transition process.  A notation about this discussion that lists the three agencies should be 
         made in the Academic Achievement section of the Present Levels.


	 
9) ***Reviewing the Student’s Previous IEP***: Remember that when you list the student’s previous IEP in the 
     Evaluation Results you are affirming that you completed this step. Also note that when the IEP Coordinator 
     completes a Prior Written Notice (PWN) he lists the student’s previous IEP as a “record or report used in the 
     decision to propose or refuse (an) action.” 
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Prior to developing a new Annual Review IEP, the members of the IEP Team must review the student’s previous IEP (i.e. the student’s current functioning IEP). The Teacher, Counselor and other Related Service Providers should ask the following questions:
  -  In what ways is the student still the same as described in the Present Levels?
  -  In what ways has the student grown since those Present Levels descriptions were written?
  -  Have any of the Student Needs Relating to Special Factors (e.g. English proficiency level, 
     need for a BIP, need for communication device, etc.) changed?
  -  Has the student mastered her or his Annual Goals?
  -  Have the student’s PostSecondary Goals changed? How can they be refined or expanded?
     In what ways have his or her Transition Needs changed? 
  -  Are the Recommended Special Education Programs/Service still appropriate?
  -  Are the student’s Testing Accommodations appropriate?
  -  What is the student’s Participation in State and District-Wide Assessment? Standardized? 
      Alternate? Don’t assume that you know the answer!
  -  What is the student’s English Language Learner status? Does it match the student’s SESIS 
      profile?
  -  How can the students Participation with Students without Disabilities be increased?
  -  If the Special Transportation page indicates that the student is on yellow bus, can Travel 
     Training be recommended for the student at this time?
  -  Has the Instructional/Functional Level for Reading and Math increased since last reported on 
     the Summary Page? Should any of the Placement Options that were considered  
     and rejected last year be reconsidered for this Annual Review?






	10) Level 1 Vocational Assessments and Learning Style Assessment: 
  Level 1 Vocational Assessments are mandatory.  In addition to the Parent version, there are Teacher and 
 Student versions of the Level 1 that must be completed and faxed into SESIS.  There is also an optional 
 version for Paraprofessionals. These assessments yield important information for use in completing the Present  
 Levels, the PostSec Goals, the Coordinated Set and Annual Goals. Make sure that the student’s name and date of assessment are filled in!   Counselors are responsible for conducting the Level 1s with their students by the second counseling session in September (or by second counseling session after student’s enrollment at 754X). For Annual 
Reviews held from January (i.e. IEPs with February Compliance Dates) through June, the Counselor is to 
review and update the Level 1 with the student within one week of the opening of the IEP. The Teachers will work with those students for whom it has been determined that a counseling mandate is not required. The Counselor must give (or immediately fax) a copy of the Student Level 1 to the Teacher in exchange for a completed Teacher Level 1 and Parent Level 1 (if returned). Teacher Level 1’s are also due within one week of the IEP draft being opened. Teachers also need to conduct a Learning Style Assessment such as The VARK (www.vark-learn.com) or 
Student Learning Style Survey. This is needed because Teachers need supporting evidence when they report on the student’s learning style in the Present Levels. 
  


	
	Level One Vocational Assessments Are Mandatory!!!
Level I Voc Assessments give us multiple perspective insight into our students’ interests, strengths and hopes for the future, not only in terms of employment, but also home living and recreation. The chart to the right shows how a Level 1 is essential to the development on an IEP. The Student and Teacher Level 1 Voc Assessments must be completed PRIOR to developing any section of the IEP.  If there is no other option other than to have the parent / guardian complete the Level 1 at the actual Annual Review meeting, be sure to go back and incorporate their input into the Present Levels of Performance and other parts of the IEP that need parental input.  
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Remember: A Quality Transition-Focused IEP Is Dependent Upon
Information-Rich Level 1 Vocational Assessments!!!

The Assistant Principal’s Role in the IEP Process
	- As was mentioned earlier, an AP may request that a new Annual Review be opened or current Annual Review re-opened as Amendment / Reconvene at any time, regardless of the Compliance Date.

- If the IEP Coordinator recommends that changes be made to the IEP document, but one or more team members disagree with the recommendations, they should discuss the matter with their AP. The AP will review the section(s) in question and decide if the changes have to be made or not.

- APs are also to be cc’d on all emails regarding IEPs that are coming due and are overdue. 

- 754X Administrators will continue to conduct random quality assurance checks on both draft and finalized IEPs. Be sure to email you AP once the Draft IEP is complete (two weeks before the meeting & one month before the Compliance Date)
—& cc the IEP Coord.

- D75 policy is that the Periodic Assessment for Alternate students is SANDI. If you wish to supplement it with MAP, speak to your AP. 
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11) Physical Education Teacher’s / Yoga Teacher’s Progress Report* (Present Levels) 

The Physical Education Teachers and Yoga Teacher will complete this form within SESIS itself.
*This report does not generate automatically!!!  The IEP Coord. opens it manually. He does not know to open it if you have not followed the protocols outlined on page 25 or emailed him asking him to open it.
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The Physical Education Teacher’s / Yoga Teacher’s Report provides the IEP Team with much valuable information not only about the students’ Levels of Physical Development, but the students’ Levels of Social / Emotional as well. Be sure to reference these reports in the Present Levels
 


12) Cluster Teacher’s Progress Report (Present Levels)

In most cases, Cluster Teacher Present Levels Reports are recommended but not required for Annual Review IEPs.  A notable exception is when a student is being recommended for a change to a Less Restrictive Environment (LRE) or a More Restrictive Environment (MRE).  When the School Assessment Team (SAT) is conducting a Mandatory Triennial, they may ask the Cluster Teachers for a Progress Report (Present Levels).  Contact the IEP Coordinator for more information on how to complete this document in SESIS.


13) Related Service Provider’s Progress Report:

Any time a mandated Related Service is going to be terminated, that Related Service Provider must first complete a Progress Report in SESIS and consult with the AP and the other members of the IEP Team.

Also, when the School Assessment Team (SAT) is conducting a Mandatory Triennial, they may ask the Related Service Providers for a Progress Report. Contact the IEP Coordinator for more information on how to complete this document in SESIS.
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Annual Review IEPs at 754X
Part III: Developing the Draft Annual Review
[image: Macintosh HD:Users:admin:Desktop:Screen shot 2017-07-20 at 9.23.09 AM.png]

	While there are few regulations regarding the order in which the sections of the IEP must be completed, the order* in which they are presented in this manual is the order most recommended.  
     - Cover Page (1st section of IEP)                                                         - Coordinated Set of Transition Activities (10th  section)                                                             
     - Present Levels of Performance (2nd section)                                 - Reporting Progress to Parents (6th Section)
     - Measureable Annual Goals (5th Section)                                       - Particip in State & District Assment (11th section)                               
     - Testing Accommodations (9th section)                                                                 - Special Transportation/Placement (13th Section
        -  Compensatory Services                                                                                          - Twelve Month Service (8th Section)   
        - Participation w/ Stdnts w/o Disabilites (12th Section)                               - Summary Page  (14th Section)   
     - Student Needs Related to Special Factors (3rd section)                           - Conference Attendance Page (15th Section)   
     - Recommended Special Ed. Programs/Services (7th section) 
     - Measurable PostSecondary Goals (4th section) 
 

	* The two exceptions to this rule of thumb are that a) Counselors must enter the student’s PostSec  
    Goals as soon as they have guided the student through the Level 1 Voc. and b) Teachers and all 
    RSPs must complete the Present Levels (and Transition Needs (Teachers)) and Annual Goals (NEW!!!)    
    prior to developing the rest of the IEP. This is because all programs, services, goals and activities must 
    be DRIVEN BY THE STUDENT’S NEEDS! 
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Flowchart Showing How Certain Parts of an IEP Inform Other Parts


[image: NO NAME:Screen Shot 2016-07-20 at 11.02.21 AM.png]


IEP Coordinator’s Responsibilities in
Developing the Draft IEP


The IEP Coordinator is the party primarily responsible for completing the:
  
a) Cover Page (except the date, which is entered by the Teacher/Case Manager on the day of the meeting,
          just prior to printing the Conference Attendance Page). 
DO NOT FILL IN DATE OF MEETING IN ADVANCE OF THE MEETING
b) Student Needs Related to Special Factors page (except for a) the BIP justification which, if   
          needed, is completed by the Counselor and b) the sections related to devices for Speech and Hearing. )
c) Reporting Progress to Parents page (by entering “November, March, June, (August if applicable) 
& before new IEP is developed”)    
     d)  12 Month Services/Program page
     e)  Participation in State & District Wide-Assessment page 
     f)  Participation w/ Students w/o Disabilities (requires Teacher / RSP elaboration)
     g)  Special Trans/ Placement Recommendation (Teacher must confirm the Transportation & Placement info)
     h)  Promotional Criteria section of the Summary Page (Teacher enters everything else)
                        
The IEP Coordinator is responsible for notifying the Teacher, Counselor, & Asst. Principal via email that IEP Draft is open. 


*NOTE*  The IEP Team must review and ensure the accuracy of ALL of the above prior to the meeting, paying particular attention to: b, e, f and g. 
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“COMPLETE OR DELETE!”

You are not required to use the “sentence starters” that the IEP Coordinator emails you.
But if you do employ them, you must remove anything that you don’t utilize!





	15) Cover Page (1st section of IEP):  
     
    The IEP Coordinator completes the Cover Page, with the exception of the Date of IEP. 
After the Annual Review is held the Teacher enters the EXACT DATE that the meeting is held  [image: Macintosh HD:Users:admin:Desktop:red flag.png][image: Macintosh HD:Users:admin:Desktop:red flag.png]
NOT the date you were planning to hold it.* The date you enter here populates the date on the Summary and Conference Attendance Pages.
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* With SESIS, or the Internet itself, being “down” always a distinct possibility, best practice dictates printing
   the entire IEP (stamped DRAFT), including the Conference Attendance Page, a day or two before the meeting. 
   But if the date of the meeting changes be sure to update the Cover Page!

	
Something to think about  . . . 

If the Present Levels of Performance are supposed to be written thoughtfully and with great care, why would we ever want to refer to them as “The PLOP???”  If we need a shorthand way to refer to them, isn’t it just as easy to say “Present Levels” or write 
“Pres. Levs.?”
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Teachers & RSPs must complete the Pres. Levels (and Transition Needs (Teachers)) prior to developing the rest of the IEP. [image: Macintosh HD:Users:admin:Desktop:red flag.png][image: Macintosh HD:Users:admin:Desktop:red flag.png]This is because all programs, services, goals and activities must be NEEDS DRIVEN!

REMINDER: If you promise an Annual Goal or Transition Activity you must deliver on the promise in the Annual Goals or Coordinated Set!

	16) Present Levels of Performance (2nd section of IEP):
        The Student and Parent / Guardian the are the central members of the IEP team their voices must be prominent
        in the Present Levels with statements such as: “Jaime says that…”, “ Angela’s mother reports that”, etc.  Indirect 
        quotations are acceptable, but direct quotations are much stronger!

Responsibilities of IEP Team Members for Present Levels

Evaluation Results: information entered by the Official Class Teacher

Academic Achievement: information entered by the Official Class Teacher, with input from All Teachers on the student’s program and the Parent / Guardian and the Student.
                                                   
Social Development: information entered by the Counselor, with input from All Teachers on the student’s program, other
Related Service Providers (as appropriate) and the Parent / Guardian and the Student.
         
Physical Development: information entered by the Teacher, with input from the P.E., Teacher, Dance Teacher, other Related Service Providers (as appropriate) and the Parent / Guardian and the Student.   
                           
Management Needs: Behavioral Management Needs are entered by Counselor and Academic Management Needs are entered by the Official Class Teacher. Additional input from All Teachers the student sees, other Related Service Providers (as appropriate) and the Parent / Guardian and the Student is encouraged.
                                              
Effect of Stud. Needs on Invlvmnt in Gen Ed Curric: suggested by IEP Coord w/ specific individualized input & examples from All Teachers who have that student in class. Be sure to document that a Gen Ed placement was considered first!





Please consider writing out all Present Levels Statements in bullet format!!!
PRESENT LEVELS OF PERFORMANCE AND INDIVIDUAL NEEDS CONSIDERATIONS

Present Level Statements should answer these questions:

- What are the student’s unique needs that result from his or her disability?

- What is it that the student can and cannot do at this time?

- What are the student’s strengths in this area?

- How do these needs affect the student’s participation and progress in the general curriculum and participation in 
  age-appropriate activities?

- What are the parents’ concerns for the education of their child?

- What instructional and/or behavioral supports or services have been effective or not effective in addressing the 
   need area in the past year?

- What accommodations and/or program modifications or supplementary aids and services have been effective or 
   not effective in addressing the need area in the past year?

- What instructional supports and services will likely be supported and used by the student?


Source: Guide to Quality Individualized Education Program Development and Implementation — http://www.p12.nysed.gov/specialed/publications/iepguidance.htm





PRESENT LEVELS OF PERFORMANCE AND INDIVIDUAL NEEDS STATEMENTS

QUALITY INDICATORS:

- Reflect individual-need determinations. 

- Provide instructionally relevant information about the student. 

- Identify how the student is progressing towards the State learning standards. 

- Are descriptive and specific. 

- Provide the basis for annual goals and direction for provision of appropriate educational programs and 
   services.

- Are written in such a way that parents, professionals and paraprofessionals can understand. 

- Are based on the results of the individual evaluation. 

- Reflect the priorities and concerns of the parents for the education of their child. 

- Reflect transition service needs.

- Identify where the student is now functioning so it is clear what it is he/she has to learn next and what 
   supports and services he/she needs to get there. 

- Identify what impact the student’s disability is having on his or her ability to participate and progress in 
  age appropriate activities or in the same curriculum as nondisabled peers.

District 75 Office of Transition Services/Adapted from the Guide to Quality Individualized Education Program (IEP) Development and Implementation http://www.p12.nysed.gov/specialed/publications/iepguidance/IEPguideDec2010.pdf
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	16) Present Levels of Performance (2nd Section of IEP): 
   16a) Evaluation Results - Official Class Teacher completes this section. Use most current information available.
           For Alternate Assessment Students:
[image: ../../Screen%20Shot%202022-08-02%20at%201.25.21%20PM.png]

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

The last sentence of Eval Results should state something along the lines of:
Teachers on the IEP Team arrived at the grade levels reported on the Summary Page by gauging _________’s skill sets relative to the grade level benchmarks outlined in the NYS Next Generation Learning Standards.  

On (DATE), an appraisal of the benchmarks __________ has met suggest a _______ grade level for Reading. On (DATE), an appraisal of the benchmarks __________ has met suggest a _______ grade level for Mathematics.
16) Present Levels of Performance (2nd Section of IEP): 
16a) Evaluation Results - Official Class Teacher completes this section. Use most current information available.
 Alternate Assessment Students (CONTINUED):Reporting NYSAA Scores for Alt. Assessment Students:
Alternate teachers should ask the Pupil Accounting Secretary (Ms. Vargas) for a Testing History.  If Spring 2023 NYSAA scores are available they should be reported in the Eval Results along with the following explanations as appropriate: 

Once the NYSAA Scores from Spring 2023 are available, the IEP Compliance Team will upload them in SESIS.
The IEP Compliance Team also will report student performance on NYSAA in the Evaluation Results.
If the student did not take NYSAA in Spring 2023, or scores are not yet available, be sure to DELETE the sentence starters that refer to it!   
 NYSAA Eligibility (from  https://www.p12.nysed.gov/specialed/publications/documents/2019-nysaa-policy-brief.pdf)
How is a student determined eligible to participate in NYSAA? 
The committee on special education (CSE) is responsible for determining whether a student is eligible to participate in NYSAA. At each annual review meeting, the CSE must determine on an individual basis whether the student will participate in: 
the State’s general assessment with or without accommodations;  the State’s alternate assessment with or without accommodations; or a combination of the State’s general assessment for some content areas and the State’s alternate assessment for other content areas. The CSE must ensure that decisions regarding participation in the State testing program are not based exclusively on category of disability, language differences, excessive or extended absences, cultural or environmental factors, previous low academic achievement, or previous need for accommodations to participate in State or district-wide assessments. Only students with severe cognitive disabilities are eligible for the NYSAA.
The CSE must determine annually whether a student with a severe cognitive disability is eligible to take the NYSAA based on the following criteria: the student has a severe cognitive disability and significant deficits in communication/language and significant deficits in adaptive behavior; AND the student requires a highly specialized educational program that facilitates the acquisition, application, and transfer of skills across natural environments (home, school, community, and/or workplace); AND the student requires educational support systems, such as assistive technology, personal care services, health/medical services, or behavioral intervention.
What do parents need to know about their child’s participation in NYSAA?
if the CSE determines that a student will participate in NYSAA, the student’s parents must be clearly informed that their child’s performance will be measured based on alternate achievement standards that are reduced in depth, breadth and complexity and do not meet the expectations necessary to earn a regular high school diploma (i.e., local or Regents diploma) in NYS. In addition, parents must be informed that in order to earn a diploma in NYS, students must earn required course credits and take required Regents examinations and that their child will not be able to earn a NYS high school diploma if they continue to participate in NYSAA in one or more subjects in high school.                           See Page 92.
16) Present Levels of Performance (2nd Section of IEP): 
16a) Evaluation Results - Official Class Teacher completes this section. Use the most current information available.
For Standardized Assessment Students:  
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************************************************************************************************************
The last sentence of Eval Results should state something along the lines of:
Teachers on the IEP Team arrived at the grade levels reported on the Summary Page by extrapolating from the results of ________’s MAP Growth assessment.   On (DATE), ________’s results on MAP Growth suggested a ___ grade level in Reading.  On (DATE), ________’s results on MAP Growth suggested a __ grade level in Mathematics.  
OR
Teachers on the IEP Team arrived at the grade levels reported on the Summary Page by gauging _________’s skills sets relative to the grade level benchmarks outlined in the NYS Next Generation Learning Standards.  

On (DATE), an appraisal of the benchmarks __________ has met suggest a _______ grade level for Reading. On (DATE), an appraisal of the benchmarks __________ has met suggest a _______ grade level for Mathematics.
16) Present Levels of Performance (2nd Section of IEP) (cont.): 
         16b.1) Academic Achievement, Functional Performance and Learning Characteristics: Levels of Knowledge
                  and Development in Subject and Skill Areas  – Official Class Teacher, with Other Teachers input as 
                  requested, completes this section. 
                       - To make the IEP document easier for the students (when possible), parents and your colleagues on the IEP Team to read we are 
                          continuing to recommend use of a bullet format of presentation in the Present Levels.  
· The IEP Coordinator will email sentence starters.
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COMPLETE OR DELETE!
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
NEW  After the list of the names and roles of the people who attended the IEP Meeting, there should be statement indicating that primary foci of the IEP are 1) progress and participation in the General Education Curriculum and 2) transition to postsecondary education/training, employment and independent living. 

16) Present Levels of Performance (2nd Section of IEP) (cont.): 

NEW  
STUDENT SELF-DESCRIBED CRITERIA FOR SUCCESS
The first sentence in Eval Results should be a statement about how the student defines future success for herself or himself.  For example: “In the future, I will feel successful when _____________________________.”   


NEW  
CRITERIA FOR MOVE TO LESS RESTRICTIVE ENVIRONMENT (LRE)
The Academic Achievement and Social Development sections of the Present Levels should contain list of 
of individually developed criteria that a student must meet in order to move to a Less Restrictive Environment for the following categories of students:
                          - Students with an 8:1:1 ratio
                          - Students with a 1:1 Behavior Support Paraprofessional
                          - Standardized students 17 years of age or older
                          - Any student that staff feel could be ready for an LRE in the next school year.
                  
NEW   
WHEN A STUDENT’S HOME LANGUAGE IS A LANGUAGE OTHER THAN ENGLISH
When a student’s Home Language is a language other than English, the Present Levels must contain
specific statements about the student’s abilities to understand and use that Home Language! As per the NYCDOE IEP Survey:
- “the IEP requires information about both the student’s home language as well as English . . . The Present Levels must include specific and detailed information about a student’s reading (and writing, speaking?) skills in both their home language and English.”  
- The Present Levels should include “statements regarding the student’s use of their home language(s) and current state of English language acquisition.” 
- The Present Levels should include “input from bilingual/ENL teachers and/or clinicians.”  Input can also be solicited from paraprofessionals that speak that language as well as from the student’s parent(s)/family. 

16) Present Levels of Performance (2nd Section of IEP) (cont.):
         16b.2) Student Strengths, Preferences and Interests  – Official Class Teacher completes this section,
                     with relevant input from Other Teachers and the Related Service Providers as needed.  
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COMPLETE OR DELETE!

AND REMEMBER! All Teacher and Related Service Provider statements must be objective and must cite concrete examples!



16) Present Levels of Performance (2nd Section of IEP) (cont.): 

         16b.3) Academic, Developmental & Functional NEEDS of the Student  – 
[image: NO NAME:needs1.png]

COMPLETE OR DELETE!



SEE NEXT PAGE FOR ENLARGEMENT

Enlargement of Detail from Previous Page
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	16) Present Levels of Performance: (cont.)

      16d) Social Development: 
              The Counselor will take the lead on developing this section, with input from the Teachers, other 
               Related Service Providers and Parents. 
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“COMPLETE OR DELETE!”






	16) Present Levels of Performance: (cont.)
      16e) Physical Development:
               The Teacher should reference the “Physical Education and Dance Teacher Present Levels Report” 
               (see page 32) that has been entered into SESIS when completing this section. If the 
               student is seen by an  Occupational Therapist or Physical Therapist, these Related Service Providers 
               will add to this section. If the student is seen by the School Nurse (e.g. for medication, blood pressure 
               check, etc.), the Teacher should consult with him or her.
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	16) Present Levels of Performance: (cont.)
     16f) Management Needs:  These “Needs” are NOT the things that the student must learn/master (those are 
             covered earlier in the Academic, Developmental and Functional Needs of the Student and Social 
             Development Needs of the Student).  For this section, it is useful to think of “Needs” as the “Supports” 
             that staff must provide for the student to be successful at this time.

               The Counselor and Teacher should collaborate on this section.  Do not write N/A or leave blank! 
               Be sure to address both Behavioral (Counselor) and Academic (Teacher) Management Needs.

[image: ]
See page 93 for more information on alignment between Management Needs and Testing Accommodations!



*NEW*   The Academic Management Needs section requires a statement indicating that Assistive Technology (AT) was considered for the student and a statement as to why AT is, or is not, being recommended for the student.

16) Present Levels of Performance: (cont.)
	     16g) Effect of Student Needs on Involvement and Progress in the General Education Curriculum. 
             *Notes* - General Education MUST be considered for EVERY student even though, in most cases 
                              at our school, it will most likely be rejected. A reason for that rejection must be given. 
                           - The Teacher is responsible for individualizing “The Effect Statement” 
[image: Macintosh HD:Users:admin:Desktop:ejit1.png]
Additional Comment for Students with Related Services:
The Related Service of ___will support the student in accessing, progressing and participating in the Gen Ed curriculum by: ________
The Related Service of ___will support the student in accessing, progressing and participating in the Gen Ed curriculum by: ________
The Related Service of ___will support the student in accessing, progressing and participating in the Gen Ed curriculum by: ________

Additional Comment for Alternate Students:
[image: ]
Additional Comment for Standardized Students:
[image: Macintosh HD:Users:admin:Desktop:standard ejit.png]
Do not use any of the above statements for SETSS students, instead use:
[image: Macintosh HD:Users:admin:Desktop:SETSS ejit.png]
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· Considering Gen Ed - “The Effect Statement” on the Present Levels page must note that General Education was considered and state why it was (presumably) rejected as a placement.  In the Other Options Considered section of the Summary Page  select at least three of the options offered including: General Education (required), at least one other placement less restrictive than the placement recommended in the IEP and at least one other placement more restrictive than the placement recommended in the IEP.
16) Present Levels of Performance: (cont.)
16h) Least Restrictive Environment: Procedural Checklist:    
         The Teacher/District Rep must complete and sign this document after the team has completed the Present 
         Levels but before* you complete the Recommended Special Education Programs and Services page. In
         our school (with the exception of SETSS students) the answer to question 1 will always be “No”, thus 
         requiring that Section B be completed for all (non-SETSS) students. This form must be scanned and uploaded 
         into SESIS as a Document Related to IEP.


[image: Macintosh HD:Users:admin:Desktop:Least Restrictive Environment (LRE) - Procedural Checklist.png]
* As phrasing of statements in Section B seem to contradict this requirement, best practice is to review this form and make the proper adjustments before scanning and uploading into SESIS.



SAMPLE PRESENT LEVEL OF PERFORMANCE STATEMENTS

When you complete the student’s present level of performance and individual need section
of an IEP, you should be able to state: The student’s unique needs that require the student’s educational program to be individualized: We are individualizing this student’s education program because of his unique needs related to his disability in the areas of . . . . (e.g., reading, writing, organization, memory, vision, hearing, problem solving, attention, motor skills).

What the student can and cannot do in each area of identified need: In the area of ___________, we know this student can currently _____________, but cannot ______________. (e.g., in the area of memory, he can remember a two-step sequence, but does not complete activities that involve multiple steps such as "get ready for school.)

The strengths of the student are upon which you can build : He learns best through _____________________ (e.g., pairing auditory with written work; using music to trigger memory; redirection; modeling).

The areas of concern the parents have raised about their child's needs: (e.g., He becomes upset and cries at home when he has to do writing assignments; he is not showing at home any of the language skills teachers report he has achieved in school; he has tantrums in the community).

The environmental, human or material resources the student will need to enable him/her to
benefit from education: (e.g., He will need structure and routine throughout his instructional day; close supervision during transitions; assistance with note taking; adaptive furniture for motor support; instructional materials in large print formats; a positive reward system for appropriate behavior). 

How the disability affects involvement and progress in the general curriculum, or for
preschool students, how the disability affects participation in age appropriate activities: The present levels of performance must include a description of how a student’s disability affects the student’s involvement in the general curriculum.

District 75 Office of Transition Services/Adapted from the Guide to Quality Individualized Education Program (IEP) Development and Implementation http://www.p12.nysed.gov/specialed/publications/iepguidance/IEPguideDec2010.pdf





	17) Student Needs Relating to Special Factors (3rd Section of IEP): 
       
       17a) The IEP Coordinator will complete this section except for the parts related to FBAs & BIPs.
                The IEP Coordinator will confirm the ESL status of ELL students and will log an Event in
                SESIS if there is a discrepancy between the IEP and the student’s SESIS profile. 
 
        17b) The Counselor enters all information related to FBAs & BIPS. [image: Macintosh HD:Users:admin:Desktop:red flag.png] [image: Macintosh HD:Users:admin:Desktop:red flag.png]
    
[image: ]

        17c) The Speech Teacher and Hearing Teacher are responsible for checking the boxes for communication 
                devices and assistive technology devices for those students who need them.






	A Word on FBAs, BIPs and 1:1 Behavior Support Paraprofessionals…
      
     While all students with a 1:1 Behavior Support Paraprofessionals MUST have a Functional Behavior Analysis 
     (FBA) and Behavior Intervention Plan (BIP), the converse is not necessarily true.  Students without 1:1 Crisis  
     Paras can, and in many cases should, have an FBA and BIP.  In fact, the expectation is that an FBA be given 
     and BIP enacted well before considering something as restrictive as a 1:1 Para.  When an FBA/BIP is being    
     considered for a student for the first time, it is important to first consult the IEP Coordinator and the SAT  
     School Psychologist as the FBA is an assessment and requires parental consent.


   


	18) A) Measurable Annual Goals (5th Section of IEP):

	Keep In Mind . . .  

Relation of Annual Goals to the Standards: The IEP annual goals do not list everything a student is expected to learn in a year and are not a substitute for the general education curriculum.  The IEP therefore, is not intended to identify content area goals.  Instead, annual goals are linked to the learning standards established for all students by reflecting the foundation skills* and/or strategies the student requires to master the content of the curriculum and meet standards established for all students.  They focus on offsetting or reducing the learning or behavioral problems resulting from the student’s disability so that the student can access and progress in the general education curriculum or alternate performance indicators**.  The IEP Team must also write goals that address the student’s individual needs, including needs not necessarily related to the general education curriculum such as behavior and transition, where appropriate.
                                                                                                       ~The Standard Operating Procedures Manual (Feb. 2009)~
*(e.g. reading, writing, listening, computation, etc.)
** Subsequently replaced by the Next Generation Learning Standards




	Don’t Forget . . .
 
All Annual Goals must be written as SMART goals:
	Specific 



Measurable 
 

Achievable 



Relevant 



Time-bound* 
	Annual Goals should describe exactly what the students will do (e.g., “will decode”, “will write”, “will multiply”, etc. ) Avoid broad and vague expressions (e.g., "will improve", "will increase", "will decrease").

Annual Goals should describe the student’s action as observable and reportable (with tangible evidence). 

Annual Goals should express the high expectations we have for our students,  yet they must also be realistic considering the students’ Present Levels 

Annual Goals should be contextualized, to the greatest extent possible, in relation to the Post-secondary Goals / Transition Needs, with particular attention paid to concerns expressed by the students and their parents. 

Annual Goals address a student’s current needs and progress is measured on a regular basis. 








* While we no longer write “Within one year,” a one year time frame is implied in the term Annual Goal. Also, there is a timeframe 
    embedded in the criteria and schedule aspects of the goal.  
18) Measurable Annual Goals (cont.):
	18a.1) For ALL students:
              Each student must, at minimum, have: 
                     1 Literacy-based goal (Aligned w/ Need(s) outlined in Present Levels; developed by ELA and/or* Social Studies 
                                                                            Teacher(s) in consultation with all other Teachers; progress measured and reported to Parents 
                                                                            formally by ELA and/or Social Studies Teachers, and informally by all others)                                                                  
 
                    1 Numeracy-based goal (Aligned w/ Need(s) outlined in Present Levels; developed by Math and/or* Science Teachers  
                                                                              in consultation with all other Teachers; progress measured and reported to Parents formally
                                                                              by Math and/or Science Teachers, and informally by all others)                                                                  

* Clarification: Presumably, when the Official Class Teacher is also the ELA or Social Studies Teacher, s/he will take primary responsibility for  
    the Literacy-based goal. Likewise, when the Official Class Teacher is also the Math or Science Teacher, s/he will take primary responsibility 
    for the Numeracy-based goal. Primary responsibility for the other goal(s) should be decided at team meetings. If the team cannot reach an 
    agreement on this, the Official Class Teacher should consult with the AP via email, cc-ing the school team members and the IEP Coordinator. 

                         
                    1 Transition Skills goal (Aligned w/ Need(s) outlined in Present Levels and Transition Needs; developed by Official Class 
                                                                              Teacher in consultation with all other teachers; measured by Student Conferencing and  
                                                                              Transition teachers formally, and informally by all others)
                                                                              A Transition Goal is required for both Alternate and Standardized Students 
                    
                    1 Related Service goal for each service received (Developed, measured and progress reported to parents by RSPs)

REMINDER   1 Replacement Behavior Goal if the student has a BIP.  It must be separate from the Counseling 
                                                                        Goal and should be a restatement of the Replacement Behavior from 
                                                                        the BIP/FBA. 

         18a.2) Additional Annual Goals may be required depending on Academy / Cluster requirements or parent /
                    student request.   
CLARIFICATION:
Annual Goals for Alternately Assessed students SHOULD be linked to needs identified by the SANDI Assessment. However, the SANDI Item # SHOULD NOT appear in the goal.



	


HAVE YOU INDENTIFIED YOUR STUDENT’S SPECIFIC NEEDS IN THE PRESENT LEVELS
[image: ]
BEFORE YOU START WRITING 
THE ANNUAL GOALS???




	18) Measurable Annual Goals (cont.):     18b) Adding Annual Goals
[image: Add Goals Keeper]




[image: Macintosh HD:Users:admin:Desktop:red flag.png]For Alternately Assessed Students:  DO NOT LIST SANDI ITEM NUMBERS IN THE GOAL![image: Macintosh HD:Users:admin:Desktop:red flag.png]


	           18c) Entering Annual Goal Details
[image: ]





Reminder on “Method”: State Ed prohibits the use of “Verbal Explanation” and strongly discourages the use of  “Teacher Provider Observations” and “Teacher Made Materials.” Use “Class Activities” with caution and only with the approval of your AP!

[image: ../../Screen%20Shot%202022-08-03%20at%2010.41.39%20AM.png]


	Criteria:  The criteria for mastery of the Annual Goal must be expressed both in terms of “How well does the student need to perform?” (usually expressed as a percentage) AND “How often does the student have to perform that well?” / “How many times does the student have to perform that well?” Criterion like “80% accuracy for 4 of 5 consecutive trials” are seen frequently.  But note that the “How well?” component need not “equal” the “How often?/How many times?” component. For example, criterion like “75% accuracy for 4 of 5 consecutive trials” or “90% accuracy for 3 of 5 consecutive trials” are completely legitimate! The criteria is set by the Teacher’s or Related Service Provider’s professional discretion.

Note: The criteria for goals related to safety, such as street crossing or turning on a stove, must be set   
           for 100% accuracy.



A Best Practice…
It is highly recommended that you make development of your data collection tools part of your goal writing process.  It will help you determine if the goal your write is truly measurable!!!
[image: ]

*** If your student transfers to another class, either during or at the end of the school year, *** 
 be sure to pass your data collection tools on to the next teacher!  
Have your data readily available to share with administrators or monitors/auditors.

Notes on Data Collection Methods
	Teacher Made Materials
	What do these look like? Are we talking about worksheets?  A rubric must be included for evaluation of the student’s performance.


	Standardized Test
	Problematic given how rarely they are given.  Consult w/ AP    before selecting this option.


	Class Activities
	Teacher must create a clear description of the class activity and
maintain clear documentation of the students repeated performance of the activity.

	Portfolio
	A collection of the student’s work with evaluative commentary on the student’s performance. The portfolio must be prefaced with a statement of the Annual Goal. 


	Teacher/Provider Observations
	How will the Observations be documented?  State Ed discourages selection of this method.  Consult w/ AP before selecting this option


	Performance Assessment Task
	A tangible product must be repeatedly produced by the student and evaluation documented by the Teacher.


	Check Lists
	A breakdown of the goal into its component parts.  Depending on the nature of the goal, this may be your best option for a data collection
tool.


	Verbal Explanation
	Not permitted by State Ed!




    You must collect data via every method listed.  Therefore, it is highly advised that you select
     only one or data collection methods.

18) Measurable Annual Goals (cont.):


	        18d) Adding Short Term Objectives (STOs) (for Alternate Assessment students only)

[image: NO NAME:STOs as components.png]


Note on STOs: STOs typically address sub-skills of the larger skill being addressed by the Annual Goal. STOs should be developed by breaking down the larger skill into its component parts. For the most part, this should not be done by creating STOs expressed as percentage of accuracy*.
· On the rare occasion when using percentages is the only option (e.g. an Attendance Goal), you must consult with your AP via email and cc the IEP Coordinator.

		 
[image: Macintosh HD:Users:admin:Desktop:cookiecutterno.jpg]
	Remember . . .

- Annual Goals are needs-driven & each one must clearly address a need identified in the Present Levels*. 

- Annual Goals should be individualized and contextualized to incorporate student interests and preferences particularly in relation to the student’s PostSec Goals.




*IMPORTANT CLARIFICATION:  In many cases, in the Present Levels, we phrase the student’s needs on two levels: an “end goal” of sorts and a prerequisite/access skill that the student must first master in order to move towards achieving that “end goal.”  The Annual Goal you develop should address the prerequisite access skill, NOT the end goal skill!
 
For example, in Maribel’s Present Levels, it states:  Maribel needs to learn how to add coins,
but first she must learn the monetary values of pennies, nickels, dimes & quarters.

   The Annual Goal for Numeracy should NOT be “Mabel will determine the sum of 2 US coins.” 

  The Annual Goal should be something like “Maribel will identify the value of major US coins
                                                                          less than one dollar.” 
   IF Maribel is an Alternate Assessment student, the Short Term Objectives (STOs) could be:
                             STO 1: When given a penny and asked its value, Maribel will say “1 cent.”
                             STO 2: When given a nickel and asked its value, Maribel will say “5 cents.”
                             STO 3: When given a dime and asked its value, Maribel will say “10 cents.”
                             STO 4: When given a quarter and asked its value, Maribel will say “25 cents.”
Recommended Resources for Writing Annual Goals
- The Redmond, Oregon Goal Bank (NYCDOE endorsed. Note that many of the “Goals” might work better as Short Term Objectives)
http://schools.nyc.gov/NR/rdonlyres/CDCCA68D-2E5D-465A-B139-129573EB7683/0/iepgoalbank.pdf
- The Illinois Goal Bank (not NYCDOE endorsed, but still worth a look): http://thegoalbank.com/  



What Annual Goals Are . . . and What They Are Not

Annual Goals:

	 
- ARE individualized for a given student
 
- ARE based on Student Needs identified in the Present  
   Levels.

- ARE developed to promote skills that allow students to   
  access the general education curriculum (i.e.   
  Next Generation Learning Standards)
 
- ARE specific in terms of the access skills to be mastered

	 
- ARE NOT identical to those of other students
 
- ARE NOT based on: “This is what I am teaching   
   this year.”
 
- ARE NOT a verbatim transcription of, nor the   
   rephrasing of, the Standards 


- ARE NOT specific about academic content



Challenges to the Goal Writer:

a) How do you provide individualized goals for students with seemingly identical needs?
    A novel way to do this (and one with respect to student voice!) is to contextualize the Annual Goals in 
    terms of the students personal strengths and interests, as expressed in the Level One Vocational Assessment, in  
    the student’s PostSecondary Goals and at the IEP Conference itself.

b) How do you develop Annual Goals that, on one hand are Standards-based, but at the same time are not a 
    restatement of the Standards and are not specific about academic content?
    A basic rule for writing Annual Goals is that they must be designed so as to give our students the tools to access
    the curriculum. We need to ask: What are the student’s needs that have thus far hindered that access?   
    Annual Goals should develop the Prerequisite or Foundational Skills that the student can utilize  
    and build upon so as to engage with the curriculum meaningfully.




  18) Measurable Annual Goals (cont.):

Note:  Please substitute Next Generation Learning Standards whenever you see Common Core Learning Standards (CCLS).
Standards-Based IEPs from Special Education Field Advisory (June 2014)
James P. DeLorenzo. Assistant Commissioner, New York State Education Department Office of Special Education.


To develop IEPs that are aligned to the standards (sometimes called “Standards-based IEPs), the CSE should take the following steps:

1. Review the content (i.e., the expectations for what the student will learn) as well as how the student will be expected to demonstrate his/her knowledge and skills in the content areas.   

2. Identify the strengths and challenges for the student in relation to those expectations in the present levels of performance section of the IEP. 

3. Identify how a student’s needs are linked to the general curriculum. Identify areas that will have the greatest impact on the student’s progress in the curriculum (e.g., a student's difficulty with visual processing may affect graphing skills required to achieve the math standards).

4. Unpack the standards and identify the goals that the student will be expected to achieve in one year and, when appropriate, short
-term instructional objectives or benchmarks that are the intermediate steps to reach those annual goals. Standard-based goals do not mean that goals and objectives in a student’s IEP are a restatement of a standard or a curriculum goal in a specific content area, but rather they are statements that reflect the necessary learning that will lead to attainment of the standards. Goals should be chosen to accelerate a student’s ability to progress in the general education curriculum. 

5. Identify the special education services, including the adaptations, accommodations, or modifications to the general curriculum, and/or instructional environment and materials, as needed by the student to reach those standards. The State’s Next Genertion Learning Standards (CCLS), available at http://www.nysed.gov/next-generation-learning-standards, are statements of what students are expected to know or be able to do in each content area (such as reading, math) and at each grade level. The Career Development and Occupational Studies (CDOS) Learning Standards (http://www.p12.nysed.gov/cte/cdlearn/) are statements of what students are expected to know or be able to do in the areas of career development, universal foundation skills, integrated learning and career areas. 

Standards-based IEP goals are not simply restatements of the standards; rather, standards-based annual goals identify the essential skills and knowledge that a student with a disability needs to acquire in order to master grade-level content standards. 



Choose Your Verbs Carefully!

Nothing can render a Measurable Annual Goal immeasurable quicker than the selection of unobservable verbs like: “enjoy”, “know”, “understand”, “comprehend”, “grasp”, etc. Also to be avoided are broad and vague expressions like: "will improve", "will increase", "will decrease" (unless followed by a “ ‘by’ statement” specifying the measurement technique.). It is much better to use observable verbs, such as the ones found in Bloom’s Taxonomy and  Webb’s Depth of Knowledge:                                                                                     
                                                                                                                                                                   
see subsequent pages for enlargements

	[image: Macintosh HD:Users:admin:Desktop:Sherri LaFond Summer 2017 PD folder:Bloom 2.png]
	

[image: Macintosh HD:Users:admin:Desktop:Sherri LaFond Summer 2017 PD folder:Webb 4.png]



Note:  Goals utilizing some of the verbs listed above, such as “identify”, will not be measureable if they don’t include a “ ‘by’ statement.”  For example. if the goal is for Joshua to identify kitchen utensils you might want to write something like: “Joshua will identify kitchen utensils by pointing to 3 kitchen utensils in a set that includes 6 non-kitchen utensils.
[image: Macintosh HD:Users:admin:Desktop:Sherri LaFond Summer 2017 PD folder:Bloom's Verbs.png]

[image: Macintosh HD:Users:admin:Desktop:Webb 2.png]



	***Annual Goals related to learning new vocabulary must list the words to be learned.***













19) Recommended Special Education Programs/Services (7th Section of IEP):
	REMINDER: All Staff developing an IEP are required to review the students previous IEP before working on the new Annual Review. Be sure to double check the Recommended Special Education Programs/Services in that previous IEP before entering information here. Remember, in the Evaluation section of the Present Levels you are stating that you have done this!
[image: ]



	[image: Macintosh HD:Users:admin:Desktop:red flag.png]
	In the past many services have been accidentally dropped because 
the Recommended Special Ed Program & Service 
on the previous IEP was not referenced!!!  

	[image: Macintosh HD:Users:admin:Desktop:red flag.png]






	
19) Recommended Special Education Program/Services (cont.)
Teachers are to enter the Special Education Program. Counselors, Speech Teachers, Occupational (OT) and 
Physical Therapists (PT) are to enter their own mandates. If the site does not have an OT or PT provider, remind the IEP Coordinator to enter the mandate.

[image: ]






19a) Service Delivery Recommendations, Location and Projected Beginning Date(s)


[image: NO NAME:prog.png]
19b) Procedures for Completing the Recommended Special Education Program Page 
The ONLY Classes to Be Listed in the Recommended Program Are:
· English Language Arts (ELA) (Note: Language of Service for ELA must always be English. )
· Mathematics (Math) 
· Science
· Social Studies
· Career Development – 29 periods a week for Out-of-Building Worksite students   
                                       – 24 periods a week for In-House Worksite students                                                        
                                  – 1 period a week for all other Alternate Students       
· Home Language Arts – for students in 582 & 583.
                 
[image: ../../Screen%20Shot%202022-08-11%20at%2011.09.44%20AM.png]

19c-d)  Special Education Program for Worksites 


[image: ../../Screen%20Shot%202022-08-11%20at%208.57.26%20AM.png]


Work-Based Learning (WBL) is no longer an option in SESIS:
* Worksite Students placed out in the community are recommended to have 29 periods of
    Career Development. 
** Worksite Students whose vocational experience takes place at the Main Site or the Bronxwood    
     campus are recommended to have 24 periods of Career Development.  

Reminder: Be sure to add Social Studies 1 period a week for all Worksite students!





***A SPECIAL NOTE ON BEHAVIOR SUPPORT PARAPROFESSIONALS***
	A 1:1 Behavior Support Paraprofessional is an exceptionally restrictive mandate.  It is a last resort measure of intervention and we may not consider or suggest one outside of the following process*:
1. FBA consideration form
2. If warranted by the form, an FBA
3. If warranted by the FBA, BIP with no para
4. If BIP fails to work, new BIP, with 1:1 only if no other options exist
*the process should never be initiated with the end goal of a 1:1 in mind. 




	19) Recommended Special Education Programs/Services (cont.) 
*Reminder* An “internal” and “external” FBA & BIP are both required for students with Behavior Management Paras. 

19e) Adding /Continuing a 1:1 Behavior Support Paraprofessional  (If Para being added for first time it must be done as a Re-Eval) If a student requires a 1:1 Behavior Support Paraprofessional, the Counselor will enter the following information
 19f.1) [image: NO NAME:add para folder:add crisis para folder :Add Para 1.png]    19f.2) [image: NO NAME:add para folder:add crisis para folder :add crisis para.png]
 
 19f.3)    [image: NO NAME:add para folder:add crisis para folder :duraion 2.png]    19f.4) [image: NO NAME:add para folder:add crisis para folder :Individual copy.png]       19f.5) [image: NO NAME:add para folder:add crisis para folder :start date 2.png]
19f.6)  At the top of the page:[image: Macintosh HD:Users:admin:Desktop:red flag.png] [image: Macintosh HD:Users:admin:Desktop:red flag.png]
[image: NO NAME:add para folder:add crisis para folder :Justification 2.png]
19) Recommended Special Education Programs/Services (cont.)
              
             
 19g) Adding / Continuing a 1:1 Health Paraprofessional (If Para being added for first time it must be done as a Re-Eval)
               If a student requires a 1:1 Health Paraprofessional the Teacher will enter the following information: 

 19g.1) [image: NO NAME:add para folder:add crisis para folder :Add Para 1.png]    19g.2) [image: NO NAME:add para folder:add health para folder:add health para 1.png]
 

19g.3)[image: NO NAME:add para folder:add health para folder:add health para 2.png] 19g.4)   [image: NO NAME:add para folder:add crisis para folder :duraion 2.png]19g.5) [image: NO NAME:add para folder:add crisis para folder :Individual copy.png] 19g.6) [image: NO NAME:add para folder:add crisis para folder :start date 2.png]


19g.7)  At the top of the page:

[image: NO NAME:add para folder:add crisis para folder :Justification 2.png]
*Note* A doctor’s note verifying that the student still requires a 1:1 Health Para
should be uploaded into SESIS each year.

***Going forward all 1:1 paraprofessionals will be entered as .8 in the Recommended Services.***
19) Recommended Special Education Programs/Services (cont.)
…..              19h) Transportation Paraprofessionals are no longer added on the Recommended Program page.
                            If the student requires a Transportation Paraprofessional as per their last finalized IEP, let the IEP 
                            Coordinator know when you complete the Request to Open Draft IEP form and he will attend to
                            making sure it is on the new IEP.
 
……..  Reminder: All students with a Behavior Support Para (and/or Bus Para for behavior support) must have 
            an FBA/BIP.   All students with a Health Para (and/or Bus Para for health reasons) must have a current 
            doctor’s prescription.  Submit all prescriptions to the IEP Coordinator for scanning.  (Do not drop a Bus 
            Para from the IEP without discussing it with the IEP Coordinator). Note that there is a new HIPAA form.
            Please inform the parents that they must provide a signed copy to their doctor and to the school.

           Suggestion:  If you know that the student is slated to receive a service that requires a doctor’s prescription
           (e.g. health paraprofessional, special transportation accommodations, barrier-free school, etc.), remind the
           parent / guardian of this when you set up the Annual Review conference so that they arrange for a doctor’s 
           visit prior to the meeting. 

For questions regarding adding Supplementary Aids and Services/Programs Modifications/Accommodations or Assistive Technology Devices, please contact the IEP Coordinator. 


	
	[image: Macintosh HD:Users:admin:Desktop:paraprofessional_making_a_difference_mouse_pad-rb7dba7808c9e435d8089de13f34e9859_x74vi_8byvr_512.jpg]
	At 754X, in addition to Classroom Paraprofessionals, we offer the following types of 1:1Paraprofessionals when needed:
· Crisis Intervention               -  Health
· Transportation                      - Alternate Placement (Language)*

Note that the NYCDOE does not offer 1:1 Paraprofessionals for Academic Support!  If you are having difficulty differentiating instruction for a specific student, consult with your Assistant Principal.


* If the language of service (instruction) is Spanish, a Spanish speaking classroom paraprofessional 
 can act in this capacity. For other languages, speak with your AP, IEP Coordinator, Unit Coordinator or SAT. 
19) Recommended Special Education Programs/Services (cont.)
19 i)  Parent Training and Counseling:

This service is a bit of a misnomer as there is no Counseling component.  
It is strictly a training opportunity for parents.  

[image: ]

Parent Training and Counseling is available to all parents but is specifically available for parents of students with Autism AND students in classes with an 8:1+1 ratio.  This training opportunity must appear on those students’
IEPs.

[image: Macintosh HD:Users:admin:Desktop:training.jpg]
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20) Measurable PostSecondary Goals (4th Section of the IEP):
                      Definition: Postsecondary Goals are “generally understood to refer to those goals that a child hopes to achieve after leaving secondary  
        school (i.e. high school)" rather than "the process* of pursuing or moving toward a desired outcome."
                                                                                                         ~ The National Secondary Transition Technical Assistance Center  ~                 

* The “process” referred to here is addressed in the Coordinated Set of Transition Activities and Annual Goals.
	20a) The Counselor is responsible for reviewing the Student, Parent (if available*) and Teacher Level 1 Voc Assessments before completing this section. As so much of what the other IEP Team members need to do is dependent upon what is entered here, the PostSec Goals must be completed no later than 1 week after being notified that the IEP draft has been opened. Please use the exact introductory phrases shown below. 
*Parent Lev. 1 may not be available this early in the process. Be sure to incorporate parent input here at the Annual Review.



	

[image: NO NAME:postsec goals.png]
As a rule of thumb, the younger the student, the broader the PostSec Goals can be. With each new Annual Review / Tri, the expectation is that the goals become more specific.  For example at age 15, Isabel’s goal is: “to attend a 2 year college”; at age 17: “to attend a 2 year college out-of-state”; at age 19: “to attain an Associate’s Degree in Culinary Arts at an out-of-state school.”
PLEASE BE ADVISED:  If an IEP you helped develop is selected for SPP-13 Review, the Reviewers/Auditors will be looking at the Level Vocational Assessments (especially the one completed by the student) and the IEP Meeting Notes you are expected to keep. (see pages 101-102) to verify that the PostSec Goals etc. match the student’s desires!

20) Measurable PostSecondary Goals (cont.): Transition Needs [image: Macintosh HD:Users:admin:Desktop:red flag.png][image: Macintosh HD:Users:admin:Desktop:red flag.png]
                 ***The PostSec Goals & Transition Needs are at the heart of any Transition Focused IEP.***
20b) Once the Counselor has entered the PostSecondary Goals, the Teacher should develop a list of  
           Transition Needs that identify the gaps between what the student is currently able to do (outlined in the 
           Present Levels) and what s/he would like to be doing once they leave secondary school (i.e. the PostSec 
           Goals).  

           Even if a student’s dreams, hopes and aspirations (as stated PostSec goals and Level 1 Vocational) are 
           seemingly unrealistic, our obligation is to come up with a list of Transition Needs, that if met, would bring 
           that student as close as possible to the actualization of those goals.

	
The Transition Needs section of the IEP is a major part of the IEP that informs both the Annual Goals and the Coordinated Set of Transition Activities. 

If the IEP Team cannot identify a substantial list of Transition Needs then the team must give extra consideration to the idea of the student moving to a Less Restrictive Environment (LRE) and the team must document those considerations in the Present Levels and on the Summary Page

If a LRE is rejected, the reasons why should be converted into
Transition Needs. That is, what are the students current “needs”
that prevent “transitioning” to a LRE?

	
[image: NO NAME:Screen Shot 2016-07-20 at 11.02.21 AM.png]





19) Measurable PostSecondary Goals (cont.): Transition Needs 
      The Teacher is responsible for completing this section. For Standardized students, the Counselor adds  
      information related to credits earned and credits needed. The Counselor and other Related Service Providers 
      are encouraged to provide insights into the students Transition Needs list.

                                  19c) [image: ] 
The Related Service of ___________will support the student in the Transition to PostSec Ed/Training, Employment and Indep Liv by:_______________________________________________________________________________________________________.
***Linkage of Transition Needs with the Rest of IEP*** 
1) Go back to Present Levels. Confirm that EACH Transition Need has been raised as a “Concern of” the student, the parent, or staff. 
2) The Transition Needs listed here should be directly linked to the Coordinated Set of Transition Activities (Pages 86-90)
3) One of these Transition Needs must also be addressed as a Transition Annual Goal for Alternate Students (optional for Standardized)
REMINDER: If you promise an Annual Goal or Transition Activity you must deliver on the promise in the Annual Goals or Coordinated Set!




POSTSEC GOALS SAMPLE FOR A STANDARDIZED STUDENT
[image: Macintosh HD:Users:admin:Desktop:postsec.png]“Beginning not later than the first IEP to be in effect when the student is 15” MEANS that this is required if the student has already turned 14 at the time of the meeting.” 
School policy is that ALL students at 754X require Transition Focused IEPs.




TRANSITION NEEDS SAMPLE FOR A STANDARDIZED STUDENT
(Below the PostSecondary Goals)

[image: Macintosh HD:Users:admin:Desktop:Screen shot 2017-08-02 at 10.04.09 AM.png]

[image: Macintosh HD:Users:admin:Desktop:Transition-Logotype-Wit_1.jpg]




POSTSEC GOALS & TRANSITION NEEDS SAMPLE FOR AN ALTERNATE STUDENT
[image: Macintosh HD:Users:admin:Desktop:postsec.png]
“Beginning not later than the first IEP to be in effect when the student is 15” MEANS that this is required if the student has already turned 14 at the time of the meeting.”
School policy is that ALL students at 754X require Transition Focused IEPs.

	20) Coordinated Set of Transition Activities (10th Section of the IEP):

The Coordinated Set of Transition Activities for Instruction may supplement Annual Goals 
but should not be identical to Annual Goals.  
   
 Teachers are responsible for entering one or more Transition Activities for each of the following: Instruction,  
         Community Experiences, Development of Employment and Acquisition of Daily Living Skills.
         Counselors & Related Service Providers are responsible for entering one or more Transition Activities for: Related 
         Services must enter at least one Transition Activity for: Related Services 
[image: NO NAME:Screen Shot 2016-08-05 at 10.15.21 AM.png]
*Self-Check*
- Is every Transition Activity on this page directly linked to a Transition Need identified on the PostSec Goals page?
- Is each Student Need on the Present Levels, not addressed by an Annual Goal, addressed by a Transition Activity?
(Remember: On the Present Levels you likely flagged many “Needs” stating they would be addressed by Trans Activities.)






COORDINATED SET OF TRANSITION ACTIVITIES SAMPLE FOR A STANDARDIZED STUDENT
[image: ]

[image: ]



COORDINATED SET OF TRANSITION ACTIVITIES SAMPLE FOR A STANDARDIZED STUDENT (CONT.)
[image: ]
Keep In Mind : The transition to postsecondary school life begins the day our students enroll in our school! Some students will transition to college, some to a training program and others directly to a career. Each and every student on our roster is considered a “Transition Student” and her or his IEP must reflect this!
[image: ]



COORDINATED SET OF TRANSITION ACTIVITIES SAMPLE FOR AN ALTERNATE STUDENT
[image: ]
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COORDINATED SET OF TRANSITION ACTIVITIES SAMPLE FOR AN ALTERNATE STUDENT (CONT.)

[image: ]
Keep In Mind : The transition to postsecondary school life begins the day our students enroll in our school! Some students will transition to college, some to a training program and others directly to a career. Each and every student on our roster is considered a “Transition Student” and her or his IEP must reflect this![image: ]    

	21) Participate in State and District-wide Assessments (11th Section of the IEP):
       21a) The IEP Coordinator will complete this section. It needs to be reviewed by the entire IEP Team prior  
         …. to and during the Annual Review meeting. The IEP Team must inform the parents / guardians of 
               Alternate Assessment Students that their young adults are on track to receive a NYS Skills and 
               Achievement Commencement Credential and NOT a regular high school diploma (see bottom of page 
               for more information).  The same conversation must be had with the parents / guardians of Standardized 
               Assessment students who are “over-age and under-credited” and who are pursuing the “stand alone” 
          … NYS Career Development and Occupational Studies (CDOS) Credential.
	[image: ]

	[image: Macintosh HD:Users:admin:Desktop:red flag.png]
	NOTE:  Periodic Assessments (i.e. SANDI for Alternate Students and MAP Growth for Standardized Students) MUST be administered a minimum of TWO TIMES per school year. MAP Growth can be used to supplement SANDI scores for Alternate students.  MAP may not be used in lieu of SANDI for Alternate student. SANDI should never be administered to Standardized Students.


21b) ***RETURN OF FORMER POLICY*** The following documents must again be used to facilitate the conversation that must be had with the parents of Alternately Assessed students to the effect that the Skills and Achievement Commencement Credential is NOT a high school diploma nor it’s equivalent.  
1) New York State Alternate Assessment (NYSAA) Participation Decision-Making Checklist 
2) Parent Notification of Participation in the New York State Alternate Assessment / Notice of Eligibility for Skills and Achievement Commencement Credential                                                      
The parents must sign each document. The Parents keep a copy & a copy gets uploaded into SESIS

21c) For students pursuing a Skills and Achievement Commencement Credential (Alternate Assessment 
               Students) the IEP Coordinator will add the following statement:   The Committee on Special Education    
               has determined that the severity of the student’s disability precludes participation in regular assessment   
               and  that NYSAA is the most appropriate alternate assessment for this student at this time.  The student is 
               pursuing a Skills and Achievement Commencement Credential (non-diploma). This must be clearly 
……….. re-articulated to the parent at the Annual Review every year.  Standardized students pursuing a    .           .. 
               stand-alone Career Development and Occupational Studies (CDOS) Certificate and their parents must  
also understand that a CDOS Certificate is not a diploma.
[image: ]
*NOTE* Speak with your AP and the IEP Coordinator before adding any new Testing Accommodations.


	22) Testing Accommodations (9th Section of IEP) :

	[image: Macintosh HD:Users:admin:Desktop:red flag.png] [image: Macintosh HD:Users:admin:Desktop:red flag.png]
	The Teacher completes this section after reviewing the Testing Accommodations on the previous IEP, consulting with All Teachers currently working with the student  and reviewing the Academic Management Needs section of the Present Levels in this Draft IEP.

EACH TESTING ACCOMMONDATIONS MUST BE LINKED TO AN ACADMEIC MANAGEMENT NEED LISTED IN THE PRESENT LEVELS!!!




       
…   It is highly recommended that all students, both Standardized and Alternate, have at least some Testing 
       Accommodations. If none of the suggested accommodations apply, reconsider recommending that the student 
       move to a Less Restrictive Environment (LRE).    




[image: ]
Reminder: If an Alternate Assessment student requires an accommodation of Test Read Aloud – Human, it needs to be documented in the Testing Accommodations and Academic Management Needs.

IMPORTANT REMINDER: Testing accommodations should not be provided for the first time during a State assessment. Students should have experience in using the recommended testing accommodations during instruction and classroom. (SOPM, pp. 68-69)
[image: ]
[image: ]

Please be reminded that the scribing accommodation is not merely dictation!  Before adding a scribe, you must consult with your AP and make yourself familiar with the detailed regulations that guide this accommodation.

	23) Reporting Progress to Parents (6th Section of IEP) :
        The IEP Coordinator is responsible for entering this information in the IEP. 
[image: Project Image 1]

	Reminder:  Every time a Report Card is sent home, Teachers & Related Service Providers must generate a Progress Report for each Annual Goal for which progress was measured.  Submit Progress Reports to the Assistant Principal’s designee by the same date that Report Card grades are due. See pp. 112-115 for details on generating Progress Reports. 



.. … [image: Macintosh HD:Users:admin:Desktop:red flag.png]*IMPORTANT NOTE*: “Closing Out the Annual Goals”

DO NOT proceed with the development of an IEP until you have ensured that the Literacy, Numeracy, and Transition Teachers and RSPs in your cluster have indicated “Goal Met” OR “Do not anticipate meeting goal” on the IEP Progress Report for EVERY GOAL on the current (i.e. last finalized) IEP! (“Anticipate meeting goal” is NOT sufficient.”)  

Some staff have suggested that we call this process “Closing Out the Annual Goals.”  Please make sure that you “close out the Annual Goals” before you start developing the new IEP.



	24)  Participation with Students without Disabilities (12th section of IEP):
       The IEP Coordinator is responsible for initially entering this information in the IEP. 
***The Teachers and Related Service Providers should elaborate***
[image: Students without Disabilities keeper]


	25) Special Transportation/Placement Recommendation (13th section of IEP )
       The Teacher and the IEP Coordinator have shared responsibility for entering this information in the IEP.
[image: Transportation and Placement Keeper]




	26) Twelve Month Service and/or Program (8th section of IEP): 
      The IEP Coordinator is responsible for entering this information in the IEP when a student requires 12 month 
      schooling. 
[image: 12 month 1]





	    27) Summary Page (14th section of IEP):
          27a) Instructional / Functional Levels
          The Teacher is responsible for entering the Instructional/Functional Levels and ensuring that this 
          information matches what is written in the Present Levels.  When SESIS was revamped in late August,
          the feature that allowed us to leave this section blank was disabled.  Grade Levels must be entered. See
          page 41and page 43 for instructions on how to determine these Grade Levels. 

[image: ]
 …
Make sure that the Grade Levels that you enter on the Summary Page match what is reported in the Evaluation Results section of the Present Levels!





	

27) Summary Page (14th section of IEP) (cont.):         

            27a) Promotion Criteria

          The IEP Coordinator is responsible for this section.
 
	[image: Macintosh HD:Users:admin:Documents:Promotion 3.tiff]
	                               [image: Macintosh HD:Users:admin:Documents:promotion 4.tiff]


                                          Standardized Student  .. .                 Alternate Student (leave blank!!!)
            

              27b) Summary of Recommendations

                      The IEP Coordinator is responsible for this section.

[image: Macintosh HD:Users:admin:Documents:Summary of Recommendations.tiff]






	27) Summary Page (cont.)  
                    27c) Other Options Considered
                    The Teacher / District Rep completes this section with input from the rest of the IEP Team.
[image: Macintosh HD:Users:admin:Desktop:red flag.png][image: ]





	28) DRAFT Copies of IEP
	[image: Macintosh HD:Users:admin:Desktop:red flag.png]
	
The Teacher will print a copy of the Draft IEP (in landscape orientation) and have copies made for each IEP Team member (especially the parent!) with the word “DRAFT” stamped on every page.









Part IV: The Annual Review Meeting

	*Important Notice*

A) If a Draft of the IEP is not complete (with the exception of adding parent / guardian / student concerns), do not hold an Annual Review Meeting. In the rare cases when the parents come in and extenuating circumstances have prevented completion of the Draft, write “Pre-Conference Meeting” on the top of the Conference Attendance Page, but do not fax it in at this time. Inform the parent that an actual IEP Conference will still have to be held at a later date. The actual IEP meeting can be done by telephone. 
B) The IEP Team members must inform their Assistant Principal of the reasons that the Draft of the IEP was not ready in time for the scheduled IEP meeting and the date for which the IEP meeting has been re-scheduled.  
C) After the re-scheduled IEP Meeting is held the Teacher will submit both the Pre-Conference Attendance Page and the new Conference Attendance Page under one fax coversheet.


                                                     IEP Conference Notes                                                                                                    State Ed SPP-13 Feedback to D75:
“It appears from the timeline that information was added into the IEP that was not discussed at the meeting.”
“ALWAYS keep conference notes.”
- State Ed requires IEP Meeting Notes be taken and maintained for at least 2 school years. They are to be furnished to SPP-13 reviewers / auditors upon request.  It is, therefore, recommended that you upload the Conference Notes into SESIS so that you will have easy access to them if you are called upon to provide them.
- This new requirement has the benefit of documenting things discussed at IEP Meetings that have to be added to the IEP after the meeting.  State Ed is very suspicious of anything added after the meeting as they feel it may not have been discussed with parents (see previous page).
- While State Ed expects you to keep meeting notes, the format is entirely up to you.  Consider using the form developed by the IEP Compliance Team (see next page), or at least basing your version upon it.
[image: ]
	
STRONG SUGGESTION!
	[image: ]
	Because of the frequency with which SESIS goes off-line (or worse yet, when the internet isn’t available at all via the DOE connections), the Teacher should print the IEP 2 days prior to the meeting and print or stamp the word “DRAFT” clearly on each page.


	29) The Annual Review Meeting
           29a) Welcome and Sign In: After welcoming everyone, the District Representative / Teacher chairs the 
           meeting and is responsible for asking all present members to sign the Conference Attendance Page. Remind 
           everyone that signing ones name does not imply that one agrees with what is in the IEP. It merely indicated 
           being present at the meeting. The only signatures that should appear on the Conference Attendance Page are 
           those who attended the meeting in person or by phone. DO NOT SIGN IF YOU DID NOT ATTEND!
Note: The District Representative can be anyone “qualified to provide or supervise the provision of special education, knowledgeable about the general education curriculum and knowledgeable about the availability of district resources” (e.g. Assistant Principal, IEP Coordinator, Job Developer, Site Coordinator, etc.).  In most cases, as per school policy, the Official Class Teacher is to serve as the District Rep.



	29b) Procedural Safeguards Notice 
              

The Procedural Safeguards Notice describes “the rights of a parent of a child with a disability and the procedures that safeguard those rights under state and federal special education law.”  The Procedural Safeguards document must be provided to the parent annually.  Whenever possible, the link to the Procedural Safeguards in the family’s Home Language will be sent by email.  In other cases, a hard copy will be provided to the parent(s) at the IEP Meeting or mailed home with the IEP.  The IEP Compliance Team will log an Event in SESIS noting that the Procedural Safeguards were provided to the parent. 
Hardcopies are available in: the IEP Coordinators office, the Transition Coordinator’s office and the Bronxwood Coordinator’s office.
	[image: Macintosh HD:Users:admin:Desktop:Screen shot 2016-08-09 at 11.58.26 AM.png]


CAUTION: Never sign the Attendance Page if you did not attend the meeting!
Case Managers must remove the names of anyone who did not attend!
29) The Annual Review Meeting (cont.)
	29c) Reviewing the Proposed IEP (Draft*)
It is important that you remind the parents that “nothing in the proposed draft is set in stone.” Even after the parents receive the Finalized Version of the IEP and the Prior Written Notice (PWN), they have the right to request mediation or an impartial hearing if they disagrees with the IEPs recommendations. (See Procedural Safeguards Notice for further information.)

Review the proposed IEP (i.e. the Draft) with the student and her/his parents. The IEP Team has the option of reviewing the sections in the order they appear in the printed draft document or skipping around to highlight obvious connections between sections. For example, after discussing the Postsecondary Goals, the team might want to jump ahead to the Coordinated Set of Transition Activities. 
     
29d) Additional Input from Student and Parent:  As you review each section, be sure to ask the student and his/her parents what changes that they would like to see made to the IEP draft at this time. Remember that “student voice” and “parent / family voice” must be clearly evident in the Pres. Levels.

29e) The Teacher must write a brief statement summarizing / highlighting the major needs/concerns raised at the meeting and outlining broadly how they will be addressed.  For example: “The following needs/concerns were raised at the meeting. They will be addressed by (annual goals? activities? programs? services? a reevaluation?”) 

This statement must be typed and emailed (*NEW*) to the IEP Coordinator who is likewise required to include it in the Prior Written Notice (PWN) that he sends home to the parents. There is a space for this statement on the Request for Review/Finalization form.  

Be mindful of your phrasing!
The statement will be seen by the student’s parent(s)!
	








[image: Macintosh HD:Users:admin:Desktop:Screen shot 2016-08-09 at 1.52.34 PM.png]







* The Teacher should not set the Draft to “Review” until after the Annual Review meeting is held and all changes to the Draft have been made. 




29) The Annual Review Meeting (cont.)

	29f) Parent/Guardian Copy of the Finalized IEP
 
If the parents/guardians wish to take a copy home the same day double check that every page is stamped “DRAFT.”   
                  
The Teacher /District Representative should ask the parents/guardians if the finalized IEP home should be sent home with the student, posted in the mail or emailed (consent to send Special Ed Documents via email required) 

Regardless of the parents/guardians’ decision, the Teacher/District Rep. must let the IEP Coordinator know what choice was selected. This is because the IEP Coordinator also has to send home a mandatory form called Prior Written Notice (PWN) and he needs to know whether or not to include the IEP (and the Procedural Safeguards Notice).

29g) The Teacher/District Rep thanks everyone for taking the time to attend and contribute to this important meeting.




	
PROCEDURAL SAFEGUARDS
The Procedural Safeguards document must be provided to the parent annually.  Whenever possible, the link to the Procedural Safeguards in the family’s Home Language will be sent by email.  In other cases, a hard copy will be provided to the parent(s) at the IEP Meeting or mailed home with the IEP.  The IEP Compliance Team will log an Event in SESIS noting that the Procedural Safeguards were provided to the parent. 






[image: ]

Annual Review IEPs at 754X
Part V: Post-Meeting Paperwork – Uploading by Fax and Uploading Scans
	30) Incorporating Changes to IEP
       30c) IEP Team Members open the student’s draft IEP and make all the respective changes agreed upon during 
               the meeting.  Do not request that the IEP be Reviewed/Finalized unless all the changes have been made.
And most importantly: DO NOT MAKE ANY CHANGES THAT HAVE NOT BEEN DISCUSSED
WITH THE STUDENT AND PARENT!*
*IF post-meeting changes not discussed at the meeting do need to be made to the IEP, beyond minor typographical errors, a follow up meeting must be held. 
    
	
[image: Macintosh HD:Users:admin:Desktop:red flag.png]
	30d) If the meeting date was changed it is imperative that the Teacher / District Rep change the date on the Cover Page to reflect the date the meeting was actually held. Teacher / District Rep must also go to the Recommended Programs/Services Page and make sure the Projected Beginning / Service Date is 10 school days after the IEP meeting date.








	31) Printing & Faxing in the Conference Attendance Sheet
	31a) Until further notice, the Teacher /District Rep is responsible for generating a fax cover sheet for the Conference Attendance Page internally from the IEP and NOT as a Document Related to IEP. Note that the IEP cannot be finalized until the fax has shown up in SESIS. Currently, the Conference Attendance Page can be faxed or scanned in by a SESIS
scanner  (see the Pupil Accounting Secretary, Ms. R. Vargas).
	[image: Macintosh HD:Users:admin:Desktop:red flag.png][image: Macintosh HD:Users:admin:Desktop:red flag.png]



	31a.1)




   31a.2)


	[image: Attendance Fax 1 Keeper]
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31) Faxing in the Conference Attendance Sheet (cont.):

       31b)  Print the fax Cover Sheet. 
                             Helpful Tip: Write the words “Conference Attendance Page” lightly in pencil on the top right 
                             hand of the page to prevent it getting mixed up with your other fax coversheets for other 
                             documents for this student. Though, at this point, you really should be scanning and uploading all 
                             other docs.


It is strongly advised that you keep a copy of the Conference Attendance Page for your own records!

       





	
32) Scanning and Uploading “Documents Related to IEP”

Be careful not to upload one student’s documents into another student’s SESIS account! Before you finalize an uploaded document, double check the student’s name on the document!

       32a.1) Until further notice, the Teacher/District Rep is responsible for scanning and uploading
                the “Documents Related to IEP” (i.e. the Invitations, Teacher and Parent Level 1s, and LRE checklist).  

               Create a separate “Documents Related to IEP” file in SESIS for each of the following: 
1. Level 1 Vocational Assessments (upload the Parent and Teacher versions together making sure the label lists both) (Check that each Level 1 is fully dated!)
1. Invitations to Attend IEP Meeting (upload the Student Invitation, Parent Consent to Invite 
Outside Agency, and a copy of the Invitation to Outside Agency together under one cover sheet).


         32a.2) Until further notice, the Counselor is responsible for generating a “Documents Related to IEP” file in 
                    SESIS for the Student Level 1 Vocational Assessment and for scanning and uploading that document.



32) Scanning and Uploading “Documents Related to IEP” (cont)
32b) Creating “Documents Related to IEP”
[image: Creating Documents Related keeper]
32c) - All Documents (except the Conference Attendance Page) are to be scanned and saved as PDF files. A  
           scanner is available in Rm 137 at the Main Site and Rm. 114 at Bronxwood.  
        -  Save your scanned document(s) (PDF file(s)) on a USB flash drive and transfer them to your computer. To  
            protect student confidentiality, be sure to delete the documents from the office computer!
        -  If you will be uploading more than one document to a “Documents Related to IEP” be sure that each one is 
            named with a clearly identifiable tag (e.g. “Student Level 1 Voc” rather than just “Level 1”). 
        -  Go into SESIS and open the specific “Documents Related to IEP” that you wish to attach the scanned 
            document to. (Note: the status should be “Draft”… if the status is “Final”, you probably won’t be able to 
            attach the document and will need to create a new draft “Document Related to IEP.”)
        -  Click on “Navigate to” and select “File Attachments.” 
        -  Click on the “Attach Files” icon found below the student’s name and above the words “File Attachments.”
        -  Click on the Select button. 
        -  Chose your document(s) and click on the “Open” button.
        -  Click on the “Upload Documents” button.
        -  Change the Document Status from Draft to Final. 
NOTE   *NOTE* Follow the above instructions when uploading the PERMISSION FOR STUDENT TO TRAVEL ON    
                                  PUBLIC TRANSPORTATION / PERMISSION FOR SCHOOL TO ISSUE METROCARD form.

32) Scanning and Uploading “Documents Related to IEP” (cont) 
32d) Once the Parent and Teacher Level 1 Voc Assessments and Invitations have uploaded, the Teacher is responsible for finalizing those “Documents Related to IEP”.  However, do not finalize the IEP!  
     The Counselor is responsible for finalizing the Student Level 1.




	33) Scanning and Uploading “Documents Related to IEP”:  External FBAs and BIPs
       
           33a) When an FBA and/or BIP are required, the Counselor is responsible for scanning and
                    uploading the “Documents Related to IEP: FBA” and/or “Documents Related to IEP: BIP”

                    Create a separate “Documents Related to IEP” for the FBA and for the BIP.

           33b) Creating “Documents Related to IEP”  
[image: NO NAME:FBA BIP.png]
            33c) Follow the steps outlined in 33c.  

            33g)  Once the FBA & BIP have uploaded, the Counselor is responsible for finalizing those “Documents 
                        Related to IEP”.  However, do not finalize the IEP!



[image: ]



Section 200.2 of the Regulations of the Commissioner (amended) requires that: “any copy of a student’s IEP remains confidential and not disclosed to any other person consistent with the school district’s policy for ensuring the confidentiality of student records.”  This confidentiality requirement extends to all other documents printed from or faxed into SESIS. With this in mind:
· If you print from any printer not in your immediate vicinity (e.g. the 151 staff room at the Main Site),
be sure to retrieve everything you printed immediately.
· Do not take an uncollated stack of student documents to the fax machine, especially if they are the 
documents belonging to different students. It is better to separate the documents out and organize them with paper clips. It is strongly suggested that you highlight the student’s name on the fax cover sheet and, in the bottom left corner, next to “Documents Related to IEP”, note what type of document it is (e.g. Parent Level 1 Vocational Assessment, Student Invitation, etc.) 
	-    Last school year there were several instances where documents were faxed in 
     under the wrong heading.  What is worse, there were cases where documents 
     were faxed in under the wrong student’s name!  Accidental or not, this could 
     lead to a breach of confidentiality! 
	 
  [image: Macintosh HD:Users:admin:Desktop:red flag.png]       [image: Macintosh HD:Users:admin:Desktop:red flag.png]


         -    All IEPs and Documents Related to IEPs MUST be shredded before being disposed of.


For more information see Protecting the Privacy of Student Records https://nces.ed.gov/pubs97/97527.pdf



34) Requesting Review/Finalization  
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	            [image: Macintosh HD:Users:admin:Desktop:red flag.png]                    [image: Macintosh HD:Users:admin:Desktop:red flag.png]

34a) Proofreading: 
All Teachers, Counselors and other Related Service Providers are responsible for proofreading the sections of the IEP that they have developed BEFORE the Teacher submits a Request for Review and Finalization! 




	***If there are numerous and/or egregious errors made by staff (still)
working at 754X, Administration has the discretion to assign them the task of amending the IEP.***





34) Requesting Review/Finalization  
34b) The Teacher /District Rep confirms that all scanned and uploaded documents (except FBAs and BIPs*) now appear in SESIS:
[image: NO NAME:new 4.png]
*The Counselor confirms that the FBA and/or BIP showed now appear in SESIS.


34c) The Teacher /District Rep changes the IEP from “Draft “ to “Review” 
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34) Requesting Review/Finalization (cont.)
	
 34d)  The Teacher must submit a “Request for IEP Review/Finalization Form” to the IEP Coordinator by emailing the form as an attachment, embedding the information below (cut & paste) in an email (preferred method!).        

*This Form NOT Required for PRELIMINARY Review of IEP Due 2 Weeks Before IEP Meeting*

	[image: ]
	2023-2024 Form

Request for FINAL REVIEW/ FINALIZATION OF IEP 


1) Student Name & OSIS (*Response Required)*: 

2) Official Class Teacher /  Case Manager:  

3) Which of the following Assessments are listed in the Evaluation Results? (*Response Required*):   
     (Be sure to indicate the EXACT DATE. Month and Year is NOT SUFFICIENT!)
	Periodic Assessments (REQUIRED twice per year):     
___ MAP Growth Reading (FULL date: ______ )           ___ SANDI Reading (FULL date: ______ )
___ MAP Growth Math (FULL date: ______ )                ___ SANDI Math (FULL date: ______ ) 

	Level 1 Vocational Assessments (All Three Required) 
     ___ Student Level 1 (date: ___ )       ___ Parent Level 1 Voc (date: ___ )       ___ Teacher Level 1 Voc (date: ___ ) 

	Miscellaneous:          
       ___ The VARK (date: ____ )   ___ Other (specify): ___________ (date: ____ )  ___ Other (specify): ___________ (date: ____ )  



4) Anticipated Diploma/Certificate Type (*response required*):  
	Standardized: 
(check all that apply)     ____ Student is currently pursuing a Regents HS Diploma.   
                                         ____ Student is currently pursuing a Local HS Diploma.  
                                         ____ Student is currently pursuing a CDOS Credential. 


	Alternate: ____ Student is currently pursuing a Skills & Achievement Commencement (SAC) Credential (non-diploma).



 
5) Brief, INDIVIDUALIZED, sentences (that will be entered on the PWN/PNP and sent to the parents):
5a) Briefly describe parental, student, teacher and/or related service provider concerns or student needs raised at meeting and how they will be addressed (e.g. via programs/services/goals/activities/request for reeval): (*Response Required – Do Not Leave Blank!)*):   
	



5b) Briefly describe how the Periodic Assessments (MAP Growth for Standardized students and SANDI for Alternate students) “relate to and/or support the recommendation(s) made at the IEP Meeting.” (e.g. Describe how the needs identified in the Periodic Assessment are addressed by Annual Goals and/or Transition Activities)   
(*Response Required – Do Not Leave Blank!)*):   
	




5c) Briefly describe how the Level 1 Vocational Assessments (Student/Parent/Teacher) “relate to and/or support the recommendation(s) made at the IEP Meeting.” (e.g. Describe how the student’s postsecondary interests identified in the Level 1 Assessments are reflected in the Transition Activities and Annual Goal for Transition)   
(*Response Required – Do Not Leave Blank!)*):   
	




[bookmark: _GoBack]6) Other Options Considered:
6a) Briefly describe the “Reasons for Rejection.” “Explain why the options considered are not appropriate for the student. This must be more than just indicating that a more or less restrictive setting is appropriate for the student.”
(*Currently Optional – May Be Required Later in School Year*)
	



6b) Briefly describe “any other options that were discussed and considered at the IEP meeting but not recommended should be explained here, along with the reasons they were not recommended. If a parent is seeking a particular testing accommodation or related service recommendation but the IEP team does not recommend that, the consideration of that accommodation or service and the reasons the IEP team did not recommend it must be specified here.”
(*Currently Optional – May Be Required Later in School Year*)
	



7) Briefly describe “Other factors that are relevant to the proposed or refused action.” You could describe anything of note not covered in items 5a-c or 6a-b.  If nothing else you can reiterate the student’s Definition of Future Success and how it is addressed in the PostSec Goals, Transition Needs, Transition Activities and Annual Goals. 
(*Response Required – Do Not Leave Blank!)*):   
	



Language Translation (Must be offered to any family whose Home Language is listed here):
___Arabic  ___Bengali  ___Chinese ___French  ___Haitian Creole  ___Korean,   ___Russian   ___Spanish   ___Urdu        ___N/A 

 8) How will the parents receive a copy of the IEP?  
___ to be emailed by teacher    ___ to be emailed by IEP Office       ___ to be mailed by IEP Office     ___ to be sent home by teacher             
 (signed/e-signed permission needed!)           (signed/e-signed permission needed!)

9) Confirmation on how the student gets to school? (*response required*)    ___ metro/walk   ___ yellow bus       
 
10) Has the Attendance Page been completed (Incl. Participation by Phone) AND uploaded / faxed in? ___ yes ___ no

11) Have the following been faxed in and finalized?
	        - LRE Checklist  (754X requirement)
        - Student Lev 1 (SPP-13 State Ed requirement!)
        - Parent Lev 1    (SPP-13 State Ed requirement!)                                 
        - Teacher Level 1  (SPP-13 State Ed requirement!)
        - Student Invite      (SPP-13 State Ed requirement!)                            
        - Consent to Invite  Agency   (SPP-13 State Ed requirement!)         
        - Direct Invitation to Agency  (SPP-13 State Ed requirement!)       
        - FBA/BIP (State Ed requirement when student needs this intervention!)                      
	___ yes  ___ no      
___ yes  ___ no    
___ yes  ___ no    ___ not returned    
___ yes  ___ no  
___ yes  ___ no      
___ yes  ___ no   __  not returned  
___ yes  ___ no   __  consent not given       
___ yes  ___ no   __  not required 



REQUIRED CONTACT INFORMATION for Chapter 408 Distribution:
Provide First & Last Names of ALL Related Service Providers working with this student:
Counseling:
Speech:
OT:
PT:
Other Related Service Provider: 
Provide First & Last Names of ALL Paraprofessionals working with this student:
Class Para:
1:1 Para:
1:1 Para:
Transportation Para:
Alternate Placement (Language) Para:
Do Not Submit Unless ALL Annual Goals on the Last Finalized IEP Have Been “Closed Out” for Mastery/Non-Mastery!!!



Annual Review IEPs at 754X 
Part VI: Implementing the IEP
The Implementation Date is the next school day following the IEP Meeting.
	35) Chapter 408 Review  
[image: Macintosh HD:Users:admin:Desktop:n0408.jpg]

                   35a) All pedagogical staff (i.e. Teachers, Related Service Providers & Paraprofessionals) who work 
                   with the given student must review the IEP. When completed, the 408 Form is given to the IEP 
                   Coordinator (or Bronxwood Coordinator) who will ask the Family Worker to put it in the student’s 
                   IEP/408 file. Tentatively, those files will be kept in Room 116 at the Main Site and the Coordinator’s 
                   office at Bronxwood.  
                       
                   35b) Worksite IEP/408 files will also be maintained in Room 116 at the Main Site. 
                   Worksite teachers should keep a print copy of each student’s IEP in a secure location. 
Reminder : The IEP Compliance Team has developed an electronic version of the Chapter 408 
                   Review Form that you must now complete to document that you conducted the Review. 
                   Here is the link for Teachers and RSPs: INSERT TEACHER/RSP 408 LINK HERE
                   Here is the link for Paraprofessionals: INSERT PARAPROFESSIONAL 408 LINK HERE
Each time a new IEP is finalized I will send a reminder to use the above link to document your mandated Chapter 408 Review.  You must also use the above link anytime a student comes into your class for the first time. However, you do not have to conduct a 408 Review of the IEP if you already reviewed it while they
were in another class. 
36) Implementing Programs, Services, Annual Goals and Activities
              36a) All Teachers, Paraprofessionals and Related Service Providers should implement the 
                      Recommended Special Education Programs and Services the day after the IEP Meeting date. 
                      They should also being collecting data on the Annual Goals and initiating the Coordinated Set of 
                      Transition Activities. 
              36b) Teachers and Related Service Providers should begin collecting data on Annual Goals.  Progress  
                       on these goals needs to be reported to parents/guardians each time report cards are sent home



Annual Review IEPs at 754X
Part VII: Reporting Progress to Parents

	37) Reporting Progress to Parents
	
Teachers and Related Service Providers must go to the Annual Goals section of the finalized IEP and complete the following steps each and every time Report Card grades are submitted. 
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       37a) 
[image: ]

       37b)
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Annual Review IEPs at 754X

	37) Reporting Progress to Parents (cont.)

       37c)
[image: ]
*The Methods of Measurement must match those listed in the Annual Goal.
 

        37d)
[image: ]




	
37) Reporting Progress to Parents (cont.)
       37e)
[image: ]
        37f)
[image: ]

          37g) Click “Save Done Editing” and Print “This Section” from the pulldown menu 
                   for that goal. Repeat for each goal that you measured during the marking period. 

          37h) Submit the updated Progress Report to the person designated by your Assistant Principal
                  no later than the date Report Card grades are due. 




37) Reporting Progress to Parents (cont.)

[image: Macintosh HD:Users:admin:Desktop:red flag.png]
37i)
*IMPORTANT REMINDER*: “Closing Out the Annual Goals”

DO NOT proceed with the development of an IEP until you have ensured that the Literacy, Numeracy, and Transition Teachers and RSPs in your cluster have indicated “Goal Met” OR “Do not anticipate meeting goal” on the IEP Progress Report for EVERY GOAL on the current (i.e. last finalized) IEP! (“Anticipate meeting goal” is NOT sufficient.”)  

Some staff have suggested that we call this process “Closing Out the Annual Goals.”  Please make sure that you “close out the Annual Goals” before you start developing the new IEP.









Annual Review IEPs at 754X
Part VIII: Triennials & Reevaluations*
* Procedures may vary slightly at different sites within the 754x organization.  As with all sections of this Manual, items in this section are subject to updates and policy changes. Please see page 11 for an important notice regarding Mandated Triennials.
PLEASE NOTE: If an LTA/595 Mandated Triennial is developed for a Long Term Absent/595 student, a new Triennial must be developed and completed within 60 days of that student’s return to school.  

Important Reminder:  
Anytime a student’s program needs to become more restrictive in any way (e.g. reducing class size, adding a crisis paraprofessional, etc.) you must consult with the School Psychologist on the Student Assessment Team (SAT). 

 
	38) Triennials (Mandated Three Year Reevaluations) & Other Evaluations


      38a) The Family Worker (for School Assessment Team) should distribute the following documents to the 
               official class Teacher via Main Office mailbox: 
                      - Notice of IEP Meeting 
                      - Level 1 Vocational Assessment - Teacher Version 
                      - Cluster Teacher Present Levels Report 
                      - Any Documents Related to Assessment, such as behavioral or adaptive checklists or questionnaires
      38b)  Distribute the following documents to ALL applicable Cluster Teachers via Main Office mailbox:
· Notice of IEP Meeting 
· Cluster Teacher Present Levels Report (see Appendix C) 
      38c) For Teachers off-site, the Family Worker (SAT) should fax the above listed documents to the  
              work/academic site. 
38d) Distribute the following documents to Related Service Providers via Main Office mailbox: 
· Notice of IEP Meeting 
· Related Service Present Levels Report (see Appendix C)
· Any Documents Related to Assessment, such as behavioral or adaptive checklists or questionnaire
       38e) For Related Service Providers off-site, the Family Worker (SAT) should fax the above listed   
               documents. 

	38) Triennials (cont.)
       38f) The Family Worker (SAT) will mail or fax upon receipt of Consent to Invite Outside Agency:
· Notice of IEP Meeting
· Other Documents Related to Assessment, such as Release of Records or Request of Documents 



***Note to All Teachers and Related Service Providers***

ALL DOCUMENTS requested by the Student Assessment Team MUST be returned within TEN school days of the distribution date via Main Office mailbox or fax, including: 
· Teachers Level 1 Vocational Assessment - Teacher Version
· Cluster Teacher Present Levels Report 
· Related Service Present Levels Report 
· Any Documents Related to Assessment, such as behavioral or adaptive checklists or questionnaires

Important Reminder:  Anytime it is recommended that a student is in need of a more restrictive setting (e.g. reducing class size, adding a crisis paraprofessional, etc…) you must consult with the School Psychologist of the School Assessment Team and a Request for Reevaluation may need to be submitted to process the request.

The School Psychologist will respond to all ‘Finalized’ Requests for Reevaluation within ten school days.
 
If the request for a more restrictive setting is processed through the Student Assessment Team, additional documents such as SESIS Progress Reports, SWIS forms and anecdotal reports may be requested as part of the Reevaluation.






	39) Requests for Reevaluation
       39a)   REMINDER: The Parent/Guardian has the right to Request a Reevaluation at any time if they feel that 
                  their student is not being appropriately served in his/her current academic setting. If a Parent/Guardian 
                  provides a staff member with a letter requesting a Reevaluation, please submit it to the Mr. Hoehn (for 
                  students the Main Site or Worksites) or Ms. Rivera (for students at Bronxwood) .  Please email the IEP 
                  Coordinator any time you submit a Reevaluation request to the 754X Administration.  Mr. Hoehn and 
                  Ms. Rivera will pass the request on to the Student Assessment Team (SAT).

       39b) If staff recommend a more restrictive setting for the student, such as adding a 1:1 paraprofessional, an 
               FBA/BIP or reducing class size, an appointed staff member(s) will use SESIS to complete and 
               ‘Finalize’ a Request for Reevaluation. The appointed staff member may include the Teacher, Related 
      Service Provider, Counselor or Administrator, but may NOT include the SAT School Psychologist or 
      Family Worker.  Please see the IEP Coordinator if assistance is needed.

       39c) To create a Request for Reevaluation, the staff member should go to the student’s SESIS Page and select 
              ‘Documents.’ To the right of ‘Create New Document,’ drop down to ‘Request for Reevaluation.’ Click   
              ‘Go’and type a comment (e.g. add 1:1 Crisis Paraprofessional,) select ‘Create.’

       39d) Date and complete the four sections of the Request for Reevaluation document on SESIS. Use the   
               guideline below to complete each section.
                39d.1) Academics:
              - Report Student’s current class ratio 
              - Report Student’s patterns of attendance, performance on test exams, work completion rate of  
                progress, participation in class and Activities of Daily (ADL) skills (which can include money 
                management.)
                       - Report the interventions and modifications previously attempted to accommodate Student needs.
             - Report student’s academic strengths, learning style and preferred academic interests.






	39) Requests for Reevaluation (cont.)

      39d.2) Social/Behavioral Development:
                    - Report Student’s current Related Service mandates
                    - Report Student’s patterns of attendance, current 
                      counseling or other Related Service goals, rate of 
                      progress on meeting goals, participation in service and 
                      ADL skills if applicable.
                               - Report the interventions and modifications previously 
                                 attempted to accommodate Student needs.
                              - Report student’s social/behavioral strengths, patterns of 
                                 peer interaction and preferred leisure interests.

                 39d.3) Please provide an explanation regarding why the student’s needs warrant a Reevaluation: 
                              - State what intervention is being requested (e.g. FBA, 1:1) 
                              - Include a summary statement of the presenting academic, 
                                 social and/or behavioral problem(s.)
                             - Report anecdotal evidence and interventions previously 
                                attempted. 
                             - State why the Student’s needs cannot be accommodated in 
                               the current setting. 

                  39d.4)  Click ‘Yes’ or ‘No’ for a Recommended Program change. If ‘Yes,’ drop down to the      
                              recommended change.

                  39d.5)  Select ‘More Actions’ and ‘Finalize’ the document.









Addendum: Compensatory Services

During the IEP Meeting we are required to discuss Compensatory Services with the parent(s).  In order to offer Compensatory Services, the IEP Team must have data showing remaining skill regression or gaps in expected progress towards IEP goals due to the learning disruption caused by the pandemic.

Prior to the meeting the Teachers and Related Service Providers must ask: “Does the data we have collected regarding a particular student indicate a loss of skills, compared to other students, that can be attributed to the student not receiving in-person learning?  If so, what specific skill has regressed? 

If the answer is “No”, select one of the following reasons on the Compensatory Services
page of the IEP:
___ The student made expected progress toward IEP goals and did not experience a loss in skills during 
        blended and remote learning.
___ The student benefitted from Special Education Recovery Services received during the 2021-22 school 
       year and additional services are not required.
___ The student benefitted from compensatory services received during the 2022-23 school year and 
       additional services are not required
___ Other:

If data shows that the student still has gaps, check “Yes” and select one of the following reasons:
___ The student experienced a loss of skills during blended and remote learning that has not been 
        remedied since the return to in-person learning.
___ The student received Special Education Recovery Services during the 2021-22 school year, but 
        additional services are required to close gaps in expected progress toward IEP goals and to address 
        skill loss experienced during blended and remote learning
___ The student received compensatory services during the 2022-23 school year, but additional services are 
        required to close gaps in expected progress toward IEP goals and to address skill loss experienced 
        during blended and remote learning.
___ Other
 
AND complete the Compensatory Service Recommendation.

***You must discuss any Compensatory Service Recommendation
with Mr. Hoehn and your Assistant Principal prior to discussing it with the parent.***

For more information, see the Compensatory Services and Compensatory Services FAQ sections under Special Education Family Resources:
https://www.schools.nyc.gov/learning/special-education/family-resources
Contact Information

P754X IEP Coordinator: 
Main Site Room 114 – (718) 993-5581(x1140)
Dr. John “Fitz” Fitzgerald, Ed.D.    JFitzgerald3@schools.nyc.gov

P754X Main Site & Worksite School Assessment Team (SAT):
Main Site Room 210 – (718) 993-5581 (x2100)
School Psychologist: Ms. Leslie Francis     LFrancis4@schools.nyc.gov
Family Worker: Ms. Ilsa Portalatin             IPortalatin@schools.nyc.gov

Bronxwood School Assessment Team (SAT): 
Bronxwood Campus – (718) 696 -3840 (x1391) and (718) 696 -3891
School Psychologist: Ms. Jacqueline Mauro      JMauro7@schools.nyc.gov
Family Worker: Ms. Karima Gonzalez               KGonzalez58@schools.nyc.gov


754X Transition: 
Main Site Room 134 – (718) 993-5581(x1340)
754X Job Developer / Transition Coordinator: Ms. Lisa Tong LTong3@schools.nyc.gov


	Remember . . .
The greater the collaboration among ALL the members of the IEP team the greater the quality of the IEP that the team produces!!!
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Annual Review Responsibilities @ 754X  (subject to updates / policy changes):  Mr. Hoehn has stressed the importance of following the division of responsibilities according to this chart.  If, on the rare occasion you feel the need to switch roles with another team member, you must discuss it with your AP.
	
	Official Class Teachers
	Cluster Teachers
	PE/Dance Teachers
	Related Service Providers
	IEP Compliance Team
	Student Assessment Team

	Open Notice of IEP 
	
	
	
	
	✓
	

	Finalize & Mail Notice of IEP
	✓
	
	
	
	
	

	Open IEP Draft & Notify Team
	
	
	
	
	✓
	

	Progress Report (from “Create New Document” pull-down menu in SESIS)
	
	
	✓
(opened by IEP Coordinator)
	✓ (if service is to be terminated)
	
	

	LRE Checklist (must fax in to SESIS)
	✓
	
	
	
	
	

	Student Invitation (must be faxed in to SESIS)
	✓
	
	
	
	
	

	Agency Invite & Consent (must be faxed in to SESIS)
	✓
	
	
	✓(if Official Teacher 
requests assistance)
	
	

	Level 1 Vocs (must be faxed in to SESIS)
	✓(Teacher & Parent)
	✓(Teacher version when student moving to SETSS)
	
	✓(Student(Counselor))
	
	

	Cover Page
	✓(IEP date)
	
	
	
	✓
	

	Present Levels
	✓
	✓(if  requested by Official Teacher)
	
	✓
	✓
	

	Student Needs (Special Factors)
	
	
	
	✓(if BIP or Adaptive Tech needed)
	✓
	

	PostSec Goals (& Trans Needs)
	✓ (Transition Needs)
	
	
	✓( PostSec Goals &, for Stand. Students, credits needed - Counselor)
	
	

	Annual Goals
	✓
	✓(if  requested by Official Teacher)
	
	✓
	
	

	Progress Reporting Recommendation
	
	
	
	
	✓
	

	Recom. Special Ed. Programs & Services
	✓
	
	
	✓
	
	

	12 Month Program
	
	
	
	
	✓
	

	Testing Accommodations
	✓
	
	
	
	
	

	Coord. Transition Activities
	✓
	
	
	✓
	
	

	Participation in Assessment
	
	
	
	
	✓
	

	Participation w/ Students w/o Disabilities 
	
	
	
	
	✓
	

	Transport & Special Ed Plcmnt
	✓ (Transportation)
	
	
	
	✓(Placement)
	

	Summary Page
	✓
	
	
	✓(if Official Teacher 
requests assistance)
	✓(Promotional Criteria)
	

	Conference Attendance Page 
	✓
	
	
	
	
	

	FBA/BIP (if needed)
	✓(assist in data collection)
	
	
	✓ (Counselor)
	
	

	Finalize IEP
	
	
	
	
	✓
	

	Prior Written Notice
	
	
	
	
	✓
	

	Report Progress on Annual Goals (4X per year)
	✓
	✓
	✓

	✓(PE Teacher if student has APE)
	
	


Reevaluations / Evaluations (including Triennials, Initials, Comparative Service Plans, but excluding “Collapsed” IEPs) (subject to updates / policy changes) Mr. Hoehn has stressed the importance of following the division of responsibilities according to this chart.  If, on the rare occasion you feel the need to switch roles with another team member, you must discuss it with your AP.
	
	Official Class Teachers
	Cluster Teachers
	PE/Dance Teachers
	Related Service Providers
	IEP Compliance Team
	Student Assessment Team

	Open Notice of IEP 
	
	
	
	
	
	✓

	Finalize & Mail Notice of IEP
	
	
	
	
	
	✓

	Open IEP Draft & Notify Team
	
	
	
	
	
	✓

	Progress Report (from “Create New Document” pull-down menu in SESIS) 
	✓

	✓
	✓(ask IEP Coord. to open)
	✓
	
	

	LRE Checklist (must fax in to SESIS)
	
	
	
	
	
	✓

	Student Invitation (must be faxed in to SESIS)
	
	
	
	
	
	✓

	Agency Invite & Consent (must be faxed in to SESIS)
	
	
	
	✓(if SAT requests assistance)
	
	✓

	Level 1 Vocational (must be faxed in to SESIS)
	✓(Teacher)
	✓(Teacher version when student moving to SETSS)
	
	✓(Student(Counselor))
	
	✓(Parent)

	Cover Page
	
	
	
	
	
	✓

	Present Levels
	(See SESIS Progress Report)
	(See SESIS Progress Report)
	
	See SESIS Progress Report)
	
	✓

	Student Needs (Special Factors)
	
	
	
	✓(if BIP or Adaptive Tech needed)
	
	✓

	PostSec Goals (& Transition Needs)
	✓ (Transition Needs)
	
	
	✓( PostSec Goals &, for Stand. Students, credits needed - Counselor)
	
	

	Annual Goals
	(See SESIS Progress Report)
	(See SESIS Progress Report)
	
	(See SESIS Progress Report)
	
	

	Progress Reporting Recommendation
	
	
	
	
	
	✓

	Recom. Special Ed. Programs & Services
	✓(if SAT requests assistance)
	
	
	✓(if SAT requests assistance)
	
	✓

	12 Month Program
	
	
	
	
	
	✓

	Testing Accommodations
	✓(if SAT requests assistance)
	
	
	
	
	✓

	Coord. Transition Activities
	✓
	
	
	✓
	
	

	Participation in Assessment
	
	
	
	
	
	✓

	Participation w/ Students w/o Disabilities 
	
	
	
	
	
	✓

	Transport & Special Ed Plcmnt
	
	
	
	
	
	✓

	Summary Page (Including Grd Levels)
	
	
	
	
	
	✓

	Conference Attendance Page 
	
	
	
	
	
	✓

	FBA/BIP (if needed)
	✓(assist in data collection)
	✓(assist in data collection)
	✓(assist in data collection)
	✓ (Counselor)
	
	

	Finalize IEP
	
	
	
	
	
	✓

	Prior Written Notice
	
	
	
	
	
	✓

	Report Progress on Annual Goals (4x per year)
	✓

	✓

	✓

	✓(PE Teacher if student has APE)
	
	




“Collapsed” Reevaluations / Annual Reviews  (subject to updates / policy changes) Mr. Hoehn has stressed the importance of following the division of responsibilities according to this chart.  If, on the rare occasion you feel the need to switch roles with another team member, you must discuss it with your AP.
	
	Official Class Teachers
	Cluster Teachers
	PE/Dance Teachers
	Related Service Providers
	IEP Compliance Team
	Student Assessment Team

	Open Notice of IEP 
	
	
	
	
	
	✓

	Finalize & Mail Notice of IEP
	
	
	
	
	
	✓

	Open IEP Draft & Notify Team & IEP Coord.
	
	
	
	
	
	✓

	Progress Report (from “Create New Document” pull-down menu in SESIS)
	
	
	✓(ask IEP Coord. to open)
	
	
	

	LRE Checklist (must be faxed in to SESIS)
	✓
	
	
	
	
	

	Student Invitation (must be faxed in to SESIS)
	
	
	
	
	
	✓

	Agency Invite & Consent (must be faxed in to SESIS)
	
	
	
	✓(if SAT requests assistance)
	
	✓

	Level 1 Vocational (must be faxed in to SESIS)
	✓(Teacher)
	✓(Teacher version when student moving to SETSS)
	
	✓(Student(Counselor))
	
	✓(Parent)

	Cover Page
	
	
	
	
	
	✓

	Present Levels
	✓
	✓(if requested by SAT)
	
	✓
	
	

	Student Needs (Special Factors)
	
	
	
	✓(if BIP or Adaptive Tech needed)
	
	✓

	PostSec Goals (& Trans Needs)
	✓ (Transition Needs)
	
	
	✓( PostSec Goals &, for Stand. Students, credits needed - Counselor)
	
	

	Annual Goals
	✓
	
	
	✓
	
	

	Progress Reporting Recommendation
	
	
	
	
	
	✓

	Recom. Special Ed. Programs & Services
	✓
	
	
	✓
	
	

	12 Month Program
	
	
	
	
	
	✓

	Testing Accommodations
	✓(if SAT requests assistance)
	
	
	
	
	✓

	Coord. Transition Activities
	✓
	
	
	✓
	
	

	Participation in Assessment
	
	
	
	
	
	✓

	Participation w/ Students w/o Disabilities 
	
	
	
	
	
	✓

	Transport & Special Ed Placement
	
	
	
	
	
	✓

	Summary Page (Including GrdLevs)
	✓
	
	
	
	
	

	Conference Attendance Page (must be faxed in to SESIS)
	
	
	
	
	
	✓

	FBA/BIP (if needed)
	✓(assist in data collection)
	✓(assist in data collection)
	✓(assist in data collection)
	✓ (Counselor)
	
	

	Finalize IEP
	
	
	
	
	
	✓

	Prior Written Notice
	
	
	
	
	
	✓

	Report Progress on Annual Goals 
(4x per year)
	✓

	✓

	✓

	✓(PE Teacher if student has APE)
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Standardized with Diploma * . .

‘s Course of Study will include as many of the Local / Regents /Advanced Regents Diploma’s
requisite classes as are programable between now and the next Annual Review or Triennial. She/He
needs to earn more credits (and pass state exams if required) in order to graduate with that
ILocal / Regents /Advanced Regents Diploma. (Please see faxed in Transcript for most current credit
land exam deficits.)

Standardized without Diploma*(Be sure to discuss this with your AP & the Transition Coordinator)
‘s Course of Study will include as many of the Career Development and Occupational Studie:
(CDOS) Commencement Credential's (non-diploma) requisite classes and work experiences as are
programable between now and the next Annual Review or Triennial.
As a "stand alone” this CDOS credential is intended as an option only for over-age, under-credited
Standardized students. However, in certain cases, other Standardized students can add this as a

supplement to their High School diploma. See Transition Coordinator
Alternate Assessment for requirements & details.

is pursuing a Skills and Achievement Credential (non-diploma). Her/his Course of Study
will include, but not be limited to, English Language Arts, Mathematics, Science, Social Studies and
Career Education.

ALL 754X Students
Towards achleving her/his Postsecondary Goal in Education/Training, needs to learn to:

Towards achleving her/his Postsecondary Goal in Employment, needs to learn to:

Towards achieving her/his Postsecondary Goal in Education/Training, needs to learn to:

needs to continue working on activities that capitalize on her/his relative strengths in

To the greatest extent possible, her/his activities should be designed to allow for her/his preferences
such as. and should be contextualized in terms of her/his interests in, &
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'l MEASURABLE POST SECONDARY GOALS

BEGINNING NO T LATER THAN THE FIRST IEP TO BE IN EFFECT WHEN THE STUDENT ARE 15 (AND AT A YOUNGER AGE IF DETERMINED APPROPRIATE)

MEASURABLE POST SECONDARY GOALS
LONG-TERM GOALS FOR LIVING, WORKING, AND LEARNING AS AN ADULT

EDUCATION/TRAINING:

Student will

attend a four year college to obtain a Bachelor's degree
attend a program for interior decorating training within six months of graduation

enrollin a certification program in

participate in an adult education program designed to provide vocational training in the area of
participate in an on the job training program to improve his/her work.
enrollin an adult education program to obtain training in.
attend a two year college to obtain an Associate’s Degree in
attend training at job corps to receive training in the area of

EMPLOYMENT:

Student will
P be competitively employed in the field of
P> obtain a part time job in the area of
) find employment in the area of ith support of an employment agency
) obtain and maintain a job i by having supports, such as a checkist, 2 job coach, etc

INDEPENDENT LIVING SKILLS (WHEN APPROPRIATE):

Student will

live at home with his family while exploring independent living options

‘meet with 2 realtor to see three apartments within one year

visit the doctor three times a year to manage his health and medication regimen
live with family while exploring supported living options

live at home and prepare basic meals for him/herself

‘manage personal finances by preparing and following a weekly budget

FIIIIITT
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TRANSITION NEEDS

In consideration of present level of performance , transition services needs of the student that focus on the student ‘s courses of study, taking into account the student's strengths,
preferences and interests as they relate to transition from school to post secondary activities.
Needs:

) Develop self advocacy, time management, computer and independent travel skills

» Beable to complete job application and college aplication forms independently
Courses of Study: Natalie is participating in a regular education course of study leading to  local/regents high school diploma. Beyond the requirements of the curriculum for the
‘completion of a high school diploma, she needs to develop good attendance and punctuality skill. She needs to learn how to use a scheduler/planner to develop good time
management skill. She needs to improve her grades so that she may graduate from high school and apply to college. Natalie also needs to carefully evaluate her present
performance in school and take the necessary steps to meet her goals to attend college and law school. Natalie needs to learn about and discuss with her counselor and other staff,
the requirements and cost of college and law school. She should also meet with her counselor/staff regularly to discuss the job description of a lawyer, explore the different fields of
law, types of job i the field and research the educational requirements required for the jobs identified via Careerzone and other sources. Natalie should also be provided with
instructional and work based learning experiences that willfacilitate her attainment of a Career Development and Occupational Studies Commencement Credential. She also needs
to participate in credit recovery, RCT prep courses and tutoring to improve her reading and support the achievement of her post secondary goals. Natalie also needs to develop her
personal finance skills and learn how to complete a personal budget and should be provided with opportunities that willallow her to develop and practice those skills.
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MEASURABLE POST SECONDARY GOALS SAMPLES

BEGINNING NO LATER THAN THE FIRST IEP TO BE IN EFFECT WHEN THE STUDENT IS 15 (AND AT A YOUNGER AGE IF DETERMINED APPROPRIATE]
MEASURABLE POST SECONDARY GOALS

LONG-TERM GOALS FOR LIVING, WORKING, AND LEARNING AS AN ADULT

EDUCATION/TRAINING:
Student will
» attend a full time Adult Program where he will continue to work on job skills five days a week
% attend a program for interor decorating taining withn six months o gradution
% do dlerical vlunteer work through an adultprogram three to four tmes a week
» participate ina day habiltation program with retai, computer and a vocationsl component
» enroll ina certfiction program in
» particpate in an adult education program designed to provide vocational training in the area of
» participate in an on the job training program to improve his/her work skills at
» investigate employment options by volunteering in.
EMPLOYMENT:
Student will
be competitively employed in the field of....
work pat ime in the communiy with support from a commuity agency inthe area of.
Volunteer inthe community with the assistance of an Acul Program in the area of.
enollin an adult education program to abtain training in.
find employment in with support of an employment agency
Obtain 306 maintin a0 i......by having support,such as a checkist, ajob coach,etc

INDEPENDENT LIVING SKILLS (WHEN APPROPRIATE):

Student will

live at home with his family where he can help out with yard work and laundry on  daily basis
‘meet with a realtor to see three apartments within one year

visit the doctor three times a year to manage his health through eating a prescribed diet

live with family while exploring supported iving options

live at home and prepare basic meals for him/hersel

participate in community based activiies such as

‘manage personal finances by preparing and following a weekly budget

TRANSITION NEEDS
In consideration of present level of performance , transition services needs of the student that focus on the student s courses of study, taking into account the student’s
strengths, preferences and interests as they relate to transition from school to post secondary activiies.
Needs:

» Develop self advocacy, time management, computer, communication, interpersonal and independent travel skills

P Be able to complete job aplication forms independently; read and follow recipe directions

» Learn to take intiative when assigned tasks; stay on task when supervisor s not present
Courses of Study :
Neilplans to go to vocational school to obtain food preparation and service training. Beyond the required curriculum for a Sklls and Achievement Commencement
Credentil, he needs to take courses that nclude independent lifeskils training and food service/culinary arts. To provide job exploration and skils development, his
course of study should include community work based learning opportunities in the food handling, service and delivery.

"©2015 NYCDOE District 75 Office of Transition Services.

1222223
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CCOORDINATED SET OF TRANSITION ACTIVITIES

NEEDED ACTIVITIES TO FACILITATE
STUDENT'S MOVEMENTS FROM SCHOOL
0 POST-SCHOOL ACTIVITIES
There must be a clear
link to the Ed/Training
Instruction Transition Needs

There must be a
separate activity
for each Related
Service that the
student receives

Related Services

Community Experiences

There must be a link to Transition
Needs and activity must take place
during school hours

Development of
Employmant & Other
ost-school Adult Living

Link with
Employment

Objectives Transition Need

Acquisition of Link with

Daily Living Skills Independent

(if applicabl Living
Transition Need

Functional Vocaljonal Assessment
(ifapplicable) " goth Required
for 754X students |

SERVICE / ACTIVITY

this column

What will the student do to significantly increase the

liklihood of attaining his/her Ed/Traigir stSec G Be specific!
- will recieve instruction in g Don't just list
and 50 as to prepare for courses!

What will the student do significantly increase the
liklihood of attaining his/her Employment and/or
Independent Living Skill
- will participate in
develop skills so as to prepare to

What will the student do in order to access the community
and its resources in order toincrease the liklihood of

attaining one of more of his/her PostSec-Ggals? (optional:
What ways can he/she contribute to his/her unity?)
- will 50 as to prepare to

What will the student do to significantly increa o
liklihood of attaining his/her Employ Stoec Goal?  J1c ‘depending
- will____ _—oastoprepareto—____

on student need

Be specific!

What will the student do to significantly increase the

liklihood of attaining his/her Independent Living Skills — - Be specific!
PostSec Goal?
- will

50 as to prepare to

- See faxed in Level One Vocational Assessments.
Additional Vocational Assessments may be considered

Do not list student  |scnoow prstrict/
of family members in | AGENcY
RESPONSIBLE

- D75 teacher

- D75 counselor
- D75 related

service
provider

- D75 teacher

- D75 teacher

- D75 teacher

- D75 teacher
- D75 counselor
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Instru

ALWAYS BEGIN WITH ,
STUDENT WILL RECEIVE

INSTRUCTION IN......

IIITITT ¥¥

will participate in Regents preparatory program....IN WHAT AREA7
will receive instruction in budgeting and money management inmath class
will participate inthe schools reading cluband receive tutoring to develop her readingskills(decodingand
comprehension)
will receive instruction in the completion of college applications.
will receive instruction in web based searches, Microsoft Word, Microsoft Publisher & Microsoft Excel in
Computer Technology class.
will participate ina CTE course in Culinary Arts
will receive instruction in computer word processingskills
will participate ina Construction and Design Course, Computer Art class, and/or Design classes.
Il eceive instruction in the creation of an art portfolio
will receive ongoing instruction in resume building/writing in ELA class
will receive ongoing instruction and practice in developing job interviewing skills
will eceive ongoing instruction and practice in retail work ata community work based learningtraining site

e.g. Guidance
counselor, special
education teacher,

Related Services

¥ 3

Will practice her expressive verbal SKIlsIn preparation for her ACCES-VR Tnterview
‘Will engage in role play activities with counselor to improve her self-advocacy skills

» will arrange for evaluation of home environment for possible modificationsto increase independence

=g Speech
teacher; physical
therapist;
counselor

Community Experience

practice her functional math skillswhile shopping in the community with her class.
will identify and investigate local art clubsand art jobs postings in her community

willvisitlocal museums and art galleries and keep a journal of her visits.

investigate gyms/recreation centers in his/her neighborhood

willvisit five local banking institutions to identify the bankingservices in her community (to supporther
money management needs)

will gather information on volunteer opportunities in her neighborhood and complete necessary applications
will obtaina library cardmake weekly visits tothe public library to borrow books in her areas of interest
willvolunteer at a local. inher neighborhood

e.g. Guidance
counselor, special
education teacher,
speech teacher

Development of
Employment and Other
Post-school Adult Living
Objectives

FITI ITT IIITY

Willvisitthree colleges and/or post secondary institutions related to her post secondary goal
investigate the admission requirements for three post high school artschools/programs

will complete job applications and sample college applications in College and Career Education class.
create a Career Zone account portfolio and explore Career Zone (for college information, career planning &
NYSDOL informationand data on careers)

g Guidance
counselor, special
education teacher,
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Development of
Employment and Other
Post-school Adult Living
Objectives (cont'd)

‘willvisit localaccessibility/disability services offices attwo colleges to identify resources and eligibility
requirements

will apply for astate identification card or driver's license

‘complete 2 resume and cover letter in her Career Education Class

will complete an application for the Summer Youth Employment Program

will meet with an ACCES Vocational Rehabilitation (VR) counselor and complete a ACCES-VR application
participate in mock interviews with

participate ina work study program in the area of at

identify and investigate various art careers
will investigate the application requirements for and complete an application for a half-fare metro card

Acquisition of Daily
skills (if applicable)

IITITITITIFIFIFIFT ¥

¥¥ 33

‘will develop organization skills by developing and ol lowing a personal daily/weekly schedule
will opena checking/savings account and learn to balance a checkbook

will learn howto read and prepare basic recipes and identify nutritional benefits in everyday foods

practice budgetingskills by developing and following a weekly budget

will learn CPRand how to use a firstaid kit

arrange for evaluation of home environment for possible modificationsto increase independence

will identify foods and snacks thatare appropriate o his/her medical condition

will identify and learn travel routes to two local artprograms

will identify and role play responsesto emergency situations.

will develop communication skill by role playing appropriate socia| conversationsat community and work
settings

will participate in2n Independent Living Class at YAl

will develop self care skillssuch as dressing, hygiene, self medication, showering, and brushingteeth usinga
checklist

will identify and communicate to her parents and peers her likes, preferences and interests usinga script
‘arrange for formal Assistive Technology Equipment Assessment

.8 Guidance
counselor, special
education teacher,

Functional Vocational
Assessment (if
applicable)

339

"Willbe assessed during s 2-week observation inthe school based Clerical/OFice Training Program

Will be assessed monthly at her work-based learningsite (internship or volunteer site)
Consideredbut not needed at this time.

=g Guidance
counselor, special
education teacher,
NOT APPLICABLE
AT THISTIME
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inning no later than the first IEP to be in effect when the studentis

Instruction P will use public transportation on classtripswith teacher and/or paraprofessional e.g. Guidance
FORTHIS SECTION, W willuse sssistive technology device for. counselor, special
» willbalancecheckbookby. "
BEGIN WITH-STUDENT |, il participate inthe school's reading club and receive tutoring to develop her readingskills education teacher;
WILLRECEIVE » will have hands on training at his worksite in organizing stock and developing customer service skills
INSTRUCTION IN... » will workon developing communication skillsto enhance her employment opportunities
» will participete ina Construction and Design Course, Computer Art class, and/or Design classes
» will rceive instruction inthe creation of anart portiolio
» will receive ongoing instruction inresume building/writing
» will eceive ongoing instruction and practice in developing job interviewing skills
» ongoing instruction and practicein etail workata community worlk-based learning
Related Services » Will practice her expressive verbal skillsin preparation for her ACCES-VR interview GG
» Wil practice asking for assistance invarioussocialsituations teacher; physical
» Willengage inrole play activitieswith counselor o improve her self-advocacy skills: i
counselor
Community Experience practice her functional math skillswhile shopping n the community with her class g Guidance

1222232222222

participate in community based jobsites where he will learn and use skills required
will dentify and investigate local art clubs in her community

investigate gyms/recreation centers in his/her neighborhood

‘explore transportation options within his/her community via the internet

gather information on volunteer opportunities in his home neighborhood

visit local museums and artgalleries and keep a journal of her visits

will dentify art jobs postings in her community

will make weekly visits tothe public library using his/her library card to borrowbooks

participate inthe special Olympics training and activities

‘applyfor and obtain a non-drivers 1.D.

‘ongoing instruction for developingtravel training killsusing the Travel Training Readiness Curriculum

counselor, special
education teacher,
speech teacher
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Development of % will complete job aplication i career closs e.g. Guidance
Employment and Other | » explore Coreer Zone and create a Career Zone accountportiolio counselor, special
= » complete a resume and cover lettr inher Career Explorations Class. 1
Post-school Adult Living sl v et education teacher,
Ssc! » participatein mockinterviews with

Objectives. » journal his/her experience of his/her after school jobaat.

» investigate the admission requirements for three post high school artschools/programs.

» participateinawork study program inthe area o at

»_identify and investigate various art careers
‘Acquisition of Daily M will travel on public transportation to develop communication skillsrelating o safe independent travel e.g. Guidance
skills (if applicable) % willpresentID cardto appropriate people counselor, special

» willarrange for evaluation of home environment for possible modificationsto ncrease independence ducation toacher

» will identify foods and snacks that are appropriate to his/her medical condition

»  willidentifyand learn travel routes to two local art programs

» will identify and role play responses to emergency situations.

» willlearntravel related readiness skillsfor using publictransportation

» willdevelop communication kill by role playing appropriate socia conversationsat community and work

settings

% will develop organization skill by developing and fol lowing a personal daily/weekly schedule

» will participateinan Independent Living Class 2t YAl

% will develop slf care skillssuch as dressing, hygiene, selfmedication, showering, and brushing teeth usinga

chec

» wil ntify and communicate to her parents and peers her likes, preferences and interests

» arrenge for formal assistive Technology Equipment Assessment

» will practice budgeting skillsby developing and following a weekly budget

»_will opena checking account and learnto balance a check book
Functional Vocational P Will beassessed duringa 2-week observation inthe school-based Clerical/OFfice Training Program e.g. Guidance

» Wil beassessed monthlyat her work-based learningsite (internship or volunteer site)

Assessment (if
applicable)

counselor, special
education teacher,
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1) For Standardized students check "no",
PARTICIPATE N STATE AND DISTRICTAIDE ASSESSVENTS for Alternate students check
Coes o 0o v 3 361 Cogn e 191y GG deHEts 1) Com R/ a6, 3 B ca ' acazve BV

Doss h s e it s schcatnl ot fachises th s, opcatnad ol
S et (. ek commins, s workice]? - VU 2) Check "yes”

Does e studetreure educaiona support sysfems such a ke o, s echogy. persnal coresenves,

hestimadiat s, o somvor ievaror
) check "yes”

§) Check the top box for Standardized stu

or the bottom box for Alternate students.

5) If you checked the bottom box, the

. two fields will appear. Enter the fol
Identty he atomatoassessment™  Spve o oree ¥

jowing
wing

(The Comittee on Special Education has determined that the New York State

IAternate Assessment (NYSAA) is the appropriate alternate assessment for
L giventhe severity of _herhis_cognitive disabilty
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Standardized Assessment Students

Alternate Assessment Students

High School Diploma

AND/OR

coos Certificate

“non-diploma

s & Cradontn

“non-diploma
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Changing WEED®

they are learning

Changing GI@OW
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Appendix J

Allowable Testing Accommodations Across New York State’s Testing Programs

This chart was developed as a general reference tool on whether specific testing accommodations are permissible on NYS tests. Testing accommodations that are allowed
for use with students with disabilties on certain NYS tests are indicated with “Y" (YES); testing accommodations that are not allowed for use with students with disabilties
on certain NYS tests are indicated with "N" (NO). Numbers used in the chart reflect specific grade levels which apply to the accommodation indicated. Please be advised
that the list of testing accommodations incuded in this chart is not exhaustive. Additional information on the permissibilty of specific testing accommodations is included in
the School Administrator's Manual for each NYS test noted in the chart below. School Adminisirator's Manuals are available on the Office of State Assessment's webpage
(http://www.p12.nysed.govlassessmentimanuals/).

Testing Accommodation soeia | ssman | seemce Regents NYSAA | NYSESLAT | NYSITELL
Directions read more than standard number of times M M M M Y Y Y
Directions simplified M Y M Y M Y M
Key words in directions highiighted (studentiaduf M Y M Y M Y M
‘Student highlights key words in questions M Y M Y M Y M
‘Adult highlights key words in questions N N N N N N N
Present test in smaller segments/sections™ M v M v M v M
Tests read aloud (human reader) M Y M Y M Y M
Text-to-speech” M Y M Y M Y M
‘Student reads tests aloud to self M Y M Y M Y M
‘Student reads the “listening script” for listening passages a na a na a Y Y
(for deaffhard-of-hearing students who are not proficient
in sign language)
Use of reading “window /guide to maintain piace M v M v M v M
Use of magnification device M Y M Y M Y M
Use of interactive whiteboard™ M Y M Y M Y M
Change print color/color contrast on paper test™ M Y M Y M Y M
Change print color/color contrast on computer-based tests M Y M Y M Y M
Enlarged print M Y M Y M Y M
Reduce number of tems per page M M M M M M M
Braile™ M v M v M v M
Use of calculator wa N (Grades 35 v v N wa a
Pl
Use of mathematics tables a N (Graces 35, Y Y Y a a
Casasy
Use of number lne na Y M v M na a
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Appendix J

488
Testing Accommodation 3BELA 3.8 Math Science Regents NYSESLAT | NYSITELL

Abacus nla Y Y Y nla nla

Scribe v v Y

Speech-fo-text

Record answers directly in test book

Word processor (typed responses)

Verbally record responses in recording device

Spell check devicelsoftware

Grammar check

Extra paper

Enlarged graph paper

‘Adapted keyboard

‘Adapted mouse

Switch inerface

Touch screen

Keyboard access features (e.g., ‘sticky keys," “fiter keys")

Word prediction software

Extended Time

Breaks

‘Administration of tests over multple dayst

Test sessions not to exceed a certain lengih of tme

rate location/setting (specify group, individual, andior
nal requirements)

‘Specialized seating

‘Special lighting

<[ <|=<| < <|<|<|<|<|<|<| <|<| <|<| <| | <| <| <| <| <

<[ <|=<| < <] <|<| <|<| <| <] <| <| <| <| <| <| <| <] <| <| <| <]

<|<|=<| < <] <|<| <|<| <|<| <| <| <| <| <| <| <| <| <| <| <| <]

<[ <|=<| < <] <|<| <|<| <| <] <| <| <| <| <| <| <| <] <| <| <| <]

<[ <|<| <<<<<<<<<<<<<<<<<<<<<g

<[ <|<| < <] <|<| <|<| <| <] <| <| <| <| <| <| <| <| <| <| <

<[ <|=<| < =<|<|<|=<|<|<|<| <| <| <|<| <| <| <| <| <| <| <

* Reqires the advance written permission of the Office of State Assessment to reformat the test to implement ths testing accommodation.
ilable for all assessments and exams and may be requested through the online examination request system.
+ Requires that specific documentation is submitted to the Department. Please refer to Appendix H: Administering Tests Over Multiple Days.

** Braille and large-type test booklets are av
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REPORTING PROGRESS TO PARENTS

Identify when periodic reports on the student's progress toward meeting the annual goals will be provided to the student’s parents:
[atthe time school cards are issued ¢

\ Choose "at the same time report cards are issued." This means that
each time you submit grades to the School Programmer, the Teachers
and Related Service Providers MUST complete an IEP Progress Report
for each Annual Goal and send them home with the report card.
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PART

\TION WITH STUDENTS WITHOUT DISABILITIES 3)"Save' S

FOR THE SCHOOL-AGE STUDENT:

Explain the extent, if any, to which the student will not participate in regular class, extracurricular and other nonacademic activities
(e.9., percent of the school day and/or specify particular activities):

1) Type in one or more of the following statements (or similar statements)

foes not participate in regular ciass at this time due o the severity and frequency
of _his/her_ inappropriate behavi tudent must have FBA/BIP

b) can participate in after-school extracurricular activities with non-disabled peers.
) shares a Lunch period with non-disabled peers.

d) shares a Physical Education period with non-disabled peers.

e) interacts with non-disabled members of the general public at _her/his_ worksite.

EXEMPTION FROM LANGUAGE OTHER THAN ENGLISH DIPLOMA REQUIREMENT:
- The Committee has determined that the student's disability adversely affects his/her ability to leam
s the student be exempt from the language other than English requirement,

2) Check "No" for all Standardiazed students and "Yes" for all Alternate

students. This section appears at the bottom of the page & it is a
common error to leave the boxes unchecked.
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SPECIAL TRANSPORTATION

1) Check=None" for students on Metrocard or who walk to school
Check tl ther box for ALL students on yellow school bus
foe.
Tieeds special transportation accommodations/services as follows:
Does the student need ::;lwamﬁ.
2) Check "Yes™ for students who need: 1:1 bus p: ir conditioned bus,

small bus, shortened bus route, wheelchair lift, etc. Check-"No"for all
others.

Have transportation requirements been determined by any of the following? *{IYes g"ﬂ\
mparl Hears
mesraiesa 3) In most cases check "No"

Resoluton

Mediaton

State Review Ofice o250 . Leave blank

fent needs transportation to and from special classes or programs at another site:

PLACEMENT RECOMMENDATION

4) F LL students, select "NYC
OE Specialized School" with
Placement Recommendation: [ NYC DOE Specialized Scht the only exception being

“NYC DOE Community school —==—=SETSS students for whom you

e — select "NYC DOE Community
School." Selecting the wrong
placement is a common error.
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| —— 5) "Save" 12:MONTH SERVICE ANDIOR PROGRAM

12-month Service andlor Program - Student is eligible to receive special education services and/or program during July/August: [)No p Yes
Will the student have substantal loss of skilsor knowedge during the summer tat is so severe 2 o require an inordinate period of pfflew (e..
‘more than 8 weeks) to re-establish skils/knowiedge when the IEP team recommends a 12-month program? &
Provide a reason justifying the need for a 12-month prograny = 2) Provide justification
(Helpful Hint: Paraphrase from the "Will the (forgetting this section

i 1) Check both
student have substantial loss . . ." question) IS a common error) ) "Yes" boxes
Iyos, 3) Click this box

Udent wil eceive the same special education programservices as recommended above.

OR
1Student wil receive the following special education programVservices:

iame of schoollagency provider of services during July and August:
| NYC DOE Speciazed School ¢ == 4) Select "NYC DOE Spec

ed School”
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INSTRUCTIONAL/FUNCTIONAL LEVELS

Reading:
[Math:

(elect)

<

(Select)
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CURRENT YEAR

¥ Standard || Modified
NEXT YEAR

¥ Standard || Modified
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CURRENT YEAR
Standard | Modified
NEXT YEAR
Standard | Modified
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he student requires () medical and/or [ health care treatment(s) or procedure(s) during the school day
) leaming, ) behavior and/or ) participation in school activites.

ias the program changed from the prior IEP? Yes [1No
s a new site needed? (1Yes YO 3) Check™"Yes" and

No" in most cases - consult with IEP
Coordinator if you feel new site is needed
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OTHER OPTIONS CONSIDERED
FNEW

4) Choose General Ed & two
other placement options that
were considered. Typically,
one of these is less restrittive
and one is more restrictive
than the option the
team agrees upon.

X Generai Education

1 Relaed Senvces Only
5 Special Educaton Teacher Suppor
© negrated Coteacning

5 Special Class in 8 commundy school 12:1
1 Specia Ciass ina commundy sehool 12441
5 Special Cass ina commundy school15:1 (igh schoolony)
5 Special Class in  speciatzed shool :1+1

2 Special Class in  speciazed sl :1+1

5 Special Cass in a speciatzed schoo 12:141

2 Special Cass in  speciazed shool 12:14(31)

5) State reason(s) for rejection. You can
- Home nsrcton

Shoone rommanrs statoments o

comm: 4t s e 1o snch
-

Rt s |

does not need such intensive speciaiized ipsiruction io address hisiher educatonal needss
[___needs amore intensive adulttudent rato.”

[""needs more intensive specialized instruction to address his/her educational needs-*
[ needs can be met with specialed teacher support services in the gen ed ciassroom.*
[ can banaft from mor interacton with non-disabled paers”
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IEP Meeting Checidist & Notes 2022-2023
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Part =) PROCEDURAL SAFEGUARDS NOTICE

New York State Education Department
PROCEDURAL SAFEGUARDS NOTICE

Rights for Parents of Children with Disabilities, Ages 3-21

As a parent, you are a vital member of the Committee on Special Education (CSE) or
Committee on Preschool Special Education (CPSE) in New York State. The CSE/CPSE
is responsible for developing recommendations for special education programs and
services for your child. You must be given an opportunity to participate in the
CSE/CPSE discussion and decision-making process about your child’s needs for
special education. The following information concems procedural safeguards that are
your legal rights under federal and State law to be informed about and involved in the
special education process and to make sure that your child receives a free appropriate
public education (FAPE).

A copy of this procedural safeguards notice must be provided to you one time a year
and:

« upon initial referral or your request for an evaluation of your child.

«  whenever you request a copy.

* upon receipt of the first due process complaint in a school year requesting mediation
or an impartial hearing.

« the first time in a school year when the school district receives a copy of a State
complaint that you submitted to the New York State Education Department
(NYSED).

+ when a decision is made to suspend or remove your child for discipline reasons that
would result in a disciplinary change in placement.

The Procedural Safeguards Notice has been adapted from the model form developed
by the United States Department of Education (USDOE). Information was added
regarding New York State’s requirements.
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Selected Sections
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) Select FAX
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Form:| .

Attendance Page = 1) Select Attendnace Page
Learning Disabilty Justifcation Form

Emotional Disabilty Justification Form ,# (€COmMmon error)
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1) Choose "Documents Related to IEP" from the
pull down menu (found under the heading "IEP")

2) Click "Go"

yment Type Here
advanced >>

Create New Document: ( ocumens Reiated to IEP H - Comment: Type
Croate

[FDocuments for 2013/14 [status [

4) Click "Create"

3) Type in the document type in the
Comment box:
- Level 1 Vocational Assessments
- Invitations
- Cluster Teacher Reports
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1) Choose "Documents Related to IEP" from the
pull down menu (found under the heading "IEP")

2) Click "Go"

4) Click "Create"

3) Type in the document type in the
Comment box:

- Functional Behavior Assessment (FBA)
- Behavior Intervention Plan (BIP
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"7 Documents for 2013/14

ViEp

These attachment:
confirm that the
PDFs (& faxed
Conference Attendarice

£ Documents Related to IEP (Cluster Teachers' Reports)
Attachment: Documents Related to IEP - 229521810

'e] Documents Related to IEP (Invitations to IEP meeting)

Attachment: Documents Related to [EP - 229521810

Page) have shown up
in SESIS. If they do not
appear within 2 hours, try
re-uploading (or in the case

Documents Related to IEP (Level 1 Vocational Assessments Spring 2013
ttachment: Documents Related to IEP - 229521810

Individualized Education Program (IEP) (Fall 2018 IEP

tachment: Attendance Page - 229521810

|
|
|

of the Conference Attenance
Page, try re-faxing.)
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1) Go to the Student's Profile

My Home Page — [Profile] + EDocuments
Select: S DemographiesEnrolmentContaet—2) Click on the drop down menu

[Demographics/Enrolment/Contact

Searching for General Ed Students with ID

Special Education Summary

Historical Data Report

Placement
Case Closing/Discharge

Caseload
Class Student Roster

Searching with or without ID

First Attends

3) Select "Special Education Summary"

4) When you are in the "Special Education Summary"
section, scroll down until you get to the Compliance Dates

Compliance Dates

Projected Date of Next Annual Review
Projected Date of Next Mandated Three Year Reevaluation
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1) Select the Annual Goal
that progress will be
reported on

Measurable Annual Goals [ Measurable Annual Goals - Select:[ 1

%, Edit This Secton 7= Print.. ¥ NavigateTo.. ¥ More.. ¥

2) Click "Edit This Section"
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3rd Progress report for this IEP ¥

Teacher Made Materials +
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due date.

(Official Class Teacher and the SAT School Psychologist must discuss with all parties involved,
including the Related Service Providers and other teachers & let the TEP Coord. know how the
Full Committee on Special Ed has decided to proceed.

For Annual Review purposes, IEP must be finalized by 2/25/23. Please keep IEP Coord.
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« Click here to go to the Notice of IEP: Annual Review
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l 1) Click on "My Home Page" to exit Notice of IEP
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" ACADEMIC ACHIEVEMENT, FUNCTIONAL PERFORMANCE AND LEARNING CHARACTERISTCS
LEVELS OF KNOWLEDGE AND DEVELOPMENT I SUBJECT AND SKILL AREAS
Please use short, declarative statements in bullet format. All statements must
be objective and observable (with the related evidence cited).
(STUDENT NAME) is pursuing a (ENTER DIPLOMA OR CREDENTIAL TYPE) s
Required

her/his parent(s), name(s) (and the agency if applicable), were invited to this Annual Review Meeting
(see Notice of IEP and faxed Student Invitation — and Agency Invitation if applicable) and DID / DID NOT participate. (Make a notation if
participation was by phone.) The following were also members of the Subcommitice on Special Education also attended and participated:

/Ylllls is a State Performance Plan - Indicator 13 (SPP-13) Requlreme:?t\
In addition to the data about (STUDENT NAME) discussed in the above Evaluation Results, her/his teachers made the following observations
regarding her/his Levels of Knowledge in the following Content Arcas:

- In English Language Arts/Literacy (Reading), she/he demonstrates the ability to when
when

when

 when

- In Functional Mathematics/Numeracy, she/he demonstrates the ability to when

List abilties exhibited by the student How do you know what the student can do?
In the area of Activities of Daily Living (ADL), she/he . This has been evidenced by

- She/He has a learning style as evidenced by her/his responses on The Visual, Aural, Read/write, Kinsethetic Questionaire
(The VARK)

[
OR | e
The Student Learning Style Survey DELETE THE ASSESSMENT NOT USED
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STUDENT STRENGTHS. PREFERENCES. INTERESTS: __ This is one section of the IEP where the student really gets to shine!

Please use bullet format. m

- In terms of strengths, _student _ stated the following in the Level 1 Vocational

s ‘—ﬁr’—ﬁh— Student
- In terms of strengths, _student™stated the following at the Annual Review meeting: YOI &

H Parent

Voice

- In terms of strengths___Parent —gtated the following in the Level 1 Vocational :“:ﬁfﬁd
Assessment: " " in this

- In terms of strengths, __Parent  stated the following at the Annual Review meeting . section
. w " of the

Present
- In terms of strengths , __teacher  stated the following in the Level 1 Vocational Levels

Assessment: " a
- In terms of strengths, teacher & rsp(s) stated the following at the Annual Review meeting

- In terms of preferences and interests_ student _ stated the following in the Level 1
Vocational Assessment: ". M
- In terms of preferences and interests_student _ stated the following at the Annual
Review meeting: " .
- In terms of preferences and interests__Parent _ stated the following in the Level 1
Vocational Assessment: " o
- In terms of preferences and interests__Parent _ statkd the following at the Annual
Review meeting: ", o
- In terms of preferences and interests_teacher _ stated/he following in the Level 1
Vocational Assessment: "
- In terms of preferences and interests__teacher
Review meeting: ".
Indirect Quotations are acceptable, but Direct Quotations are MUCH stronger!

taped the following at the Annual
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/ACADEMIC, DEVELOPMENTAL AND FUNCTIONAL NEEDS OF THE STUDENT,

. Each Annual Goal
INCLUQING CONSIDERATION OF STUDENT NEEDS THAT ARE OF CONCERN TO THE PARENT MUST align with at
This section INCLUDES parental concerns, but ALSO must include ~ !:‘“ ,‘;_";‘?f “;? neads
the needs by the student himself/herself as well as the B :t"," ied in this
concerns of his/ her teachers, including speech & hearing teachers. section.

‘When asked about her/his Academic Needs, STUDENT stated the following: D

- Her/His need to learn to will be addressed by (SELECT ONE: an Annual Goal OR Transition/Insruction Activity )
- Her/His need to learn to will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity.)

(REPEAT AS NEEDED)

‘When asked about her/his Functional Needs, STUDENT stated the following: "
- Her/His need to leam to will be a (SELECT ONE: an Annual Goal OR a Transition Activity).
- Her/His need to lear to will be addressed by ( T ONE: an Annual Goal OR a Transition Activity).

(REPEAT AS NEEDED) Student & Parent Voices are essentiall

‘When asked about STUDENT's Academic Needs PARENT Siated the following: ~
- Her/His need to learn to will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity.)
- Her/His need to learn to will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity.)

(REPEAT AS NEEDED)

‘When asked about STUDENT's Functional Needs, PARENT stated the following:

= an Annual Goal OR Transition/Instruction Activity.)
- Her/His need to learn to Will be addressed by (SELECT ONE: an Annual Gosl OR a Transition Activity).
- Her/His need to learn to will be addressed by (SELECT ONE: an Annual Goal OR a Transition Activity).

®ErEATASNEOI) Open-ended questions, such as "What are your concerns about your young adult
yield stronger responses than closed ones, such as "Do you have any concerns?"

The needs identified by the Teachers below may be the same as those identified by the student & parents above.
- The Official Class Teacher, TEACHER NAME, noted that in terms of ransition STUDENT NAME needs to leam to: ___
This need will be addressed by an Annual Goal. BE SURE THIS NEED ALSO APPEARS IN TRANSTION
The Reading Teacher, TEACHER NAME, noted that i order to __reauiste kit __STUDENT NAME first needs to leam o Prereausie/sccess skit
The need for this access skill will be addressed by (SELECT ONE,sn Annual Goal OR Transition/Intrction Activity.)
- The Writing Teacher, TEACHER NAME, noted that in order to ___ etz _STUDENT NAME first needs to lean o Prereauisite/access kil
The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity.)
- The Academic Math Teacher, TEACHER NAME. noted that in order to _esissess_STUDENT NAME first needs to learn to; Prereauisite/access sk
The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity )
- The Functional Numeracy Teacher, TEACHER NAME, noted that in order to 1= STUDENT NAME first needs to learn fo: prereauiste/access
The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR a Transition Activity).
- The _ ‘Teacher, TEACHER NAME, noted that in order to reauisite skil_STUDENT NAME first needs to learn to: Prereauisite/ access skil
The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR a Transition Activity).
- The Speech Teacher, TEACHER NAME, noted that in order to participate in class and communicate effectively in workplace environments
STUDENT NAME needs to learn to: __reauisite skill___ This need will be addressed by an Annual Goal. STUDENT NAME
also needs to _reauisite skill_ and this need will be addressed by a Transition Activity. Hearing Teachers must add a simi
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‘When asked about her/his Academic Needs, STUDENT stated the following
- Her/His need to learn to " Wil be addressed by (SELECT ONE: an Annual Goal OR Transition/Insruction Act
- Her/His need to learn to will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity.)

(REPEAT AS NEEDED)

‘When asked about her/his Functional Needs, STUDENT stated the following: " i
- Her/His need to leam to will be a (SELECT ONE: an Annual Goal OR a Transition Activity).
- Her/His need to lear to will be addressed by ( T ONE: an Annual Goal OR a Transition Activity).

(REPEAT ASNEEDED) _________—_ Student & Parent Voices are essentiall

‘When asked about STUDENT's Academic Needs PARENT Siated the following:

- Her/His need to learn to __ will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Acti

- Her/His need to learn to will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity )

(REPEAT AS NEEDED)
‘When asked about STUDENT's Funetional Needs, PARENT stated the following:

M 5 an Annual Goal OR Transition/Instruction Activity.)
- Her/His need to learn to ‘will be addressed by (SELECT ONE: an Annual Goal OR a Transition Activity).
- Her/His need to learn to ‘will be addressed by (SELECT ONE: an Annual Goal OR a Transition Activity).
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This need will be addressed by an Annual Goal, BE SURE THIS NEED ALSO APPEARS IN TRANSTION

- The Reading Teacher, TEACHER NAME, noted that in order to _reauiste st __STUDENT NAME fist needs to learn

The need for this access skill will be addressed by (SELECT ONE, a1 Annual Goal OR Transition/Insruction Act

- The Writing Teacher, TEACHER NAME, noted that n order to___ s STUDENT NAME first necds to learn o:

The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity.)

- The Academic Math Teacher, TEACHER NAME. noted that in order to _rsessscssa_STUDENT NAME first needs o lean to; Prerequisite/access skl

The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR Transition/Instruction Activity )

‘The Functional Numeracy Teacher, TEACHER NAME, noted that in order to * STUDENT NAME first nceds to learn to; prerequisie/access ski

The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR a Transition Activity).

The __ _ Teacher, TEACHER NAME, noted that n order to "eauisite skil_STUDENT NAME first needs {o lean to; Prereauisite/access sk

The need for this access skill will be addressed by (SELECT ONE: an Annual Goal OR a Transition Activity).

‘The Speech Teacher, TEACHER NAME, noted that n order to participate in class and communicate effectively in workplace environments

STUDENT NAME needs to lear to: __requisite skill___This need will be addressed by an Annual Goal. STUDENT NAME

also needs to _requisite skill and this need will be addressed by a Transition Activity. Hearing Teachers must add a similarly phrased statement.
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SOCIAL DEVELOPMENT
THE DEGREE (EXTENT) AND QUALITY OF THE STUDENT'S RELATIONSHIPS WITH PEERS AND ADULTS:
FEELINGS ABOUT SELF; AND SOCIAL ADJUSTMENT TO SCHOOL AND COMMUNITY ENVIRONMENTS:

Please use short, declarative statements in bullet format. All statements must

be objective and observable (with the related evidence cited).
= 's relationships with peers are . This has been evidenced by
- 's relationships with adults are This has been evidenced by
- 's feelings about herself/himself are . This has been evidenced by
- 's adjustment to school has been This has been evidenced by

- 's adjustment to community environments has been - This has been evidenced by

STUDENT STRENGTHS: .,

is i ion of the IEP where the student really gets to shi

- The counselor has identified the following social strengths for.
- The teacher has identified the followina social strengths for
- At the Annual Review meeting, __Student _identified the following social strengths

- At the Annual Review meeting, ___Darent___identified the following social strengths

‘SOCIAL DEVELOPMENT NEEDS OF THE STUDENT, wauo%:;:msmm oF sYUD:wMNCERN O THE PARENT:
This section must ALSO include the concefTis of the student herself/himself
and the concerns of the Teachers & Related Service Providers (RSPs)

1f applicable, be sure to include FBA/BIP and 1:1 Cri

- The counselor has identified the following social needs for

- The teacher has identified the followina social needs for

- At the Annual Review meeting, _ identified the following ~ social need:
- At the Annual Review meeting, ___parent___identified the following social need

s Management Paraprofessional
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[PHYSICAL DEVELOPMENT

Use the "Physical Education / Dance Teacher Present Levels Reports” to
icomment on the student's:

- motor and sensory development

- general health & vitalty, noting any health issues & concerns

- physical skills or limitations

[STUDENT STRENGTHS:

Consult the following documents when filling out this section:
- "Physical Education / Dance Teacher Present Levels Reports”
- Student, Parent & Teacher versions of the Level 1 Vocational Assessment

[PHYSICAL DEVELOPMENT NEEDS OF THE STUDENT, INCLUDING CONSIDERATION OF STUDENT NEEDS
- THAT ARE OF CONCERN TO THE PARE!

Consult the following when filling out this section:
- "Physical Education / Dance Teacher Present Levels Reports"

- All 3 versions of the Level 1 Vocational Assessment, with particular attention to the Parent version
Note: You will likely need to add to this section when you meet with the parent at the Annual Meeting

Important! Check "Yes" or "No"
as appropriate =——
[DOES THE CHILD NEED AN ACCESSIBLE PROGRAM? [ OYes OiNo

[DOES THIS CHILD HAVE LIMITED MOBILITY? (1Yes [INo
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[MANAGEMENT NEEDS
HE NATURE (TYPE) AND DEGREE (EXTENT) TO WHICH ENVIRONMENTAL AND HUMAN OR MATERIAL RESOURCES ARE NEEDED TO ADDRESS NEEDS IDENTIFIED ABOVE:

Please use short, declarative statements in bullet format.

Use this sectjon to ., ~

1) Describe the student's Academic Management_ Neec?s in tern'!s of envlronr_nental
modifications (e.g. consistency in routine, limited visual/auditory distractions, preferred
seating etc.), human resources (small group instruction, assistance of classroom
paraprofessional, note taking prompting, etc.) and materials in alternative formats

(specify), materials that have been Universally Designed for Learning (UDL).
Identify the Specially Designed Instruction (SDI) methods to be used with the student.

To be
completed by
the Teacher

2) Describe the student's in-school Behavioral Management Needs in terms of response | 1, pe completed
to support measures (e.g. ICARE Cards, point sheets, PBIS, token economy, student by the
contract, conduct sheets, Behavioral Intervention Plan, 8:1:1 class ratio, 1:1 crisis Counselor
paraprofessional, etc.)

The foundation / rationale for each Testing Accomodation listed later in the IEP
should be listed here in the Academic Management Needs. For example, if a student
has "Use of Calculator" as a Testing Accomodation you should discuss here how
"Use of a Calculator" is an Academic Management Need in the classroom.
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EFFECT OF STUDENT NEEDS ON INVOLVEMENT AND PROGRESS IN THE GENERAL EDUCATION CURRICULUM OR, FOR A PRESCHOOL STUDENT, EFFECT OF STUDENT NEEDS ON PARTICIPATION IN APPROPRIATE ACTIVITIES
'The Committee on Special Education (
most appropriate and Least Restrictive

has determined that placement in a _(add class ratio here)__ Special Class in a New York City Department of Education Specialized School (District 75) is the
ironment (LRE) for Student Name at this time. The school staff on the Subcommittee on Special Education developing this IEP concur with this placement ﬂ

For example, his teacher, (TEACHER NAME), has noted that his current difficulty in (LIST CONTENT HE CANNOT ACCESS W/O SUPPORT) has been adversely affected by his current inability to (LIST y
\ACCESS SKILL) — a prerequisite skill. An example of an effective use of an adaptation or modification is that when (DESCRIBE THE SUPPORT) he is able to access (DESCRIBE THE OTHERWISE
INACCFSSIRI F CONTENTY





image50.png
\Additionally, the CSE has determined that Student Name will access the General Education Curriculum via the Common Core Essential Elements, which are “specific statements of knowledge and skills linked to
the grade-level expectations identified in the Common Core State Standards. The purpose of the Essential Elements is to build a bridge from the content in the Common Core State Standards to academic
lexpectations for students”, such as Student Name, who have “the most significant cognitive disabilities.” (Dynamic Learning Maps Consortium, 2013)
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ke her/his non-disabled peers, Student name is expected to reach the New York State Next Generation Learning Standards. However, without his/her Special Education supports, Student Name’s disability
currently makes it significantly difficult for her to make progress in the general education curriculum.
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EFFECT OF STUDENT NEEDS ON INVOLVEMENT AND PROGRESS IN THE GENERAL EDUCATION CURRICULUM OR, FOR A PRESCHOOL STUDENT, EFFECT OF STUDENT NEEDS ON PARTICIPATION IN APPROPRIATE ACTIVITIES

'The Subcommittee on Special Education has determined that placement in a SETSS program in a NYC DOE School Non -Specialized (i.e. Community School) is the most appropriate and Least Restrictive
ecklist).

\With her/his support systems in place it is not anticipated that his needs will impact involvement in the General Education curriculum nor his/her interactions with non-disabled peers.
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LEAST RESTRICTIVE ENVIRONMENT: PROCEDURAL CHECKLIST

Student: DOB:

School:

Date of IEP Meeting:

Note: Fill out this form after completing the present level of performance and before making program
recommendations.

Section A: LRE Screening (This section must be completed)

1

‘The child is educated in the school that he or she would attend if nondisabled.

‘All of the student's classes are in the general educational classroom.

The child has the opportunity to participate in nonacademic and extracurricular services and
activities (may include: meals, recess periods, and services and activities such as counseling
services, athletics, transportation, health services, recreational activities, special interest groups or
clubs sponsored by the child's LEA, and employment of students, including both employment by
the LEA and assistance in making employment available) to the same extent s peers who do not

have disabilities.

[

oods

Section

of the items in Section A. Respond to all items unless otherwise indicated.)

<
a

NO

1

‘The [EP Team made a program recommendation consistent with the contents of
all of the other sections of the child's IEP.

]

2.

‘The [EP Team made a recommendation to enable the child to be educated to the
maximum extent appropriate with access to the general education curriculum and
children who are nondisabled.

]

‘The IEP Team made a recommendation to enable the child's participation in
nonacademic and extracurricular services and activities with nondisabled
children to the maximum extent appropriate to the needs of the child.

O oad

‘The [EP Team considered the use of supplementary aids and services (including
but not limited to, SETSS direct in general education class, SETSS direct in
separate location, SETSS indirect and/or assistive technology) in conjunction with
general education class placement to support access to the general education
curriculum.

O

‘The [EP Team recommended the program using the full continuum of special
education services, which is required to implement the child's IEP.

O

‘The IEP Team considered any potential harmful effects (lack of access to
curriculum, lack of access to nondisabled peers) of the placement on the child.

g

‘The IEP Team considered any potential harmful effects of the placement on the
quality of the services that the child needs.

O

ddd

Comments/Additional Information:

(Signature of IEP TEAM Chairperson) (Date)

RE Factors and Considerations Screening (Complete only if "NO” has been checked for one or more
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The Counselor should consult the Teacher and the
previous IEP. If a Functional Behavior Analysis
and Behavior Intervention Plan are needed, the

Counselor should complete this section.
STUDENT NEEDS RELATING TO SPECIAL FACTORS

Does the student need strategies, including positive behavioral intervent)
to address behaviors that impede the student's learning or that of

upports and other strategies
rs? ¥ Yes [/ No

Does the student need a behavioral intervention plan? [/ No ¥ Yes

Briefly explain why the FBA & BIP are needed here . . .
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Select: © Measurable Annual Goals &

Measurable Annual Goals - Select: (1 ¢)- <) Shift Measurable Goals and Objectives, Shift Measurable Goals and Objectives® ,

Dupiicate Measurable Goals and Objectives. Insert New Measurable Goals and Obieclives Delete Measurable Goals and Objectives
Add New Measurable Goals and Obiectives, Insert New Measurable Goals and Oblectives.

1) Add new goal OR 2) Insert new goal (this will rearrange the
order in which goals appear)
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6) Save ONLY for

7~ Standardized 4) Best practice is to collect data at least 1x
Eeemmmem | Students per week. (Unless otherwise instructed by a
supervlsor) data MUST be collected a

MEASURABLE ANNUAL GOALS

1) DO NOT pre ace the

: _
%p rase "Within one year"

In order to address her/his need
to (specifcy need found in Pres.
Levels) she or he will,

- Check Lists

- Class Activities

- Performance Task
Assessment

- Portfolios

- Standardized Test

- Student Work Sample

State Ed does not
permit the use of
"Verbal Explanation"
as a method and

consecutive trials.
UPDATED 1/2/18

\ - Classroom Assessments| strongly advises against

State what the student "WILL" do, 2) Infert. - Graded Worksheets using "Teacher/Provider

NOT what s/he "will be able to" do.  Criteria for |- Charting of Responses J| opservations" and
Mastery of "Teacher Made Materials."

I8 the IEP team Iikely 1o recommend Goal. If you  3) geject Method(s) of recording data.
alternate assessment? * | Yes | 'No use other This recorded data must be maintained

/ ) phrasing, consult ang be made available upon request by
5) Check "Yés" #6r Alternate [EP Coordinator. the student, parent or administrator or

Students. "No" for Standardized state/city auditor. It is recommended that
you select no more that 2 methods. Each

additional method you select is an additional
commitment.
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st DATA
= | COLLECTION

State Ed does not
permit the use of
"Verbal Explanation"
as a method and
strongly advises against
using "Teacher/Provider
Observations" and
"Teacher Made Materials."
3) Select Method(s) of recording data.
This recorded data must be maintained
and be made available upon request by
the student, parent or administrator or
state/city auditor. It is recommended that
you select no more that 2 methods. Each

additional method you select is an additional
commitment.

Enlarged detail from previous page
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ety 2) Click "Save" (Above Annual Goal)
SHORT-TERM INSTRUCTIONAL OBJECTIVES AND/OR BENCHMARKS

Objective 1: Insert Statements
Insert the 1st of 3 (minimum) intermediate steps the student
il take in proceeding from his or her Present Level of
Performance toward meeting the Annual Goal.

Objective 2:Insert Statements

Insert the 2nd of 3 (minimum) intermediate steps the st t
will take in proceeding from his or her Present Level of
Performance toward meeting the Annual Goal.

Objective 3:Insert Statements

Insert the 3rd of 3 (minimum) intermediate steps the stude!
will take in proceeding from his or her Present Level of
Performance toward meeting the Annual Goal.

*NEW*
With a few exceptions, STOs
should NOT be expressed as
percentages of the of the over-
arching goal. They should be
expressed as component skills
of that over-arching goal.

1) Insert

at least three
Short Term
Objectives
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Bloom’s Taxonomy Action Verbs

Knowledge Comprehension | Application Analysis Synthesis Evaluation
Remember Demonstratean | Apply knowledge | Break down Comy Make and defend
previously understanding of | to actual objects orideas | component judgments based
learned the facts. situations. into simpler parts | ideas intoa new | on interal
information. and find evidence | whole or evidence or
to support propose external criteria.
generalizations. | alternative
solutions.
*  Amrange *  Classify *  Apply *  Analyze o Arrange * Appraise
o Define o Convert o Change o Appraise o Assemble [ Argue
o Describe | e Defend *  Choose o Breakdown |e Categorize |e Assess
« Duplicate | Describe « Compute o Calculate  |e Collect o Attach
o identify |e Discuss « Demonstrate |e Categorize | Combine | Choose
o Label o Distinguish Discover « Compare «  Comply « Compare
o List o Estimate © Dramatize | * Compose [s Conclude
o Match o Explain o Employ . o Construct | Contrast
o Memorize |e Express o lllustrate . o Create «  Defend
o Name « Exend o Interpret  Differentiate | o Design «  Describe
« Order o Generalized  |e Manipulate [e Discriminate | o Develop «  Discriminate
o Outline |e Giveexample(s) | » Modify o Distinguish | e Devise o Estimate
o Recognize [e identify « Operate o Examine o Explain o Evaluate
© Relate Indicate  Practice o Experiment | e Formulate |e  Explain
o Recall o infer o Predict o Identify o Generate | Judge
* Repeat o Locate o Prepare o lllustrate o Plan o Justify
* Reproduce |o Paraphrase Produce o Infer o Prepare o Interpret
e Select e Predi ®  Relate *  Model e Rearrange e Relate
o State «  Recognize o Schedule « Outiine o Reconstruct [ Predict
« Rewrite o Show © Pointout | Relate o Rate
o Review o Sketch *  Question o Reorganize [e  Select
o Select o Solve o Relate o Revise o Summarize
*  Summarize *  Use o Select *  Rewrite e Support
o Translate o Write « Separate o Setup o Value
o subdivide | Summarize
o Test o Synthesize
o Tell
o Write
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DOK 1 (Recall of basic
facts, information or
procedures)

DOK 2 (Use
Skill/Concept, 2 steps etc.)

DOK 3 (Strategic
Thinking—involves
supporting arguments)

DOK 4 (Extending
Thinking—involves an
investigation and weighing
multiple conditions)

Choose
Describe
Find

Give an example
Identify
Label
Label

List
Locate
Match
Measure
Memorize
Name
Name
Quote
Recite
Recognize
Remember
Retrieve
Select
Show
Solve basic calculations

«Apply

o Cause/Effect

«Classify

«Collect and display data

«Compare

eDescribe

#Determine whether fact
or opinion

eDisplay

«Estimate

«Explain

«Group

«Graph

o Interpret

Order

*Organize

o Predict

oSeparate

* Summarize

*Use context clues

o Appraise

* Attribute

o Calculate
 Categorize

« Compare

* Debate

* Decide

* Deconstruct

* Determine

« Diagram

* Dissect

* Draw conclusions
* Examine
 Explain

* Extend arguments
* Generalize

® Infer

© Investigate
 Question

* Research

* Revise arguments
o Separate
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Assemble
Compile
Compose
Construct
Create
Critique
Design
Develop
Devise
Experiment
Generate
Tmagine
Invent
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Organize
Plan
Prepare
Produce
Propose
Prove
Write a proof
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Bloom’s Taxonomy Action Verbs

Knowledge Comprehension | Application Analysis Synthesis Evaluation
Bloom’s Remember Demonstratean | Apply knowledge | Break down Compile Make and defend
Definition | previously understanding of | to actual objects orideas | component judgments based

learned the facts. situations. into simpler parts | ideas intoa new | on interal

information. and find evidence | whole or evidence or
to support propose external criteria.
generalizations. | alternative
solutions.
Verbs *  Amrange *  Classify *  Apply *  Analyze o Arrange * Appraise

o Define o Convert o Change o Appraise o Assemble [ Argue

o Describe | e Defend *  Choose o Breakdown |e Categorize |e Assess

« Duplicate | Describe « Compute o Calculate  |e Collect o Attach

o identify |e Discuss « Demonstrate |e Categorize | Combine | Choose

o Label o Distinguish Discover « Compare «  Comply « Compare

o List o Estimate o Dramatize | Contrast * Compose [s Conclude

o Match o Explain o Employ o Criticize o Construct | Contrast
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o Name « Exend o Interpret Differentiate | o Design «  Describe
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o Outline |e Giveexample(s) | » Modify o Distinguish | e Devise o Estimate

o Recognize [e identify « Operate o Examine o Explain o Evaluate

© Relate Indicate  Practice o Experiment | e Formulate |e  Explain

o Recall o infer o Predict o Identify o Generate | Judge

* Repeat o Locate o Prepare o lllustrate o Plan o Justify

* Reproduce |o Paraphrase Produce o Infer o Prepare o Interpret

e Select e Predict ®  Relate *  Model e Rearrange e Relate

o State «  Recognize o Schedule « Outiine o Reconstruct [ Predict

« Rewrite o Show © Pointout | Relate o Rate
o Review o Sketch *  Question o Reorganize [e  Select
o Select o Solve o Relate o Revise o Summarize
o Summarize o Use o select o Rewrite  Support
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RECOMMENDED SPECIAL EDUCATION PROGRAMS AND SERVICES

If applicable, select a reason for,eferred placement:
Educationally appropriate
Parent requested
Asticulating/attending a new sch
Other

Leave blank
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SPECIAL EDUCATION PROGRAM/SERVICES

SERVICE DELIVERY RECOMMENDATIONS*

FREQUENCY
HOW OFTEN PROVIDED

SPECIAL EDUCATION PROGRAM:

Special Class

Career Development (for ALT ASSESSMENT STUDENTS ONLY)

Special Class

for Home Language Arts (582 & 583 ONLY)

Special Class
Math

Special Class
ELA

Special Class
Sciences

Special Class
Social Studies

Use for any mathematics course incl. Consumer Math

Also use for Horticulture & Gardening

Use for History, Economics, Government and
Current Events

12:141
Language of Service: English
12:141
Language of Service: Spanish
12:141
Language of Service: English
12:141
Language of Service: English
12:141
Language of Service: English
12:141
Language of Service: English

1 time(s) per week

| time(s) per week

| time(s) per week

| time(s) per week

| time(s) per week

| time(s) per week

lPeriod

lPeriod

lPeriod

lPeriod

lPeriod

lPeriod
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SPECIAL EDUCATION PROGRAM/SERVICES

SERVICE DELIVERY RECOMMENDATIONS*

FREQUENCY
HOW OFTEN PROVIDED

SPECIAL EDUCATION PROGRAM:

Special Class
Career Development

Special Class
Math

Special Class
ELA

Special Class
Sciences

Special Class
Social Studies

12:141
Language of Service: English
12:141
Language of Service: English
12:141
Language of Service: English
12:141
Language of Service: English
12:141
Language of Service: English

129 (Out-of-Building*)
|24 (In-House**)

2 time(s) per week

2 time(s) per week

1 time(s) per week

1 time(s) per week

Period

Period

Period

Period

Period
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SUPPLEMENTARY AIDS AND SERVICES/PROGRAM
MODIFICATIONS/ACCOMMODATIONS:

——————————

A note taker
Instructional materials in alternative formats
Extra time to go between classes
Special seating arrangements
Highlighted work
Books on tape

| Study guide outlines of key concepts

= Use of a study carrel for independent work
Assignment of supplementary school personnel (i.e., teacher aidefteaching assistant)
Behavior management/support plan
Extra time to complete assignments

Paraprofessional ———————— Select
Other
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‘SUPPLEMENTARY AIDS AND SERVICES/PROGRAM
MODIFICATIONS/ACCOMMODATIONS:

i Paraprofessional

Select para
type
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SERVICE DELIVERY
RECOMMENDATIONS*
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PROJECTED
BEGINNING /
SERVICE DATE(S)

[ 10 school
days after
meeting
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D

Please provide justification for recommending full-time paraprofessional:
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‘SUPPLEMENTARY AIDS AND SERVICES/PROGRAM
MODIFICATIONS/ACCOMMODATIONS:

1ill Paraprofessional

(Select)

Select para
type
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SUPPLEMENTARY AIDS AND SERVICES/PROGRAM
MODIFICATIONS/ACCOMMODATIONS:

1) Click this box
2) Specify why Health
para is required
Please Specify: *

Ul Paraprofessional
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LOCATION
SERVICE DELIVERY FREQUENCY DURATION WHERE SERVICE WILL BE
RELATED SERVICES: RECOMMENDATIONS* HOW OFTEN PROVIDED LENGTH OF SESSION PROVIDED

ill Parent Counseling and Training

- Parent Traimng

- [ox per vear | [rhour -~ [schoo Faciiny
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So often we overlook the work and
the signifcance of those who are
not in professional jobs, of those
who are not in the so-called big
jobs. But let me say to you tonight,
that whenever you are engaged in
work that serves humanity and is
for the building of humanity, it has
dignity and worth . . . All labor has
dignity.
~ Martin Luther King, Jr. ~
Memphis, Tenn. Feb. 12, 1968
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BEGINNING NOT LATER THAN THE FIRST IEP TO BE IN EFFECT WHEN THE STUDENT IS
AGE 15 (AND AT A YOUNGER AGE IF DETERMINED APPROPRIATE)  ALL 754X students are to have a Transition

Focussed IEP, regardless of their age.

MEASURABLE POSTSECONDARY GOALS
LONG-TERM GOALS FOR LIVING, WORKING AND LEARNING AS AN ADULT

*NEW* As per State Ed guidance we should no longer write "Upon graduation / leaving school.”

will:

[EDUCATION/TRAINING:
The student's PostSec Goals mustscome from the Student & Parent Level 15
EMPLOYMENT:
INDEPENDENT N
LIVING SKILLS wil
(WHEN APPROPRIATE) ~ . . 2
D75 has decided - Describe where, and with whom, the student and her/his familiy want him/her
that this section to live once they leave secondary school.
lis appropriate - Describe what do they hope to do INDEPENDENTLY while living in that
for AL 754% environment.

students.





