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Dear First -Year Special Education Teacher,

Congratulations! You are now a first -year special education teacher; a career that
will enrich your life beyond measure (most of the time) fi it is also a career that can
be challenging at times. It is a balancing act, balancing the love of children with
disabilities as well as the dre  aded paperwork and compliance.

In an effort to help you with the balancing act, the Oklahoma State Department of
Education (OSDE), Special Education Services (SES), is pleased to introduce the
First -Year Special Education Teacher Handbook. This handbook is designed to
assist and support you through the teaching experience in your first year. Within

this document you will find information necessary to perform your duties as a

special educator while staying in compliance with the federal requirements.

Thi s handbook presents the federal rules outlined in the Individuals with Disabilities
Act (IDEA), as well as rules specified in the Policies and Procedures for Special
Education in Oklahoma, 2007. These rules define the procedures for educating
children wit h disabilities.

Oklahoma has a continuing goal of providing a full educational opportunity to all
children with disabilities. It is my pleasure to present you with the OSDE -SES First
Year Special Education Teacher Handbook.

Best of Luck,
Misty Kimbrou gh

Assistant State Superintendent
Special Education Services
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Timelines for Initial Evaluation Process for Child with Suspected Disability
Other than Specific Learning Disability

e Teacher or parentindicate s concern regarding the progress of the student.

e The teacher assists in gathering the information needed for the Review of
Existing Data ( OSDE Form 3). The completion of this form does not require

a meeting. The date of the signatures received may not match.

e Before any evaluations are performed, the local educational agency (LEA)
needs to have the parent sign to give permission to test (OSDE Form 4).

e Once the parental consent to test has been signed, the LEA has 45 school

days to evaluate and determine el igibility.
e Upon completion of the Review of Existing Data, the Multidisciplinary

Evalu ation and Eligibility Group Summary (MEEGS, OSDE Form 5) is used
to document the variety of assessment tools, strategies used, results,
conclusions, and the determination of the group. The qualified examiner

will go over the results with the group and answer any questions the parent
or other group members may have.

e A qualified examiner is a professional that provides special education and
related services, including diagn  ostic evaluations. Qualified examiners must
hold the appropriate credentials outlined in the Personnel Qualifications
section of the Policies and Procedures for Special Education in Oklahoma,
2007.

e If the student does not qualify for special education or related services, the
process stops here.

e If the student does qualify for special education or related services, the LEA
has 30 calendar days to write and implement an Individualized Education
Program (IEP).



Response to Intervention (Rt )

Overview

The reauthorization of the Individuals with Disabilities Education Act (IDEA) of 2004
includes provisions that could lead to significant changes in the way in which
students with specific learning disabilities are identified.

What is RtI?

Response to Intervention, often referred to simply as Rtl, is a prevention framework
that involves schools:
e Providing a research -based curriculum to all students in academic and
behavior areas.
¢ Identifying students who are not meeting standards.
e Planning and providing research -based interventions in a timely manner.
e Monitoring student progress closely.
e Intervening at increasingly intensive levels if students do not progress toward
achievement standards.
Although the research for Rtl is primarily in reading or math, it can be applied to all
content areas. It is an overarching framework that aligns all school services and
supports (general and special education) to ensure success for all students.

The National Center for Response to Intervention < www.rti4success .org> defines Ritl
as follows:
OResponse to intervention integrates assessmen
a multi -level prevention system to maximize student achievement and to
reduce behavior problems. With RTI, schools identify students at risk for
poor learning outcomes, monitor student progress, provide
evidencebased interventions and adjust the intensity and nature of those
interventions depending on a studentods responsiveness, and
students with |l earning disabilities. o

While the research does not  support any specific number of tiers, the Oklahoma
State Department of Education recommends a three -tiered framework of assessment
and intervention support. Figure 1 shows how schools in Oklahoma can deliver
increasing intensive levels of tiered -instructi on and support in academics and
behavior. A brief description of each tier is provided below:

e Tier 1: Core Curriculum with Differentiated Instruction is provided to all
students and should be sufficient for approximately 80 -90% of students.

e Tier 2: Supplem ental Targeted Instruction is typically provided in small
groups and may be necessary to meet the needs of those students who do not
make adequate progress in Tier |. Approximately 5 -15% of students may
need Tier 2 support.

e Tier 3: Intensive Targeted Inst  ruction is often provided individually or in very
small groups and should only be necessary for a very small number of
students, perhaps 1 -5%.

Figure 1. Response to Intervention Schoolwide Systems of Prevention for
Academics (e.g., math, reading, writing) and Behavior.
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Note: Both sides of the triangle feature the same levels of prevention and support: Core, Supplemental,
and Intensive Supports. Figure 1 was adapted from the Handbook of Positive Behavior Support ( Sailor,
Dunlop, Sugai & Horner, 2008, p. 739).

An Rtl framework uses a multitiered model of assessment and interventions. At the

core of an effective multitiered approach is Tier | Core Curriculum with
Differentiated Instruction. All students receive access to research -based core
curriculum and instructional strategies within the general education setting.
Differentiated instruction maximizes the progress of all students by addressing
critical differences among them through the use of flexible grouping, different
instructional materials, or diff erent ways of presenting the same content (Tomlinson

& McTighe, 2006). As a component of Tier I, all students participate in benchmark
screening (at | east three ti mes a year) that
responsiveness to Tier | with differentiated ins truction and the overall effectiveness

of Tier | instruction (National Association of State Directors of Special Education,
2005; Vaughn & Fuchs, 2003). When differentiated instruction alone does not result

in the expected successes for individual students , the Rtl framework provides
additional time, support, or instruction. Rtl derives its name from the very practice

of offering research -based interventions provided by the general education teacher or

other trained interventionists, such as additional inst ruction or small group
instruction, and t hen systematically evaluating
teachers and schools are already engaged in these kinds of activities through

Reading First, Title I, ACE Remediation, and other similar programs. The stren gth of

Rt | i s t hat at the wearliest signs of a studen
instruction, adjustments in i nstruction ar e mad e t o fit t he
essential activity in these efforts is close monitoring of the studentds prog
thei nterventionds effectiveness. D e mspensiveness about

are based on established criteria for data -based decision making , using an evidence -
based approach. In an Rtl framework, data teams have access to universal or
benchmark screen ing data (typically three times a year), frequent progress
monitoring data (every one to two weeks), state test data, and other classroom data

to answer important student, classroom, grade, and school questions.
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In addition to academic difficulties, inte rfering behavior , or behavior that may
prohibit a student from benefiting from instruction is often a factor that must be
considered when trying to determine why a student is not performing at a
satisfactory level or achieving a projected rate of learning. Because academics and
behavior are closely connected, they need to be addressed simultaneously. Students

who exhibit interfering behaviors should be screened and monitored just as those

who are experiencing academic difficulties. Many Oklahoma schools are utilizing the
Positive Behavioral Interventions and Supports (PBIS) model to provide incentives for
students who exhibit appropriate school behaviors and to provide interventions for
students whose behaviors interfere with their ability to learn.

Oklahom a State Department of Education Rtl Implementation Guide

The current guidance document provides a framework for understanding Rtl and
guidelines for the components of Rtl. However, because the implementation of Rtl
within any given site will vary, specific procedures for implementation are not
included within this document. An implementation guide will accompany this
guidance document and provide examples of the components of Rtl designed to
illustrate Rtl in practice. This guide is not an exhaustive source of examples, but a
first step in illustrating the various components of Rtl.

Resources for Ril
Oklahoma State Department of Education Web site < www.sde.state.ok.us >

National Center on Response to Intervention < www.rtidsuccess.org >

Description: Variousr esour ces available in Centerds |ibrary
OModel s.60f RTI

Best Evidence Encyclopedia < www.bestevidence.org >

Description: Provides summaries about the evidence supporting educational programs

for children Grades K & 12.

RTI Action Ne twork < www.rtinetwork.org >

Summary of Essential Features of Response to Intervention in Oklahoma

All students Student s failing to Students failing to

receiving general meet important meet important

education core benchmarks who benchmarks who

practices . have not responded have not responded
to Tier | core to Tier | or Tier Il
practices. efforts.

General education General education General education

classrooms. classrooms o r other classrooms or other
general education general education
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Researched -based
comprehensive
core delivered with
differentiation of
instruction.

General education
teache rs with
collaboration from
school specialist.

Screening of all
students at least
three times per
year.

Dist rict, school and
grade/content area
data -review teams
analyze universal
assessment data to
establish the
overall efficacy of
Tier |, identify ways
to improve and
differentiate
instruction within

a grade or course,
and identify
individual students
in need o f Tier Il
support.

locations within a
school.

Supplemental short -
term interventions,
delivered to
homogeneous groups
(i,e., students with
similar needs);
teacher: student
ration up to 1:4 or

1:6.

General education
teachers, specialists
or other

interve ntionists
trained for Tier Il
interventions.

Frequent progress
monitoring (e.g.,
every one to two
weeks).

Data review teams
match students with
and monitor the
effectiveness of
appropriate Tier Il
interventions.

12

locations within a
school.

Supplemental
intensive short
interventions;
teacher: student
ratio up to 1:3.

-term

Specialists or other
interventionists
trained for Tier 11l
intervention
(including general
educators with
appropriate
training).

Very frequent
progress monitoring
(e.g., at least once
per week).

Data review teams
decide how to
choose,
individualize, and
intensify
interventions for
students receiving
Tier 1l
interventions.



List of Disability Categories as identified by IDEA

e Autism

e Deaf-Blindness

e Developmental Delay

e Emotional Disturbance

e Hearing Impairment, including Deafness
¢ Intellectual Disability

e Multiple Disabilities

e Orthopedic Impairment

e Specific Learning Disability

e Speech and Language Impairment

e Traumatic Brain Injury

e Visual Impairment, including Blindness

13



First Year Special Education Teacher Handbook

OSDE FORM 1 - Record of Access to Educational Records

All unauthorized persons must first have
parental permissio n before accessing the
confidential records. In the event that
unauthorized persons access confidential
records, the date and purpose for accessing the
confidential record must be mai  ntained within
the record. The right to access educational
record under t he IDEA and Family Education
Rights and Privacy Act ( FERPA), shall not be
withheld from parents or eligible students
because of debts owedt o the LEA .

RECORD OF ACCESS TO EDUCATIONAL RECORDS
STUDENT ID

CONFIDENTIA LITY

The LEA shall protect the confidentiality of

personally identifiable information at co llection,

storage, disclosure, and destruction stages. All

confidential special educ ation records should

be maintained in a separate confidential folder,

not i n t he student ds cumul at i
medical records sho uld be separate as stated under the fed eral Health Insurance

Portability and Accountability Act (HIPAA). One person from the LEA shall be

designated to assume responsibility for ensuring the confidentiality of any personally

identifiable i nformation.

RECORD OF PARENT CONTACT

OSDE FORM 2 - Record of Parent Contact

Documentation of the efforts to contact the
parents to gain parent participation, and
attempts to arrange mutually agreed upon
meetings, should be maintained on this form. It
is required that a minimum of two different types
of contacts are made: one of whi ch is a pe rsonal
contact (i.e. , documented home visits, phone
calls), and the other includes copies of
correspondence.  If neither pare nt can attend, a
meeting may be conducted if the LEA doc uments
parent participation obtained through other
means, such as individual or conference calls.
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OSDE FORM 3 - Review of Existing Data (RED)

Referral procedures shall  document review of
existing data to assist the LEA, the parents,
and other qualified professionals in
determining evaluation information which
may be necessary to determine whether the
student has a disability which requires
special education services; present levels of
performance and educational needs; and for

an eligible child, whether any modifications

are needed to participate in the general
curriculum and meet IEP goals. R eview of
data should include efforts and
considerations of interventions and services
to assist and support
functioning in the general education
environment or other appropriate settings for
preschool -aged childre n. These efforts might
include student support teams, mainstream
assistance teams, consultati  on and
collaboration mo dels, cooperative learning
and peer tutoring.

REVIEW OF EXISTING DATA (RED)
STUDENT It

Initial Evaluations (34 CFR § 300.301)

The LEA may use data from existing evalu ations conducted by qualified individuals

or agencies other than that of the LEA i ncluding information and evaluations
provided by the parent, current classroom -based assess ments (or other age -
appropriate settings for preschool  -aged children), and observation s by teachers and
other qualified related service personnel. This r eview may be conducted by the group
without a meeting.

Initial evaluations, including a review of existing data, are necessary for children

trans itioning from SoonerStart (IDEA Part C, E arly Intervention) at age three to
determine eligibility for special education and related services under IDEA Part B. In
most circumstances for initial evaluations, this documentation to identify and
determine what additional data, if any, are needed may be accomplished on pages
one and two of the Review of Existing Data (OSDE Form 3); however, additional
pages of the form are provided for optional use as needed. Signature and review
dates may vary, as this process  does not require a meeting.

OSDE FORM 4- Parent Consent

Based on the review of the information to identify and determine necessary
evalu ations, the OSDE Form 4 will be completed and provided to the parents to
obtain consent for the proposed initial evaluation . Parents Rights in Special
Educat ion: N otice of Procedural Safeguards shall be provid ed to the parents at the
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time of obtaining consent for evaluation. Upon receiving written parental consent for
any additional evaluation, the LEA shall provide for the necessary evaluations within
45 school days.

A full and individual evaluation, as described by IDEA and state requirements , must
be conducted and eligibility established before special education and related services
are initially provided.

It is permissible to conduct the review of exi sting data to determine needed
evalu ation data as part of the IEP meeting. If additional data are needed, parental
consent is obtained on the Parent Consent (OSDE Form 4). Parental consent may

also be necessary to obtain additional info rmation from outside  sources. An LEA
must reevaluate a child before determining the child is no longer eligible for special
education and related services as a child with a disability.

If an IEP team member is not required to attend, in whole or in part, please describe

the nature of their partial participation in the meeting. List the names of those team
members not required to attend. Parent and the LEA representative signatures are
required. The team members not pa  rticipating in whole or in part shall not sign the
IEP and may use the Comment Form to submit their input.

OSDE FORM 5 - Multidisciplinary Evaluation and Eligibility Group Summary
(MEEGS)

The Multidisciplinary Evaluation and Eligibility Group Summary (MEEGS)
documents the completion of steps for an initi al evaluation and eligibility
determination of a child with a disability and is needed prior to develop ment and
implementation of the |  EP.

Upon completing the  Review of Existing Data and the administration of  tests and
other measurements, a group of quali  fied professionals and the parents of the child
must determine whether the child is or continues to be a child with a disability, as

defined in 34 CFR § 300. 8, and whether the child requires special education and
related services.

The MEEGS documents the v ariety of assessment tools and strategies used, results,
conclusions, and determination of the team. The MEEGS is used for initial
evalu ations and for reevaluations.

A child may not be determined to be eligible as a child with a disability under IDEA if

the determinant factor is lack of appropriate instruction in reading , including the
essential components of reading instruction, lack of appropriate instruction in
mathematics, or limited English proficiency (LEP), and the child does not otherwise
meet the eligibility criteria under 34 CFR § 300. 8.

When conducting an evaluation, the LEA shall ensure that the child is assessed in

all areas related to the suspected disability , including, as appropriate, health, vision,
hearing, social and emotional status, gen eral intelligence, academic performance,
communicative status, and motor abilities, whether or not commonly linked to the
disability category in which the child is suspected to have a disability. Review of
existing data and information will assist the te am in determining what evaluation
information is needed.
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The MEEGS shall include parents, person(s) knowledgeable about the child,
evalu ation personnel knowledgeable about the meaning of the evaluation data (e.g.,
gual ified examiners appropriate for the ev  aluation procedures utilized), and
person(s) with knowledge in the area of suspected disability (e.g., special education
teacher or other qualified specialists).

Membership on the team will vary depending on the areas of suspected and/or
previously identi fied disability (ies) and the evaluation procedures determined to be
necessary to address the educational needs of the child, referral questions, and
concerns. Qualified examiners, such as psychometrists and school psychologists,
provide necessary expertise for the team in reviewing existing data, and conductin g
and interpreting an appropriate evaluation, as required under federal regulations.

Information provided by the parent, and information related to enabling the child to

be involved in and progress in the general curriculum (or for a preschool -aged child,

to participate in appropriate activities), will be compiled to assist the team in

determining both whether the child has a disability and t he content of the
I[EP. Thi s i ncludes t h Bt edudatiomad Geeds, qnesent elevels of
performance, strengt hs, i mplications of t he fi

progress, and whether special education and related services are necessary.

The MEEGS will facilitate interpretation of the comprehensi ve evaluation results ,
which are documented on the summary and conclusions section of the form. The
parents will be provided a copy of the results of the evaluation and the MEEGS when

the additional data are compiled and considered by the team.

OSDE FORM 6- Notification of Meeting

The parents must receive  notice of meetings, utilizing Not ification of Meeting (OS DE
Form 6). The notice is considered prior if enough time is allowed to make

arrangements for participation of parents and additional team members they wish to
include. The notice must indicate the purpose, time, location, and expected
participants at the meeting. If the purpos e of the meeting is to consi der secondary

transition services, then the notice should indicate this purpose. For transition
planning, the participants listed on the notice shall include the student and
representatives of any other agency that is likely to be responsible for providing or
paying for transition services.

When the LEA places or refers a child with a disability in a private school or facility
in order to fulfill r esponsibilities for providing a free appropriate public education
(FAPE), the LEA is responsible for initiating and conducting a meeting to develop an

IEP for the child. A representative of the private scho ol shall be invited to attend the
IEP meeting and will be documented on the Notification of Meeting (OSDE Form 6). If

the representative cannot attend the meeting, individual or conference calls or other
means of participation should be used to ensure part icipation by the private school
or facility.

The LEA must invite the student to attend any IEP meeting in which transition

services are to be discussed beginning no t later than the first IEP developed during

the studentds ninth gr adéd6 yeasaof age, whicheuepaecurst ur ni ng
first .
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OSDE FORM 7 - Individualized Education Program (IEP) -page 1

e Check only one: Initial, I nterim, Subsequent IEP , or the date that the IEP
was Amended or Modified
e An initial IEP is developed upon first determination of eligibility and

placement, regardless of a change in category (i.e., speech impairment to a
specific learning disability).

e The purpose of an interim IEP is to aid in determining the appropriate
educational placement for a child who has been determined eligible for
special education and related services. The interim IEP must include
specific conditions and timelines which shall not exceed 30 calendar days.

e Subsequent IEPs are developed annually. A subsequent IEP must be
developed any time significant ch anges i n a student &s progr
necessary.

e |If the IEP is being reviewed prior to the annual review date, and no
signif icant changes in the program are being made, documentation on the
Written Notice to Parents (OSDE Form 8) is sufficient. This would no t
change the annual due date of the IEP.

e When the IEP team convenes to am end or modify components of the IEP
without developing a subsequent |  EP, please indicate the date in  which the
team made the amendment. Amendments or modifications are intended to
allow the IEP team to make changes in service delivery; however,
amen ding or modifying the IEP does not extend the ending IEP date. For
example, if an IEP team develops a subsequent IEP f or a student on
January 15, 2010 , and meets to amen d or modif y the IEP i n July, the
ending date will continue to be January 15, 2011

e The present levels of performance provide a starting point from which to
measure progress toward the annual goals. The statement of present levels
of performance will be different for each chil d. Thus, the content of the
statement for an individual child is determined by participants in the IEP
team; however, the following points should be considered.

A A list of statements, existing evaluation data, most recent state and
districtwide assessments; and objective statements accurately
describing how t he di sability affects t he chil do:
progress in the general curr iculum, including academic areas (e.g.,
reading, math) .

A Postsecondary transition, beginning not later than the first IEP
devel oped during the studentds ninth grade vy«
years of age, whichever occurs first

A Nonacademic areas (e.g., daily life activities and mobility)

A For the preschool child , describe how t he di sability affects t
participation in  developmentally and age -appropriate activities. A
disability category , such as intellectual disability or hearing

impairment) may not be used as a substitute for the description of
present levels of performance.

The information should be measurable and wr itten in factual terms, to the extent
possible. Data from the child's most recent evaluations would be a good source of
information. Test scores that are pertinent to the child's eligibility might be included;
however, the information listed should be self -explanatory and readily interpreted by

18



participants without the use of test manuals or other aids, or an explanation should

be included (raw scores would not usually be sufficient). Current classroom -based
assessments and observations by teachers and serv ice providers should be
considered. There should be a direct relationship between the present levels of
educatio nal performance, the annual goals, and the other components of the IEP.

e The statement of strengths and  anticipated effects for initial placeme nt

would be identified through the childds mul ti
subsequent IEPs, sources of this information should include th e ongoing
IEP data and any additional reevaluation or existing data. Indicate areas of
strength and the anticipated ef fects on the <chil dos parti ci
general curriculum. Include areas that will aid the child in attaining
progress in the general curriculum (or age appropr iate activities, for
preschool children).
e Indicate areas of educational needs asaresult ofthe chil dds disabil |
which may require special education, related services, supplementary aids,
and supports , such as school personnel, accommodations or
modifications. These areas are to be considered in d etermining measurable

annual goals and short -term objectives or benchmarks. Educational needs
that require certain services (e.g., transportation, transition, adapted
physical education, core acade mic subjects, and related services)  are also

included.

o |If the IEP team considers a special factor to be relevant for the child ,
pl ease mark the box oyes. o I f the | EP team di
to be relevant to the chil d, pl ease mark t

must have a designated mark.

Explanation of the factors

e Whether or not beha vior interferes with the learning of self or others

e Whether or not the child has|  imited English proficiency (LEP)

e Whether or not the child who is blind or visually impaired, requires
instruction in Braille, unless the IEP team determines after an evalua tion
of the childds reading and writing skills
and writing media (including an evaluation
instruction in Braille ), is not appropriate for the child.

e Whether or not communication has been addr essed, and for a child who is
deaf or hard of hearing, opportunities for communication and instruction
i n the c¢ hiagedaddsconimamicgtion mode. This is not for a child
that requires speech only se  rvices.

e Whether or not assistive technology devices or services are required to
mai ntain or i mprove the chi.ldds functional

For any special factors checked yes, the team must explain determinations as to

whether services are required in the IEP. The team must document how these
special factors wi | | be addressed to meet the chil dos
Document any parent concerns for enhancing the education of the child. The

team shall consider these concerns when addressing relevant components of the
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IEP. It is best practice not to leave this area blank. If parents have additional
concerns or disagreements , they may document these concerns on the Comment
Form and attach to the IEP.

IEP -Goals Page

e Please indicate the childds full name and stud
e For children who are taught to grade level stan dards, and for preschool
children, utilize this page to document annual IEP goals. Provide
measu rable annual goals, including academic and functional goals, to
enable the child to be involved in and make progress in the general
education curr iculum (for p reschool children, in the appropriate activities),
and to meet other educational needs that result from the disability.
e Indicate how the childds progress on each of
measured (e.g., a specific assessment tool, work product, obse rvation or
other data collection method).
e Parents of children with disabilities must be informed of their progress at
least as often as parents of nondisabled children. In addition to report
cards and other reporting methods utilized for all students, desc ribe how
often the parent(s) will be informed of progress on IEP goals and what
methods will be utilized.
e Indicate the extent to which the child achieved his or her annual IEP
goal(s). Progress should be documented numerically using percent,
nu mber achiev ed, or other calculation method.

IEP-Goals and Short -Term Objectives /Benchmark  Page: (For children  who are
taught to alternate achievement of the standard )
e Please indicate the childds full name and stud
e For children who are taught to altern ate achievement of the standards,
utilize this page to document annual IEP goals and benchmarks or short -
term objectives. Provide measurable annual goals, including academic
and functional goals, to enable the child to be involved in and make
progress in the general education curriculum and to meet other
educ ational needs that result from the disability.
e For children who are being taught to alternate achievement of the
standards, include benchmarks or short -term objectives for each annual
goal. There mu st be at least two benchmarks or short -term objectives
per goal. However, it is up to each IEP team to determine the steps the
child will need to take/master to achieve the annual transition IEP goal(s).

Benchmarks or Short  -Term Obijectives should be base d upon the annual goals
and state
e Who: The perso n who will perform the behavior.
e Will do what : The specific, measurable, and observable behavior or skills to
be performed, including a verb that tells what the learner will do.
e Under what conditions _: This may indicate what specific assistance or help
will be given to the child to accomplish the skill. Conditions also include
settings or circumstances in which the child will perform the skill or
add itional criteria.
e How well : The child must successfully per form the skill listed in the
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benchmark or objective to accomplish the progress criteria, milestones, or
steps for meeting the annual goal. This could be expressed in fractions,
percentages, frequency rates, scores, or phrases.

IEP 0 Transition Services P lan 0 Goals and Activities Page (Beginning not later
than the first IEP devel oped during the s{gmad®eeat 6rsupomi nt h
turning 16 years of age, or  whichever occurs first )
e Provide measurable annual transition goals to assist the young adult in
working toward the postsecondary goal  (S).
e There needs to b e a goal for Education/Training , Employment, and
Ind ependent Living (as needed or appropriate)
e Short -term objectives/benchmark s (as needed).

e Coordinated Activities are activities that will assist the young adult in
accomplishing the annual transition IEP goal (s).

e Responsible party - Who will be responsible for implementation of this
goal.

¢ Indicate how parents will be informed of the progress of the young adult .

e How will the extent of progress be meas  ured?
o Date and percent of progress made.

The IEP is not intended to be a detailed instructional plan, but it serves as the basis

for developing such plans by the teacher and persons responsible for the IEP. The

IEP goals focus on addressing the academic a  chievement and functional
perfo rmance needs resulting from the child's disability that interfere with learning

and educational performance. An IEP is not required to include annual goals that

relate to areas of the general education curriculum in which the childds disabil
does not af f ect the c¢childés ability to be involved
curriculum. If a child with a disability needs only modifications or accommodations

in order to progress in an area of the general curriculum, the IEP doe S not need to

include a goal for that area; however, the IEP would need to specify those
modifications ora ccommodations.

Examples of Postsecondary Goals:

e OBrdogkn would |Iike to be a nurseobOsanmgsi stant a
through OklahomaCit vy Communi ty Col |l ege. 0
e OLarry would |Iike to be a carpenter. Larry

gain carpentry skills. Larry would like to build his own house on a lake in
Okl ahoma. 6

Annual IEP Goals:

e O0Jack will compl ete the «csotbtwe gueof theep| i cat i on
coll eges of his choice to identify the best ins:

Coordinated Activities:
oJack will compl et e t he redclohisl amnual tragsitiendBPi vi t i es t
goals, &
e Research colleges in Oklahoma that hav e histo ry programs.
e Visit colleges in Oklahoma with history programs.
e Obtain college applications.
e Study for the ACT.
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e Take the ACT.

e Complete college applications.

e Obtain financial aid applications.
e Complete financial aid applications

Transition Services Plan 0 Transition Goals/  Course of Study Page  (Beginning
not later than the first IEP devel oped during the s-graddgeartods ni nt h
upon turning 16 years of age, or whichever occurs first )

e Build a course of study that will be updated annually to assist the young

adult in reaching his or her postsecondary goal(s). The IEP team should
work with the young adult to select courses that will assist the young
adult in completing his or her secondary education. Also, the course of
study should be directly related t o t he young -aadge, t 0 s | 0n
posts econdary goals (i.e., related to education/training, employment, and
ind ependent living skills, when appropriate). The course of study mus t
include specific course names  such as , Algebra I, Welding II, and Creative
Writing . It is no t acceptable to put a statement such as, 0 Al |
necessary courses for hi ghlhescautseal tudygis aduati on.
intended to be deve loped individually based on the you
and preference s. The course of study must not be left blank. The
CareerTech uses career clu sters, and each course is assigned a specific
name and grade. Therefore, for young adults who enroll in CareerTech
programs, the course of study must list the specific courses in which the
young adult will be enrol  led.
e | dentify the young adultds intended result f C
secondary education program (e.g., standard diploma, General Education
Development [GED], or aging out). ldentify the projected date (month and
year) that the young adult is an ticipated to graduate or otherwise complete
a secondary education program. To earn a high school diploma, a young
adult must earn  all required credits for graduation. If the young adult is

going to age out due to reaching maximum age for eligibility, ple ase
ind icate the date on which this will occur. The IEP team may decide if the
young adult will cease receiving services upon his or her 22 nd birthday, or

complete the school year in which the young adult turns 22. This decision
must be made during the ¢ ourse of transition planning and not be a last -
minute decision.

Once a young adult gr aduates with a standard diploma or ages out, the young
adult is no longer eligible to receive special education and related services
provided under the IDEA. Young adult s may not reenroll in pubic school after
graduating or aging out; however, for a young adult who dropped out and earned

a GED, this young adult may continue to enroll in the public school and is
eligible to receive a Free Appropriate Public Education (  FAPE) through the age of
22.

e In planning the course of study, if information regarding vocational
educational opportunities is ne  eded, beginning not later than the first IEP
developed during t he -grade yearmortupos tumingrié years
of age, whic hever occurs first, document prov ision of the necessary
information regarding vocational opportunities to the young adult and the
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parent(s). This information may include available high school vocational

education courses, school -based training, work -based training, work -study

programs, technology education, or area tec hnology center programs that

wi || support the young a dndidate @visether ormnots e of st uc
this information was  discussed with the young adult and parent(s), and on

which date, if applicable.

e Document referral of the young adult to the vocational rehabilitation (VR)
counselor for determination of possible eligibility for vocational
rehabilit ation services. The referral must be made no later than the age of
16. Ind icate the month, day, and year of the referral, and the person
responsible for making the referral. Also indicate the name of the VR
counselor to whom this young adult has been referred. Indicate if a copy
of the referral form was provided to the young adult and parent(s ). Ifa
copy of the refe rral form was not provided to the young adult or parent(s),
please detail reasons why. If a copy of the referral form was provided to
the young adult or parent(s), please detail how this form was provided (i.e.,

a copy was mailed to the home, a copy was provided at the IEP meeting, or
a copy was pr ovided electronically).

e When the IEP team considers postsecondary goals and transition services
for the young adult, the LEA must obtain written consent from the
parent(s) (or young adult who has reached the age of majority) for any
partic ipating agency responsible for providing or paying for transition
servic es to attend the IEP meeting. Parent ¢ onsent (OSDE Form 4) must
bein writing and retained in the yTbaung adul't
Notification of Meeting (Form 6) must identify any outside agency that will
be invited to send a representative to the meeting.

By the age of 17, document that the young adult and the parent(s) have been
informed of rights that will transfer to the y oung adult upon reaching the age of
majority. When a young adult with a disability reaches the age o f majority under
State law (age d 18, except for an individual with a disability who has been
determined to be incompetent under State law), all other right s assigned to parent(s)
under the IDEA transfer to the young adult. The school shall notify the young adult

and the pa rent(s) of the transfer of these rights.

Additional information regarding transition planning and services may be
documented here. The |IEP team may utilize this space to document extracurricular
acti vities, community involvement, volunteer opportunities, and other activities of
relevance and of special interest to the child.

Service Page

1) Indicate the child's full name.
2) Indicatethe chi |l d6s school I D number, as appropriat

3) Special Education Services for Children (aged 3 through 21 ):

Indicate the type of special education service(s) (specia lly designed
instruction) provided to the child. The type of service may include
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4)

5)

consu ltati on, consultation with  monitoring, co -teaching, direct
instruction in a core academic subject or elective class, or, when

provided as specially designed instruction, speech -language pathology
services. More than one service may be documented for a child (e .g., if
services may change at semester, or if one class, English, is co -taught,

and another class, American Literature, is provided in the special
education classroom).

Indicate the placement setting where special education services will be
delivered (e.g., regular classes full -time, special classes part -time or full -
time, special schools, home instruction, instruction in hospitals,

instru ction in other settings, and instruction in institutions or a
residential f acility). The team must document the le ast restrictive
environment (LRE) for the child, based upon the needs identified in the

IEP. No LEA may make a universal decision to mainstream all children

with disabilities, to assign special transportation to groups of children
identified with a sp ecific disability, or to place children with a specific
disability in full -time special education, without holding individual IEP

team meetingsto di scuss each c¢chil dds individual prog
team decisions must be made based on the needs and in the bes t
interest of each child.

Placements may include:

e Regular classes F ull -tim e (inside the regular class more than 80% of
the day) i Consultation and monitoring only

e Regular c lass Full -time (inside the regular class more than 80% of the
day)f collaboration or co-teaching.

e Special class P art-time (inside the regular class 40% to 79 % of the
day).

e Special class Full -time (inside of the regular class less than 40% of
the day) .

e Publi c/private, separate day school

e Publ ic/private residential facility.

¢ Home instruct ion/hospital environment.

e Correctional facility.

e Parentally placed in  a private school

e Instruction in other settings.

Continuum of placements for Preschool Children (aged 3 through 5) might
include:

e Early childhood setting (this includes preschoolers wh o receive all of
their special education and related services in educational programs
designed primarily for  children without disabilities).

Special education program.

Residential facilities.

Home.

Service provider location.

Indicate the amount of sp  ecial education services the child will receive
for each type of service that will be provided. For example, if a child is
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6)

7

8)

9)

receiving direct instruction in the special education classroom for social
studies every day for one period, the team could document services as
oone periodbdamiygudbesrdail y. o

Indicate the date in which each service will begin. The start date for each
service may vary, depending on when the IEP team decides services are
necessary, or if services change at the quarter or semester.

Indicate the date in which each service will end. The end date for each
service may vary, depending on when the IEP team decides services may
cease, or if services change at the quarter or semester. If a special
education service is to b e provided throughout the duration of the IEP,
the ending date is the date in which the annual IEP is due (which is one
year from the date in which the annual IEP was developed).

Indicate the person responsible for providing the special education

service. Generally, this will be the special education teacher. If speech -
language services are provided as the primary type of service, the speech -

language pathologist will be designated as the responsible person. Do

not designate the parent, student, or ot her family member as the person
responsible for providing the special education service. The name of an
individual should not be indicated --only a title.

Indicate any related services that will be provided to the child. Related

services are determine d by the | EP team based on

evaluation results. Related services may include:

e Speech-language pathology.

e Audiology.

e Psychological services.

¢ Counseling.

e Social work services in school.

e Transportation.

e Occupational therapy.

e Physical therapy.

e Recreation.

e Assistive technology.

e School health services.

Medical services.

Rehabilitation counseling.

Parent counseling and training.

Early identification  and assessment of disabilities.
Other services needed to benefit from special education
Orientation and mobility.

In developing the IEP, the team should clearly specify the nature of the
related service delivery. For example, psychological services might specify
functional behavioral assessments and planning b ehavior interventions,
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consultations, or psychological counseling. Some se rvices may also need to
be specified as provided in certain settings, arrang ements, individually, or in
groups, if applicable.

10) Indicate the location(s) in which related services will be provided to the
child.  Service locations may include, but are not limited to, regular
classroom, special classroom, community, or other location.

11) The amount of services needed for the child should include the amount

of time per session or per day and the frequency p er week or per month
(e.g., 30 minutes per day, five days a week, or 30 minutes one time per
month).

12) Indicate the date in which the services are projected to begin. Give the
month, day, and year. The start date for each service may vary,
depending on when the IEP team decides services are necessary, or if
services change at the quarter or semester.

13) Indicate the date in which the services are anticipated to end. The end
date for each service may vary, depending on when the IEP team decides
services may cease, or if services change at the quarter or semester. If a
special education service is to be provided throughout the duration of the
IEP, the ending date is the date in which the annual IEP is due

14) The title of the professional person re  sponsible should be designated
(e.g., physical therapist, school psychologist).

15) Provide explanation of the extent, if any, to which the child will not
participate with nondisabled children in the general education
curriculum (e.g. , extracu rricular , and nonacademic) or in age -
appropriate activities. Please ind  icate what classes or activities the child
will not participate in while r eceiving special education and related
services. This section is intended to document when the child will not
interact with children without di  sabilities.

16) Indicate the continuum of placements for the least restrictive
environment (LRE). The LRE includes regular classroom full -time,
special classes part -time or full -time, public/private separate day school
facility , public/private residential facility, home instruction/hospital
environment, correctional facility, or parentally placed in private schools.

For preschool children (aged 3 through 5), the continuum includes early
childhood programs, special education pro gram, residential facilities,
home, service provider location.

17) Indicate the instructional periods per day or the percent of instructional
day t hat the child is participating in the  general education classroom.
The team may determine to document time to best fit their school
schedule. For example, if a child is receiving special education services
for three periods out of seven  daily, the team may document this amount
of time in terms of class periods. However, a child may receive 30
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18)

19)

20)

21)

minut es of sp ecial education services daily, and the team may document

this in terms of percent of instructional minutes per day.

e The amount of time documented in this section must correlate to the
OAmount of Servicesd designated iem the
section listed above on this same page.

e If your school utilizes block scheduling, please describe the extent of
time outside the general education classroom in the space provided.

Indicate if the child's instructional day is the same length as non disabled
peers. If the length of instructional day is not the same as that of
nondisabled peers, document the team's reason(s) that a shortened
instru ctional day is viewed as necessary for the child. Transportation,
schedu ling, or administrative  convenie nces are not acceptable reasons
for chil dren to have shortened instructional days.

Indicate if the chil d is patrticipating in regular Physical Education (PE),
(with nondisabled peers), specially designed adapted PE, movement
edu cation, or motor develop ment instruction. Provide justification if the
child is not participating in any PE program. Each child with a disability
must be afforded the opportunity to participate in the regular PE
program available to nondisabled children.

e If a child can participa te fully in the regular PE program without
special modifications, supports, or services to compensate for the
child's disability, it would not be necessary to further describe PE in
the IEP.

¢ In the situation where PE is offered but not chosen by the child as an
elective, the team could document that PE is not applicable due to the
child not selecting it as an elective.

If modifications, supports, or services are necessary for the child to be
able to participate in the PE program, those must be describ ed in the
IEP.

If a child with a disability needs a specially designed, adapted PE
program, that program must be addressed in all applicable areas of the

IEP (e.g., present levels of educational performance, goals and objectives,
and services to be prov ided).

Supplementary a ids and services are defined as  aids, services, and other
supports that are provided in general education classes or other
educ ation -related settings to enable children with disabilities to be
educated with nondisabled children to the maximum extent appropriate.

Supplementary aids and services for the child, or on behalf of the child,
must be described in the child's IEP if these services are necessary to

assist the child to advance toward attaining annual goals, to be involve d
and progress in the general curriculum, and to participate in
extracurr icular and other nonacademic activities or education -related

settings with nondisabled children (e.g., for a child with a hearing
impairment, assi  stive technology, or the use of anin  terpreter).
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22) Indicate the location, class, or setting in which the supplementary aids
and services will be provided.

23) Program modifications for the child, or on behalf of the child, must be
described in the chil dds | EBcessdrytaahsstse modi f i c
the child to advance toward attaining annual goals, to be involved and
progress in the general curriculum, and to participate in activities with
nondisabled children.

Program modifications include: modifications in the administr ation of
assignments and/or tests (e.g., provide word banks for tests, reduce the
reading level of tests). Program modifications must be specific to the

area of need for the child.

24) Indicate the location, class, or setting in which the program
modifi cations will be provided.

25) Supports for school personnel mu st be descri
these supports are necessary to assist the child to advance toward
attaining annual IEP goals, to be involved and progress in the general
curriculum, andt o participate in activi  ties with nondisabled children.

Supports for personnel may include, but are not limited to: specific
training to ensure effective provision of appropriate services in the least
restrictive environment, consultation between special education and
general education personnel, adequate planning and preparation time,
teacher assistants, and paraprofessionals.

26) Indicate the location, class, or setting in which the supports for
perso nnel will be provided.

Signature Page
1) Indica te the child's full name.

2) Indicate the childds school I D number, as appropl

3) Assessment must be addressed by the IEP team for all children.

Indicate in which manner the child wil | participate in state/district wide
assessment.
If the child w ill participate in an alternate assessment, the IEP team may

wish to utilize the oCriteria C h dssdssing s Studentso with

Disabilities on State Assessments ¢ and attach a copy of the ¢
IEP as documentation of consideration for appropri ate assessments on an

individual basis. If the child wil | participate in state/district wide general

assessments or alternate assessment, specify necessary state approved

accommodations in the administration for each a ssessment. The Criteria

Checklist for Assessing Students with Disabilities on State Assessments can
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4)

5)

6)

7

8)

be accessed on the Special Educ ation Services Web site, under the
Assessment link at  <www.sde.state.ok.us >.

Each IEP team must address Extende d School Year ( ESY) services on an
individual basis.  You may wish to complete and attach a copy of the ESY
checklist to the IEP as documentation of consideration for this service

For determination of ESY services, address whether or not the team
needs additional data or information. If further data is needed, address

in the comments section when the team will meet again to assess

whether or not ESY services are needed. If further data is not ind icated,
check whether or not extended school year services are or are not
necessary for the child. If the team documents a date in which it will

reconvene to determine the need for ESY services, the |IEP team must

reconvene on or before the date documented. Teams may utilize the ESY
technical assistance document provided by the OSDE -SES, which is
located on the Web site. Local and s tate policies and procedures for ESY
must be followed.

The team must document the continuum of services considered and
determined not appropriate for the child. Additionally, the team must
ind icate the reasons these services were rejected.
e For example, the team decided that the least restrictive environment
for Anita would be special education part -time. Full -time special
education for Anita woul d be too restrictive. Regular e ducation full -
time would require more accommodations and modifications than
could be provided within the general classroom setting for Anita to be
academically successful.

All children must be given the opportunity to obtain a FAPE in the school
in which they would normally attend, regardless of the disability. If the

child is attending his or her home school , p
the child is not attending his or her home school, please mark the box

ono. 6 | f t he chi |l ds of Iser homet scheol, ingicatel i ng h
whet her the placement is as close as possi bl e
event t hat a placement i s not as close as pc

please explain why such an arrangement is required.

In selecting the lea st restrictive environment, consideration is given to

any potential harmful effect on the child or on the quality of services

which are needed. Various alternative placements must be considered

on an individual basis to ensure appropriate educational prog rams are
provided. Explain considerations of any potential harmful effects. This

area must be completed.

Removal of a child with a disability from the general education
enviro nment occurs only when the nature or severity of the disability is

such tha t education in general classes cannot be achieved satisfactorily,
even with the use of supplementary aids and services.

29


http://www.sde.state.ok.us/

9)

10)

11)

Statements should address unique factors and specific needs of the child
which cannot be accomplished in the general education environment.
The IEP team must consider whether supplementary aids and services in
general education classrooms have been or might be attempted in order

to address the child's needs and the results of any such implemented
interventions. Factors to consid  er may include, but are not necessarily
limited to: individual learning, social/behavioral and communication
needs, medical conditions, and type/level of support needed.

Indicate the month, day, and year of the projected date for the next IEP
meetin g. A meeting to review the IEP must be scheduled no later than
one year from the date in which the IEP was written, but may occur more
often as needed.

Indicate the due date of the next three -year reevaluation. Include the
month, day, and year. A meeting for the consideration of a reevaluation
must be scheduled no later than three years from the date of the last
three -year reevaluation; however, a reevaluation may occur more often as
needed.

Appropriate tea m participation is documented on the IEP. Signatures
indicate participation in the development of the IEP and attendance at

the meeting. Students who require transition services and
representatives of participating agencies must be invited to attend
meetings for consider ation of transitio n services needs.

The IEP team is composed of the following persons:

The parent( s) of a child with a disability.

At least one regular education teacher of such child (if the child is, or

may be, participating in the regular education environment).

At least one properly qualified special education teacher ; or, where
appropriate, at least one special  education provider of the child.

An administrative representative of the local educational agency who is

gualified to provide, or supervise the provision of, specially designed
instruction to meet the unique need s of children with disabilities; is
kno wledgeable about the general curriculum; and is knowledgeable
about the availability of resources of the local educational agency.

An appropriately qualified professional who can interpret the
instru ctional implications of evaluation results (w ho may be a member of
the team).

At the discretion of the parent or the agency, other individuals who have
knowledge or special expertise regarding the child, including related

services personnel as appropri  ate.
When appropriate, the child (beginning no t later than first IEP developed

during the studentds ni nt hingd6 yearseof yagea r

whichever occurs first ).
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The regular education teacher of the ch ild, as a member of the IEP team,
shall participate in the IEP development, including addressing positive
behavioral interventions and strategies, supplementary aids and services,
program modifications, and support for school personnel, as appropriate.

Agreement

Each participant in the IEP meeting shall indicate their agreement or disagreement

with the content of the IEP. If any participant disagrees with the IEP, they may

submit in writing a separate statement presenting their conclusions.
Document ation of such agreement may be submitted on the Comment Form and
attached to the IEP.

12) When parents have been afforded adequate opportunity to attend the IEP
meeting at a mutually agreeable date, time, and location, but choose not
to attend or are not a ble to attend, other means of documenting their
participation must be included. Such methods might include individual
or conference telephone calls, written correspondence, home visits, etc.

When parents do not attend the meeting, the requirements for w ritten
notice must be fulfilled (i.e., provide parents with a copy of the IEP,
Writte n Notice to Parents [OSDE Form 8 ], and Parents Rights in Special
Education: Notice of Procedural Safeguards).

13) Document parents receipt of Parents Rights in Special E ducation: Notice
of Procedural Safeguards and explanation of the procedural safeguards
and rights available to them. If translation/interpretation is necessary,
specify how it is provided.

All communication with parents should be in their native languag e.

The parent(s) must initial receipt of their rights, acknowledgement
that parent(s) received translation/interpretation if needed, and
receipt of the annual parent survey.

14) Parent signature giving consent is required for initial placement in
special education. Parent(s) must sign and date this area in order
for a child to receive special education and related services. If
parents do no t give consent for placement,  special education and
related services may not be provided to the child under IDEA.

The LEA must ensure that each teacher or service provider responsible

for the i mplementation of the childds | EP
responsibilities under the IEP; and informed of the specific
accommod ations, modifications, and supports that m ust be provided in

accordance with the IEP.
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OSDE FORM 8 - Written Notice to Parents
A written notice is provided , following every meeting, to parents in a
reasonable time before the public agency proposes or refuses to initiate or
change the identificati on, evaluation, or educational p  lacement of the child or
the pr ovision of a free appropriate public education (FAPE ). This will serve to
provide notice to the parent of the proposed or refused changes to the services
the child will receive.

Parents wi Il also be provided information on how to access a copy of the
Parents Rights in Special Education: Notice of Procedural Safeguards when

the Written Notice to Parents  (OSDE Form 5) is used.

The LEA must also indicate by date (month, date, and year) of when this notice
will go into effect as determined by the LEA to be considered a reasonable
amount of time to inform the parents prior to implementation of the proposed or
refused action.

OSDE FORM 9 - Medical Report

Medical information from a licensed physic ian is a required component in the

appropriate evaluation for children with autism. However, a medi cal odi agnosi s
of autism is not required to determine whether a child is eligible under the

disability category of aut i s mttentid n Deficd Disomdr o0di agnos

(ADD)/ Attention Deficit Hyperactivity Disorder ( ADHD), is not necessarily
required to determine whether the child is eligible for special education services

under the IDEA. Licensed psychologists and certified school psychologists are

qu alified to conduct evaluations for the purpose of establishing the condition of

ADD or ADHD.

Medical information from a licensed physician providing relevant medical

findings, orthopedic conditions, specific syndromes, health problems,

medication, and any information deemed necessary for determining eligibility

and/or pla nni ng t he chil dés educational program
information from the school nurse may also be useful

OSDE FORM 10 - Surrogate Parents Verification of Training
Upon determining the need for a surrogate parent to represent a child with a
disability, the LEA or public agency providing education services must assign a
surrogate parent. A record of surrogate parents assigned to individual children
with disabilities shall be maintaine d in a confidential manner. In addition, a
copy of the Surrogate Parents Verification of Training (OSDE Form 10) shall be
mai ntained in the childds confidenti al speci al
surrogate parent no longer wishes to serve asachild 6s representative,
request will be honored by the LEA. A statement to this effect by the surrogate
parent or notation on the Surrogate Parents Verification of Training (OSDE
Form 10) could be made to document this action. Upon resignation by a
surrog ate parent, another trained surrogate pa rent shall be assigned to the
child and the prior assignment will no longer be applicable.
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OSDE FORM 11 - Student Summary of Performance (SOP)
At the time of termination of eligibility due to graduation with a r egular high
school diploma or because the young adult exceeds the age of eligibility, LEAs
must provide the young adult with a summary of his or her academic
achievement and functional  performance, including recommendations on h ow
to assist the young adult  in meeting postsecondary goals. This is accompli shed
through the SOP (OSDE Form 11).

OSDE FORM 12- Physical Restraint Documentation Form
Physical restraint shall not be used for the purposes of discipline or as a
punishment, to force compliance, as a ¢ onvenience for staff or to prevent
property damage.

There must be at least one witness who is not involved in the physical restraint
present.

Parents must be notified immediately following each incident of a physical
restraint, and be provided a copy of all documentation.

A building administrator should be informed immediately of any incident of a
physical restraint ; and, if unavailable, must be informed as soon as possible
following each incident.

Each incident of physical restraint must be documented on OSDE form 12 and
include the following information:

¢ Name of the student.

e Name of the school personnel involved in the incident.

o Date of the incident and the time the physical restraint started and

ended.
e Location of the restraint.
e A description of the p hysical restraint.

e A description of t he student ds activity
preceding the behavior that prompted the use of physical restraint.
e A description of school personnel efforts to de -escalate the situation and

alternatives to physical rest  raint that were attempted.
e Information documenting parent and administrator notification and
contact.

A copy of the documentation must be placed i
and provided to the parents.

A documented debriefing meeting shall occur w ithin two school days following
each physical restraint incident, and prior to any extended breaks form school.

The debriefing meeting should include all individuals involved in the incident, a
building administrator, the parents or guardians of the child with a disability,
the child (if the child is able to participate), and the witness who was not
involved in the physical restraint.

The debriefing should focus on alternatives to physical restraint and how to
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avoid future use of physical restraint, inclu ding antecedent events that led to
the use of physical restraint.

OSDE FORM 13 - Seclusion Documentation Form
Seclusion shall not be used for the purposes of discipline or as a punishment,
to force compliance, or as a convenience for staff.

Seclusion sho uld not be used to manage behavior. It may only be used under
the following emergency circumstances and only if these elements exist:

e A studentds actions pose an i mminent r
others.

e Positive behavior interventions strategies an d less restrictive measures
appropriate to the behavior exhibited by the student and specified in the
student & s Belhatd® Intervention Plan ( BIP), are currently being
implemented but are not currently de -escalating the risk of injury.

e The seclusion | asts only as long as necessary to resolve the risk of danger
or harm or while waiting for the arrival of law enforcement or crisis
intervention personnel such as when the student has possessed a
weapon or committed a crime.

Parents must be informed immedi  ately following each seclusion incident, and
provided a copy of all documentation.

A building administrator should be informed immediately of any incident of
seclusion ; and, if unavailable, must be informed as soon as possible following each
incident.

At least one witness who is not involved in the seclusion incident should be
available.

Each incident of seclusion must be documented on OSDE Form 13 and include the
following information:
e Name of the student.
¢ Name of the school personnel involved in the se clusion incident.
e Date of the incident and the time the seclusion started and ended.
e Location of the seclusion room.
e A description of the seclusion incident.
e A description of the studentods behavior
the behavior that promp  ted the use of seclusion.
e A description of school personnel efforts to de -escalate the situation and
alternatives to seclusion that were attempted.
e Information documenting parent and administrator notification and contact.

A copy of the documentation must be placed in the studentds
provided to the parents.

A documented debriefing meeting shall occur within two school days after each
seclusion incident and  prior to any extended breaks f rom school. The debriefing
meeting should includ e all individuals involved in the seclusion incident, a building
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administrator, the parents or guardians of the student, the student (if the student

is able to participate), and the witness who was not involved in the seclusion

procedure. The primary purp ose of this meeting is to ensure that the use of

seclusion IS not used as an ongoing procedur e
behavioral crisis.
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Discipline Procedures
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Discipline Procedures

| f a childds behavi or lityrnopleachersthath i of othens, theelEP a b i

team, when developing the childbds | EP, mu gate consi d
to address the chil dds behavior. This includes
code of conduct. Strategies may include , but are not limited to , positive b ehavioral

interventions, consultation, psychological evaluation, support services and

reevaluation. If behavior is an issue but has not been address ed, then, the LEA

would fail to provide a FAPE to the child. If a n LEA has to consider removal of the
child due to misconduct, the following procedures must be followed:

Removal for Ten School Days or L ess in a School Year

e School personnel may remove a child with a disability if he or she violates
a school code of conduct. The child may be placed in an appropriate
int erim alternative educational setting for not more than ten consecutive
school days.

e The public agency is required to provide the same services to a child with a
disability that they would provide to a child without a disability during this
time of removal from the current placement.

e Removals must be conducted on a case -by-case basis and in accordance
with applicable school disciplinary policy and procedure. All due process
rights are afforded the child, su  ch as having the opportunity to explain his
or her view of the situation.

e The LEA and/or the parents may initiate a review of the IEP to determine
whether a change in the IEP is appropriate.

e Out-of-school suspension of five days or  more requires the LEA to provide
the child an educa tion plan designed for the eventual reintegration of the
child into school.

e Days served in in -school suspension would not count as out -of-school as
long as the child is afforded the same edu cational opportunities as a
nondisabled child.

e When a child is s ent home and suspended for a portion of the day, this
time is added to the cumulative fti me removed from school. It cannot
exceed ten days without the team  meeting to discuss or consider  a change
of placement.

e If transportation is a related service on the | EP, and is the <chil dbo
means of transportation, bus suspensions can be included in the
calcul ation of out -of-school suspensions. If transportation is not required
on the IEP as a related service, then the parent will need to provide
transportation t o school, and this would not count as an out -of-school
suspension.

e If the behavior is reoccurring, the team should consider writinga b ehavior
intervention p lan (BIP). (Examples of behavior contracts are found in the
appendix.)
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Removals for More ~ Than Ten School Days in a School Year

e On the date that the decision is made to remove the child from school for
ten consecutive days or more, the parents need to be notified and provided
acopyofthe Parent s Rights in Special W@wWaucati on:
Safeguards.

e Ifitis determined that the removal is a change of placement, the IEP team
must determine an appropriate interim alternative educational setting,
that enables the child to continue to progress in the general education
curriculum and conti  nue to meet the goals set forth by their IEP.

e Once the child has been removed  from the current setting for ten days a
functional behavior assessment must be given and the team must meet to
ensure that a BIP is implemented and appropriate interventions ar e
selected.

e The LEA may order additional removals of ten consecutive school days, or
less, in the same school year for separate incidents of misconduct as long
as the removal does not constitute a change of placement.

Manifestation Determination
e Within ten school days of any decision to change the placement of a child
with a disability because of a violation of a code of student conduct, the

LEA, the parent ,and any relevant me mber of the chil d
revi ew pertinent i nf or file tThedeam must alsohreviewc hi | d 6 s
the chil dos | EP, teacher observations, and ar
the parents. If it is determined that the behavior is a manifestation of

t he chil ddés di sability t h dunctiorala lmehavionu s t conduc

assessment ( FBA), unless the LEA has already done so. Before the change
of placement can occur , a BIP must be implemented ; or, if one exists,
review the BIP, and modify it. The child is to be returned to his or her
original setting, unless the team feels that a change of placement is a
modification of the BIP.
e Once all information has been reviewed, if it is determined that the
conduct is not a manifestation of t he chil dos di sability,
discipl inary procedures that apply to children without disabilitie S may
apply to the child in the same manner in which they would be applied to
children without disabilities.

Special Circumstances
School personnel may remove a child with a disability to an interim alternative
edu cational setting for not more than 45 school days without regard to whether the
behavior is determined to be a manifestation of th
e Carries or possesses a weapon at school or on school premises.
o Possesses or uses illegal drugs or sells or solicits the sale of a controlled
substance at the school or on school premises.
e Has inflicted serious bodily injury upon another person while at school or
on school premises.
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Serious bodily injury is defined as:
e A substantial risk of death.
e Extreme physical pain.
e Protract ed and obvious disfigurement.
e Protracted loss or impairment of the function of a bodily member, organ, or
mental faculty.

In this situation, the interim alternative educational setting must be determined by

the IEP team and must be selected so as to enable the child to continue to progress

in the general education curriculum and to continue to receive those services and

modi ficati ons, including those described in the
the child to meet the goals set out in the IEP. For information on the a ppeals

process and pla cement during appeals please refer to the Policies and Procedures for
Special Education in Oklahoma, 2007
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Effective Meeting Management

Before the Meeting

The mo st important thing is to BE PREPARED!

The room that is used for the meeting should be comfortable.

Arrange for an interpreter or translator if needed.

Make sure the team is aware of a  ny documentation needed for the meeting.
Arrange for coverage forIEPtea m member ds <c¢l asses.
Develop an agenda.

Make a copy of the IEP for all the team members or project it on a Smart

Board or screen.

During the Meeting

Select one team member to facilitate the meeting.

Make introductions.

Include the student in the meeting as much as possible.
Discuss the IEP thoroughly.

Encourage team members to provide input.

Ending the Meeting

Use the Written Notice to Parents  (OSDE Form 8) to inform parents of the
changes proposed/refused as a result of the mee ting.

Provide parents a copy o f the IEP (OSDE Form 7) and Written N otice to
Parents (OSDE Form 8) .

If it is the first IEP of the year, provide the parent a copy of the Parents
Rights in Special Education: Notice of Procedural Safeguards and a copy of

the Parent Survey.

COMMON MISTAKES

Refusing to | et parents or parentsd experts s
outside the school system. When school systems tightly restrict access to
their own programs,th e parents wonder whatandtmayey are Ohi
assume the worst.
Failing or refusin g to communicate and actively coordinate with outside
experts working with the child, such as t he childdés therapist or a
Ignoring reports from independent evaluators; failing to speak to those
evaluators to clarify ambiguous information or recommen dations; failing to
add the eval uat o riodssto the¢E® avhemreasahable.
Failing to respond to parents in writing or at a meeting when a problem
arises.
Taking a patronizing, insulting, or antagonistic attitude toward parents;
personalizing issu es between school and parents; attempting to blame
pare nt s for t h educational Ifailured Gasher tha  n looking for
solutions. School systems need to treat parents with respect even if those
parents are insul ting and belligerent themselves.
Sweating the small stuff ( e.g., spending twenty minutes at a team meeting
arguing about whether the me  eting can be tape -recorded).
Unwilling to observe procedural timelines and notice requirements (e.g.,
scheduling timely meetings, getting evaluations to the parent s before the
team meeting, notifying the parents of who will attend the meeting).
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Writing careless and sloppy IEPs. Parents, evaluators, and hearing officers

all look first at the extent to which the written IEP reflects a thorough and

logically coherentv i ew of the child, the goals and obje
program, and a clear and understandable description of what will be

provided, how, by whom, how often, and ho w the program will be

evaluated.

Failing to implement the IEP, and worse, trying to cov er up that failure

Failure to modify an IEP that is not working and waiting inst ead for the

program to collapse.

Failing to call in expert consultants from outside the school system who

can help develop and monitor a program for a child with uncommon
needs.

Losing contact with families who have placed their child unilaterally in a
private school . Some schools forget or ignore their continuing

responsibil ity to evaluate, review, and propose IEPs for children when they

are atten ding outside place mentsatthe i r parent ds expense.
Botching the required procedures around suspension or expulsion of

students with identified or suspected special education needs (e.g., failing
to convene the team, re examining the IEP to see if services are appropriate,
failure to dev elop a behavior intervention plan, and failure to provide a

FAPE to suspended student s with special education needs).

Failing to ensure that non -special education administrators, particularly
building principals, are fully informed about and are following the special
education policies and procedures.
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DATA and REPORTING

Each LEA is required to submit  a special education Data and  Annual Performance
Report (APR) to the OSDE by the end of each fi scal year. This information is then
compi led into a single report that is submitted to the United States Department of
Education (USDE), Office of Special Education Pr ograms (OSEP), by February 1 of
that year. This report (which includes an overview of each district in Oklahoma)
provides informat ion regarding full -time equivalents, discipline, exits as well as other
important inform  ation about students with disabilities.

PARENT SURVEY

To comply with the IDEA  of 2004, the OSDE-SES proposed a six -year plan (including
baseline d ata, targets, and i mprovement activities) to the USDE -OSEP. According to
the Oklahoma State Performance Plan (SPP), the OSDE -SES must collect
inform ation regarding parent involvement by surveying parents of children with
disabilities, aged three through 21, receiving

special education and related services in

Oklahoma. This i nformation will allow the

OSDE-SES to report to the USDE -OSEP

regarding the percent of parents with a child

receiving special education services reporting

that schools facilitated parent involv ement as a

means of improving services and results for

children with disabilities. The inform ation

(both rate of return and survey responses) will

be reported to the public, by district (for

districts with at least ten children reported on

the October 1 Child C ount), as part of the

district data profiles required by the SPP.

Districts are required to disseminate a copy of

the Parent Survey to parents once annual ly.
The survey is available online in English,
Spanish, and Vie tnamese.
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