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Section1:  
 

INTRODUCTION TO SPECIAL EDUCATION 

The Policy and Procedure Manual is intended to guide schools as they work with students who 

may be eligible for services as special education students or as Section 504 students. The 

statutory and constitutional rights afforded students with disabilities as outlined must be 

adhered to. School personnel are advised to contact the director of special education of the 

MAESSU Cooperative for additional technical assistance. 

Federal statute (P.L. 94-142 and 101-476), known as the Education for the Handicapped Act of 

1975 and the Individuals with Disabilities Education Act), as well as the Indiana Administrative 

Code (511 IAC 7-17-1 et seq., known as Article 7), guarantee all students with disabilities who 

range in age from three (3) years to less than twenty-two (22) years a free appropriate public 

education in the least restrictive environment. Students and their parents are also provided legal 

protection known as due process. 

For a child enrolled in the First Steps program,(ages birth to thirty-six (36) months) planning for 

the preschool program begins at 30 months when First Steps provides basic information to 

SCSD 1. At least 90 days prior to the child's third birthday a conference convenes to discuss any 

services the child may need. The transition from First Steps to preschool is to proceed smoothly 

and services are provided to assure an appropriate program. 

A free appropriate public education begins with an evaluation to assess whether the student has a 

disability. Following the evaluation, a case conference committee determines the student's 

eligibility, if any, for special education services. Those services are provided at no cost to the 

student or parent. They are designed to meet the special and unique educational needs of the 

student. They are reasonably calculated to provide educational benefit. Related services are 

supplementary and complementary to the instructional program and are required to assist a 

student to benefit from special education. They also are provided at no cost to the student or 

parent. Incidental costs, such as those for books and supplies that are charged to all students may 

be charged to the student with disabilities. 

Students with disabilities are educated to the extent appropriate with students who are not 

disabled. This means the student with disabilities receives instruction in the general education 

classroom when appropriate and also participates in activities such as meals, art, music, physical 

education, and recess when appropriate. The amount of time a student with a disability spends 

with students who are not disabled through inclusion is determined on an individual basis by the 

case conference committee. 

An individualized education program (IEP) is developed by the school, the student's parents, 

and the student, when appropriate. It must address the student's present levels of functioning and 

must provide services for those areas which are deficient. The IEP must be developed prior to 

the time when special education services are provided to the student. The IEP must be reviewed 

at least once per year, prior to or on the anniversary date of the previous IEP. The IEP may be 

reviewed more frequently at the request of the school or parent. 
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Parents must provide written consent for their child to undergo an evaluation to determine 

eligibility for special education and then to receive special education and related services if the 

student is eligible. If a parent does not consent to the provision of special education services for 

the student, the student shall remain in general education programming while any disagreement 

is being resolved. Parents and schools may request mediation, a complaint investigation, or a due 

process hearing if they cannot agree on placement. 

A student who is not eligible for special education services through Article 7 may be eligible 

for services pursuant to Section 504 of the Rehabilitation Act of 1973. Section 504 states that 

"No qualified handicapped person shall, on the basis of handicap, be excluded from 

participation in, be denied the benefits of, or otherwise be subjected to discrimination under any 

program or activity which receives or benefits from federal financial assistance." Students must 

meet eligibility requirements for Section 504 services. Programs must be accessible to 

individuals with disabilities (this includes parents who have disabilities and may require the 

services of an interpreter). Section 504 allows different or special treatment when necessary to 

insure equal opportunity for individuals with disabilities. 

The Family Educational Rights and Privacy Act (FERPA) provides parents of students under 

age eighteen (18) and students age eighteen (18) and older, the right to examine records kept in 

the student's educational file. Both custodial parents and noncustodial parents have full rights 

under the law unless the school has evidence of a court order, statute, or legal document 

specifically revoking those rights. A school may release certain educational records to 

educational programs and other social service agencies without permission from the parent or 

student over age eighteen (18). FERPA applies to all students, not just those with disabilities. 

The building principal assures confidentiality for students attending his or her building. 

Students with disabilities may be disciplined, suspended, and/or expelled. The rights afforded to 

a student with disabilities are explicit and may not be violated by the school. An expelled student 

with disabilities continues to receive educational services in an alternative setting after a 

separation from school for 10 days. 

The case conference committee is responsible for all decisions that pertain to a student with a 

disability. In all decisions, the case conference committee must maintain compliance with IDEA 

and Article 7.  

 

 



9 
 

Section 2:  

 

IDENTIFYING AND EVALUATING STUDENTS 
 

CCS undertakes specific activities to assure that the location, identification, and evaluation of all 

students three (3) years of age, but less than twenty-two (22) years of age, who may be students 

in need of special education and related services, occurs continuously throughout the school 

year. The child find activities occur for students who have legal settlement within the jurisdiction 

of CCS, attend a nonpublic school, are served by an agency, or live in an institution located 

within the jurisdiction of CCS, are homeless students as defined at 511 IAC 7-32-46, are wards 

of the state, are highly mobile and/or migrant students, and are suspected of being students with 

disabilities in need of special education even though they advance from grade to grade. 

 

The CCS preschool coordinator communicates with the First Steps administrator to assure 

continual communication regarding students with disabilities who are served through First Steps. 

For a child enrolled in the First Steps program,(ages birth to thirty-six (36) months) planning for 

the preschool program begins at 30 months when First Steps provides basic information to CCS. 

At least 90 days prior to the child's third birthday a conference convenes to discuss any services 

the child may need. The transition from First Steps to preschool is to proceed smoothly and 

services are provided to assure an appropriate program. 

The CCS preschool coordinator, or designee, also provides in-service training regarding the 

identification and potential services for young students with disabilities for persons employed 

through Head Start. The CCS preschool coordinator also distributes brochures to area 

pediatricians and hospitals to assure a widespread knowledge of CCS evaluation, identification, 

and programming opportunities for students with disabilities. 

Building principals are responsible for assuring that universal screening using standardized 

curriculum-based assessment measures identifies students who may benefit from intervention 

programs in reading or math. Students who are identified “at risk” are referred for intervention 

and progress monitoring in schools grades K-8. High school students receive monitoring 

through teachers and referral for intervention and progress monitoring as appropriate. Students 

may receive ongoing interventions or may be referred for an evaluation by the school. 

Alternatively, parents may initiate an evaluation. A student who is referred for an evaluation is 

assigned to a school psychologist who oversees the evaluation and initial case conference 

committee meeting. 

 

Administrators and special education teachers receive on-going annual in-service training 

provided by CCS regarding their responsibility to identify all students with disabilities, to make 

special education and related services available to all students with disabilities, and to provide 

parents with full notice of their procedural safeguards. CCS provides training on universal 

screening, response to instruction, progress monitoring, and other topics, as needed, to assure 

that comprehensive child find procedures can be provided through the local schools. 
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The CCS Director of Special Education meets annually with administrators of nonpublic schools 

to discuss child-find activities and procedures for the identification and evaluation of students 

who may be in need of special education and related services. 

CHILD-FIND 
 

Child-Find 

CCS undertakes specific activities to assure that the location, identification, and evaluation of all 

students three (3) years of age, but less than twenty-three (23) years of age, who may be 

students in need of special education and related services, occurs continuously throughout the 

school year. The child find activities occur for students who are suspected of being students 

with disabilities who are in need of special education. Such students have legal settlement 

within the jurisdiction of CCS or have been voluntarily accepted into the school corporation by 

transfer and: 

 attend public school; 

 attend a nonpublic school;  

 are served by an agency; 

 live in an institution located within the jurisdiction of SCSD 1; 

 are homeless students as defined at 511 IAC 7-32-46; 

 are wards of the state; 

 or, are highly mobile and/or migrant students. 

The CCS preschool coordinator communicates with First Steps service coordinators to assure 

continual communication regarding students with disabilities who are served through First 

Steps. For a child enrolled in the First Steps program, (ages birth to 36 months) planning for the 

preschool program begins at 30 months when First Steps provides basic information to CCS. At 

least 90 days prior to the child's third birthday a conference convenes to discuss any services the 

child may need. The transition from First Steps to preschool is to proceed smoothly and services 

are provided to assure an appropriate program. By the date of the third birthday of a student who 

may be eligible for early childhood special education, CCS will complete its evaluation, 

convene a case conference committee to determine eligibility for special education and related 

services, and if the student is eligible, develop an IEP for the student, and implement the IEP. If 

the student’s third birthday occurs during the summer and the case conference committee 

determines the student requires extended school year services, the IEP must state that services 

will be initiated during the summer months of the student’s third birthday. IF ESY services are 

not needed, the IEP states that services will be initiated at the beginning of the upcoming school 

year. 

 

The CCS preschool coordinator, or designee, also provides in-service training regarding the 

identification and potential services for young students with disabilities for persons 

employed through Head Start. The CCS preschool coordinator distributes brochures to area 

pediatricians, hospitals, community preschools, and the media to assure a widespread 

knowledge of CCS evaluation, identification, and programming opportunities for students 

with disabilities. 
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Building principals are responsible for providing universal screening using standardized 

curriculum-based assessment measures to identify students who may benefit from intervention 

programs in reading, language, math, or behavior. Students who are identified “at risk” are 

referred for intervention and progress monitoring in schools grades K-8. High school students 

receive monitoring through teachers and referral for intervention and progress monitoring as 

appropriate. Students may receive ongoing interventions or may be referred for an evaluation by 

the school. Alternatively, parents may initiate an evaluation. A student who is referred for an 

evaluation is assigned to a school psychologist who oversees the evaluation and initial case 

conference committee meeting. Administrators and special education teachers receive in-service 

training provided by CCS regarding their responsibility to identify all students with disabilities, 

to make special education and related services available to all students with disabilities, and to 

provide parents with full notice of their procedural safeguards. CCS provides training on 

universal screening, response to instruction, progress monitoring, and other topics, as needed, to 

assure that comprehensive child find procedures are provided through the local schools. 

The CCS Director of Special Education meets annually with administrators of nonpublic schools 

to discuss child-find activities and procedures for the identification and evaluation of students 

who may be in need of special education and related services. 

 

Response to Intervention 

Response to Intervention (RTI), a part of the child-find process, is a school-wide process of 

providing support for all students to achieve their learning goals. The RTI framework includes 

three tiers of instruction to meet students’ needs. At tier I, core instruction is delivered to meet 

the needs of the students. Students who struggle with the instruction provided at Tier 1 are given 

additional support in Tier II. Tier II consists of up to 30 minutes of supplemental instruction 

daily in the area that is targeted. Tier III instruction provides more intense intervention, targeted 

to individual student needs. Tier III consists of 30 to 90 minutes of supplemental instruction in a 

small group or individual setting. At both Tier II and Tier III, the supplemental instruction is 

targeted to the specific area of need for the student indicated by assessment data. The 

supplemental instruction at Tier III is in addition to the core instruction. 

Before referring a student for evaluation for any of the following suspected disabilities, 

appropriate supplemental targeted and intensive instruction through RTI is provided to the 

student and the student’s response to the instruction is “progress monitored” and revised as 

needed: 

 Specific Learning Disability 

 Mild Cognitive Disability 

 Emotional Disability (except in cases of a serious mental illness) 

 Other Health Impaired (particularly for Attention-Deficit Hyperactivity Disorder) 

For other referrals, specific documentation of supplemental and targeted instruction and the 

student’s response to the instruction is not required. 
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Universal Screening 

 

 The school gathers information about student progress through a 

variety of universal screening instruments. 

 The school administers universal screening measures that may include data from 

Aimsweb, DIBELS, EasyCBM, NWEA, MClass, Acuity, ISTEP, and other class 

room based assessments. 

 Screenings are typically administered at designated benchmark points, such as the 

beginning and ending of the school year. 

Tier I - Core Instruction  

 

 The school uses research-based core curricula and differentiated instructional materials. 

 The instructional environment is designed to meet the needs of most students. 

 Highly qualified classroom teachers deliver instruction using effective instructional  

         practices. 

 Instruction is provided according to Indiana requirements for instructional time. 

 Students are assessed using universal screening measures and other data sources. 

 The school uses data from universal screening measures and other data sources to    

identify students who may need additional support through comprehensive and 

coordinated services. 

 When a student needs increased support, the parent is notified in writing regarding: 

1. the amount and nature of student performance data that will be collected; 

2. the general education services that will be provided; 

3. the evidence based strategies that will be used for increasing student’s rate of learning to 

grade level; 

4. the parent's right to request an educational evaluation to determine eligibility for 

special education and related services; 

5. an explanation that the public agency will initiate a request for an educational 

evaluation if the student fails to make adequate progress after an appropriate period of 

time; and 

6. an explanation that if/when the public agency initiates a request for an educational 

evaluation, the public agency will provide written notice to the parent regarding the 

evaluation before requesting parental consent for the evaluation. 

This required information is contained in the RTI Parent Letter, which is in the forms section 

of this manual. 
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Parental consent is not required to provide supplemental targeted instruction; however, parent 

involvement throughout the planning and implementation of interventions can provide 

additional information, support, and resources for the student. 

Tier II - Targeted Instruction  

 

 Students who struggle with the core curriculum are provided with up to 30 minutes of 

supplemental instruction, targeted to the student’s area of need. Remember that these needs 

have been defined during universal screening and then during Tier I. 

 Instruction is research-based, and supplemental to the core curriculum. 

 Student progress is monitored using an assessment tool targeted to the student’s area of 

need. Student progress is typically monitored weekly or every other week. Progress may be 

monitored by using curriculum based measures or other appropriate means that give 

information about a student’s progress on a specific skill. 

 The school keeps documentation of the supplemental instruction provided and the 

assessment results. 

 Repeated data measures (at least 6 to 10 data points) are analyzed to determine if the 

student is making adequate progress. 

 If a student does not show adequate growth in response to the instruction provided, the 

instruction should be altered and/or intensified to better meet the student’s needs. The student 

may be considered for Tier 3 instruction. 

Tier III - Intensive Targeted Instruction  

 

 Students who continue to struggle with the core curriculum, despite supplemental 

instruction at Tier II are provided with more intensive support at Tier III. 

 The Educational Background Information/Referral Form CCS is completed to gather 

available information and to aid in development of a more targeted instructional plan 

for the student. 

 The student is provided with 30 to 90 minutes of intensive supplemental instruction, 

targeted to the student’s area of need. 

 The supplemental instruction is provided in a small group or individual setting. 

 The Intervention Action Plan from CCS is completed as documentation of the instruction 

used with the student and documentation of the fidelity of instruction. 

 Implementation fidelity means that the instruction was delivered as it was intended, with 

the agreed upon frequency and duration and in the manner that has been scientifically 

proven effective. The CCS also records progress monitoring data for the student, 

however printouts and graphs of the data may be attached. 

 Progress monitoring data is collected more frequently, once to twice a week. 

 Progress can be monitored by using curriculum based measures or other appropriate 

means that give information about a student’s progress on a specific skill. 
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 Repeated data measures (at least 6 to 10 data points) are analyzed to determine if the 

student is making adequate progress. If a student does not show adequate growth in 

response to the instruction provided, the instruction may be altered and/or intensified 

to better meet the student’s needs. 

 If, after using scientific, research based instruction for an appropriate period of time, 

the student does not make adequate progress, a referral for an educational evaluation 

for special education eligibility should be initiated by the school. Referral for special 

education should occur only when the student still experiences great difficulty 

showing educational progress, despite supplemental intensive, targeted instruction. 

To make a SCHOOL REFERRAL when the school has determined a student needs an 

evaluation and the school has gathered the required documentation: 

 Complete the CCS Notification of Request for Educational Evaluation and fax it to CCS 

to the attention of the school psychologist assigned to your building. 

 A CCS staff member will come to your building and review your data, or will ask you to 

fax specific items to the CCS office. 

 If the data are incomplete, you will receive a review letter explaining what 

needs to be completed. 

 When you have sufficient data and the required forms are complete, the school will 

arrange a referral meeting. This meeting could include the CCS staff member, the 

classroom teacher, the parent, and another representative from the school such as an 

administrator, counselor, or intervention coordinator. Bring the following items to the 

referral meeting: 

 The CCS Educational Background Information / Referral Form (completed); 

 Work samples that show examples of the student’s problem; 

 The student’s cumulative file; and 

 If the student is in the RTI process, the CCS Intervention Action Plan with 

progress monitoring data included or attached. 
 

At the referral meeting the team, with the CCS staff member, will determine whether 

to proceed with an evaluation, to refuse the evaluation, or to implement other actions 

including new interventions or revised interventions. 

For PARENT REFERRALS, when the parent has made a verbal or written request to a certified 

staff member for an initial evaluation: 

 Complete the SCSD 1 Notification of Request for Educational Evaluation and fax it 

to SSU @ 812-752-8955; 

 A SCSD 1 staff member will contact the school to arrange for a referral meeting within 

10 school days of the parent request. This meeting will include the SCSD 1 school 

psychologist, the classroom teacher, the parent, and another representative from the 

school (administrator, counselor, or intervention coordinator). The following items 

must be brought to the referral meeting: 
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 The SCSD 1 Educational Background Information / Referral Form; 

 Work samples that show examples of the student’s problem; 

 The student’s cumulative file; and 

 If the student is in the RTI process, the CCS Intervention Action Plan with 

progress monitoring data included or attached. 

At the referral meeting, the team (with the SSU staff member) will determine whether to proceed 

with an evaluation, to refuse the evaluation, or to implement other actions including new 

interventions or revised interventions. 

CONFIDENTIALITY 

Confidentiality means private or secret. All discussions regarding a student are highly 

confidential. The importance of strict adherence to confidentiality in RTI team 

functioning cannot be emphasized enough. School staff, parents and students have to 

trust that what is said and done within the team meeting will remain there. All public 

descriptions and discussion about the intervention team should prominently mention 

the team's confidentiality policy. Should a breach of confidentiality occur, the program 

would be in jeopardy, employees also could receive disciplinary actions. The team 

should thoroughly discuss this issue, and the team leader should periodically remind 

the members of its importance. 

There is a statutory exception to confidentiality in Indiana that concerns child abuse and 

neglect. If within the team discussions it is revealed that abuse has occurred or it is 

suspected that abuse has occurred, then all team members are obliged to see that the 

abuse is reported. 

Confidentiality also may be breached if a person has threatened to harm others or 

him/herself. The professional who learns of this threat must take steps to warn those 

who are the object of the threat or take steps to protect the student from him/herself. 

Violations may result in disciplinary action toward a staff member. 
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Section 3:  
 

THE CASE CONFERENCE 

The CCS Director of Special Education provides annual training to teachers and 

administrators to assure that school personnel have appropriate knowledge regarding the 

arrangement and documentation of case conference committee meetings, the manner in 

which an IEP is developed, and the required components of an IEP. Administrators and 

counselors also are instructed regarding their service as the public agency 

representative, what resources are available to serve students, and their authority to 

commit resources of the public agency. 

Definition and Overview 

All decisions regarding the individual educational program (IEP) or placement of a 

student who is eligible to receive or who is receiving special education services are 

made through a case conference. Case conferences are convened to make the following 

decisions while assuring compliance with federal and state statutes and regulations, as 

well as case law. The case conference makes decisions that: 

 determine eligibility for special education and related services following the  

referral and evaluation process; 

 develop, review and revise the student's individual educational program; 

 determine or change the student's educational placement; or 

 determine whether a relationship exists between the student's disability and an 

alleged disciplinary infraction in the event of proposed disciplinary action (i.e., 

expulsion) which would affect the educational placement or educational services 

provided to the student. 

The case conference must convene prior to any expulsion proceeding. 

The case conference committee is a collaborative interdisciplinary team where expertise and 

knowledge are joined for the common good of the student. The intent and spirit of case 

conferencing is one of teamwork among "equals" who have different perspectives due to their 

professional discipline, experience or role in the student's life. These people come together to 

focus on the needs of the student, explore program and placement options, and exercise their 

creativity in making educational decisions for the student. Each person is invited to express 

his/her opinion with the group and to be open to the influence of others' ideas or opinions. All 

members have an equal voice in the case conference committee. Decisions are made based upon 

consensus of the group. The student's parent(s) are important and equal members of the case 

conference committee. If the parent’s views are genuinely heard and respected by the committee, 

consensus can usually be reached. For the process to work correctly, discussion and negotiations 

should be put “on the table” at the conference for the benefit of all participants. It is critical for 

the members of the case conference committee to follow the requirements of IDEA and Article 7 
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when they are making decisions. Members with differing opinions may express the opinion in 

writing. The document is a part of the student's educational record. 

When a case conference cannot reach consensus, the conference members may agree to 

reconvene at a subsequent time. The responsibility for the decisions made in the case conference 

is shared by each and every member of the case conference committee. The obligation of the 

school is to prepare an IEP that provides a free appropriate public education to each student with 

a disability and that meets the requirements of IDEA and Article 7. 

 

Membership 
 

It is the responsibility of the case conference chairperson (teacher of record, principal, or 

designee) to invite and notify the appropriate people to the meeting. In most situations, a case 

conference committee must include: 

 A representative of the school district who is someone other than the student's teacher. 

This individual is qualified to provide and supervise the provision of specially designed 

instruction to meet the unique needs of students with disabilities, is knowledgeable about 

the general education curriculum, and is able to commit resources of the district. This 

individual may be an administrator, guidance counselor, or, for early childhood, the 

early childhood coordinator; 

 The current teacher of record and other current teachers as appropriate, or for a new 

student, a teacher licensed in the area of suspected disability. This individual will 

develop the IEP and disseminate it to the appropriate individuals. For the initial 

conference, a teacher licensed in the area of the student’s suspected disability is to 

attend. This individual provides expertise to the committee regarding special education 

services and programming; 

 At least one general education teacher of the student, if the student is, or may be, 

participating in general education classes. For preschool students, a kindergarten or Head 

Start teacher may attend. The general education teacher is to assist in developing 

accommodations, positive behavioral interventions and strategies, supplementary aids 

and services, program modifications, and supports for school personnel; 

 The parents of a student less than 18 years of age, unless the parents choose not to 

participate; The student, if deemed appropriate by the parent. If the individual transition 

plan (ITP) is being addressed the student is invited; 

 An individual who can interpret the instructional implications of evaluation results, 

telling what the evaluation information means in terms of how to best instruct the 

student (who may be a building representative or teacher of record); and 

 With the written consent of the parent, a representative of any participating agency likely 

to be responsible for providing or paying for transition services. 

Special Circumstances 

At least one member of the multi-disciplinary team or some other person knowledgeable 

about the evaluation procedures used, or familiar with the evaluation results, attends the case 
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conference meeting if the student was evaluated for the first time. This individual explains 

and interprets the evaluation results to the case conference committee members. 

The school may invite individuals with expertise regarding the student. The determination of 

the knowledge and special expertise of any individual the school is inviting is made by the 

school. 

When a student is enrolled in an alternative school or alternative education program under IC 

20-30- 8, a representative of that school or program must attend. The representative must be 

authorized to make a recommendation concerning admission to the school and to commit 

resources. 

If applicable, a representative of a state-operated school (i.e., Indiana School for the Blind, 

Indiana School for the Deaf) who is authorized to make a recommendation regarding 

placement in that program. 

When a student is placed in a nonpublic school or facility by the public agency, a representative 

of the nonpublic school or facility and a representative of the local public agency must attend. 

When a student is unilaterally enrolled in a nonpublic school or facility by the student’s parent, a 

representative of the nonpublic school or facility must attend. 

When a student is transitioning from Part C (First Steps) to preschool, an invitation to the initial 

case conference meeting must, at the request of the parent, be sent to the Part C service 

coordinator or other representative of the Part C program. 

When the purpose of the meeting is to develop or revise the transition ITP, the student must be 

invited (if the student does not attend, the student’s interests and preferences are given 

consideration). A representative of any participating agency likely to be responsible for 

providing or paying for transition services must be invited. 

For a student suspected of having a language or speech impairment only, or receiving only 

speech-language therapy, the case conference committee consists of at least the building 

representative, speech-language pathologist, the student's parent (unless the parent chooses not 

to participate),, and the student (if deemed appropriate by the parent, if the ITP is being 

addressed, or when he/she is at least 18 years old). 

Individuals can only participate in a case conference if they are invited by the school or the 

parent and if those individuals have a legitimate educational interest. 

Case conference committee members may be excused from the meeting when specific 

conditions exist. The parent and school must agree in writing, before the conference, that the 

member may be excused because the member’s area of the curriculum or related services is not 

being modified or discussed in the meeting. The person being excused must provide a written 

report to the parent and case conference in advance of the meeting. 
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If the chairperson anticipates difficulty with a particular case conference, he/she should contact 

SCSD 1 to request their attendance or to request assistance. Parents may also request assistance 

from SCSD 1 and CCS. 

SCSD 1 will provide annual training for the case conference committee and IEP process 

including: 

 how to arrange and document the case conference committee; 

 how to develop the IEP; 

 components of the IEP; and 

 how to serve as a public agency representative. 

 

 

Written Notice Prior to the Initial Case Conference Committee Meeting 

When a student has been evaluated for the first time, written notice is provided to the parent not 

later than five (5) instructional days before the initial case conference committee meeting. The 

written notice is provided by CCS (for speech only evaluations the therapist will provide the 

written notice). It includes a description of, and the overall findings of each evaluation, 

procedure, assessment, record, or report that CCS used as a basis for any proposed action. It 

includes a description of the action that may be proposed by the school and an explanation that 

informs the parent why the school may propose such an action. Use the “Meeting Purpose, 

Create CCC Team, and Schedule CCC Meeting” forms in the IEP to create written notice of the 

case conference meeting. 

When a Case Conference is Convened 
 

Initial Conference, No Interventions or an Incomplete Intervention Process: A case conference is 

convened within 50 instructional days of the date when written parent consent was received for 

their child to be evaluated or re-evaluated, when interventions were not previously conducted. 

Initial Conference Following Completed Interventions: A case conference is convened within 20 

instructional days following referral when the student has participated in a systematic and 

scientific, research-based intervention program; 

Early Childhood: A case conference is convened for a child transitioning from Part C to 

early childhood Part B, within a time frame so that the child receives special education 

services by the third birthday; 

Annual IEP Review: The case conference meets no later than the anniversary date of the 

previous IEP for all students enrolled in special education services; 

Special Request: The case conference meets upon the request of a parent, teacher, or 

administrator; 

Change of Placement: The case conference meets if a change of placement is being proposed or 

considered; 
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Move-In Student: The case conference meets within 10 instructional days of the date of 

enrollment when a student who has been receiving special education services elsewhere moves 

into the school; 

Disciplinary Change of Placement: The case conference meets within 10 instructional days of a 

disciplinary change of placement to determine whether a manifestation determination 

relationship exists (send a Notice of Parent Rights with the notification to the parent of the 

possible expulsion);  

Homebound: The case conference meets at least every 60 instructional days to review the IEP of 

any student with disabilities receiving homebound or hospital instruction; 

Suspensions: The case conference meets as soon as possible after the tenth day of suspension in 

one school year, if not sooner (in this instance a behavior plan should be written); and 

Interim Alternative Educational Placement: The case conference meets to determine the 

interim alternative educational setting when school personnel remove a student to an interim 

alternative educational setting, unless the setting has been included in the student’s IEP or 

behavioral intervention plan. 

Scheduling the Case Conference Committee Meeting 

The school uses the “Communications” section of the IEP to document attempts to schedule 

meetings at a mutually agreed upon date, time, and place. The communications section 

documents detailed records of individual or conference telephone calls made or attempted and 

the results of the calls. It includes detailed records of visits made to the parent's home or place of 

employment and the results of the visits. Copies of correspondence sent to the parent and any 

response received are attached to the IEP. 

The school uses the “Meeting Purpose, Create CCC Team, and Schedule CCC Meeting” forms in 

the IEP to notify the parent of the case conference meeting prior to the date of the scheduled 

meeting. The notice is presented early enough that the parent has an opportunity to make 

arrangements to attend. Included are the date, time, and place of the meeting, the purpose of the 

meeting, a listing, by name and title or position, of the expected participants and the proposed 

case conference chairperson, notice that the parent may bring any other individuals of the 

parent's choosing, including the student, or request the participation of other individuals and a 

listing of the collected data to be discussed. The Notice of Case Conference is sent to both 

parents unless educational rights for one parent have been terminated or restricted by a court. 

Written notice is sent also to each individual the school is inviting. The Notice of Parent Rights 

is given in the parent’s native language or other mode of communication. 

Note: A case conference may be held without the parent in attendance as long as the school 

documents several attempts to reach the parent to schedule the conference at a time they can 

attend. 
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The Case Conference Chairperson/Coordinator 

The case conference chairperson has the responsibility of compliance with the 

case conference process, including: 

 Providing a copy of the current Notice of Parent Rights to the parent/guardian prior to, 

or at the case conference committee meeting; 

1. Ensuring that proper preparation occurs prior to the case conference; 

2. Assuring that appropriate participants are invited; 

3. Completing the appropriate paperwork and forwarding it as necessary to ROD and 

parents following the case conference; and 

4. Assuring that all statutory requirements are met. 

The specific responsibilities, which the case conference chairperson must do or delegate to be 

done before the meeting include: 

1. Notifying SCSD1 of the possible need for an educational surrogate parent to be 

assigned to a student; 

2. Scheduling the case conference with the parent (Article 7 definition of "parent" at 511 

IAC 7- 32-70) at a mutually agreed upon date, time and place; 

3. Scheduling a room for the conference; 

4. Inviting the appropriate people to attend the case conference by sending the Notice of 

Case Conference and providing adequate notice to the parents in their native language; 

5. Making sure attempts to arrange the case conference meeting and providing adequate 

notice to the parents are documented on the Communications page of the IEP; 

6. Preparing for the case conference by reviewing student information, observing the 

student if possible, organizing thoughts/input and preparing an agenda for the meeting;  

7. Arranging any accommodations needed by the parent to assure their physical 

accessibility to the meeting location and their understanding of the actual proceedings 

(i.e., wheelchair accessibility, interpreter if necessary); 

8. being prepared with the student's file, materials, etc. necessary for the 

case conference committee meeting, and a copy of Article 7; and 

9. contacting the director of special education if resources beyond their scope of 

authority are anticipated to be needed for the student's program or placement. 

Assure that each parent understands the proceedings. This may include making arrangements for 

an interpreter for the deaf or an interpreter for a non-English speaking parent. A building 

principal may contact the SSU Director of Special Education for assistance hiring an interpreter. 

The case conference chairperson's specific responsibilities during the meeting include: 
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1. Calling the meeting to order, distributing the agenda, and stating the purpose of the 

meeting; 

2. Directing the progression of the meeting according to the established agenda; 

3. Making sure the parent understands the proceedings at the case conference committee 

meeting; 

4. Delegating the responsibility of recording the case conference proceedings on the IEP; 

5.  Listening and contributing information to assist the committee in its decision-making 

process; 

6. Explaining to the parents/student their rights and procedural safeguards; 

7. Informing the participants of their option to write an opinion if it differs 

from the case conference decision, and attaching the opinion to the IEP for 

the record; 

8. Obtaining the signatures of all participants to indicate their attendance and involvement 

in the conference; 

9. Obtaining the parent's written consent or denial for the student's initial placement or 

change of placement in special education services; and 

10. Sending the IEP to the parent so that it is received by the parent not later than ten 

(10) business days after the date of the case conference committee meeting. 

The case conference chairperson may stop the case conference and reconvene it at a future date 

when necessary. Reconvening the conference is advisable when: 

 Additional information, input, or expertise is needed beyond the scope of the case 

conference committee; 

 Resources beyond the authority of the case conference chairperson are needed for the 

program or placement; 

 Additional time is required to complete the case conference; 

 A person who fulfills a membership role required by Article 7 is not in attendance; 

 At the request of the parent; or 

 An emotionally charged situation exists. 

If the case conference will reconvene, describe the circumstances under Conference Notes on 

the IEP and list the date, time, and place that the committee will reconvene. 

The specific follow-up responsibilities, which the case conference chairperson must do or 

delegate to be done for each meeting include: 

 Assuring proper completion of the case conference documentation, which includes      
the IEP, and written opinions and parental consent for placement; 
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 If the parent was not in attendance, sending the completed IEP with a Notice of 

Parent Rights, to the parent for their written consent or denial of the proposed placement so 

it is received by the parent no later than 10 business days following the case conference; and 

 Disseminating copies of the case conference paperwork. 

If there are any questions or if clarification is required regarding the responsibilities 

of the case conference chairperson, contact SCSD 1 or CCS for technical assistance. 

THE STUDENT 
 

The student is the focus of the case conference and the student’s involvement in the case 

conference committee meeting should be maximized. The student's presence in the case 

conference is critical when the committee is writing, reviewing or revising the individual 

transition plan. The student must be invited to participate in all case conference committee 

meetings if the purpose of the meeting is the consideration of transition services. If the student 

does not attend, the case conference committee must take other steps to ensure the student's 

preferences and interests are considered. If the student is 18 years of age and older, he/she must 

be invited to each case conference meeting with the same rights and safeguards as are given to 

parents by Article 7. 

 

The student's attendance at the case conference committee meeting will be meaningful and will 

enrich the outcome of the meeting when careful attention is given to advance preparation for 

their participation. Teachers should assume responsibility for assisting and supporting the 

student's participation in the meeting. The student must be informed as to what will take place in 

the meeting. The student should be asked in advance of the meeting to think about his/her 

educational progress over the year and what goals he/she thinks are important for their 

educational program in the coming year. It is often helpful for the student to have the opportunity 

to share this information with the teacher and/or parent prior to the meeting so that those 

individuals may help the student communicate effectively to the committee during the meeting. 

By being a part of the planning, the student will have a better understanding and appreciation for 

educational efforts made on his/her behalf. This can result in increased individual commitment 

and involvement in achieving the educational goals established for the year. 

 

A student age 17 must be told that, upon age 18, they acquire the right to make educational 

decisions. The signatures of the student and parent are required on the IEP to document that 

they have been given this information. The parent is informed that they may obtain 

guardianship of an “incompetent” adult through the court or may request to be appointed as 

an “Educational Representative” to speak for their child after age 18. The parent contacts the 

director of special education to be appointed as an educational representative. 

EDUCATIONAL SURROGATE PARENTS 

Case managers from Jackson County Division of Children and Family cannot act as a surrogate 

parent. Article 7 states that an educational surrogate parent cannot be employed by a public or 

private agency involved in the education or care of the student. An educational surrogate parent 

is not an employee of the school, SCSD 1, CCS. An educational surrogate parent is not liable for 
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damages arising out of a civil action initiated as a result of the individual’s actions as an 

educational surrogate parent. 

A student who attends an educational program outside the school corporation of legal settlement 

and who is in need of an educational surrogate parent will have an educational surrogate parent 

assigned from the school corporation of legal settlement or from the area where the educational 

program is located, as agreed upon by administrators of both programs. 

CCS is responsible for determining eligibility, assigning educational surrogate parents, and 

training educational surrogate parents. A representative from CCS meets individually with a 

prospective educational surrogate parent to assess the individual’s capacity for this position. If 

the person is deemed appropriate, the SCSD 1 Director of Special Education or designee 

completes the following: 

 presents and reviews a copy of the procedural safeguards (Notice of Parent Rights); 

 presents and reviews a copy of Navigating the Course: Finding Your Way Through 

Indiana’s Special Education Rules; 

 reviews the evaluation process, including the requirements of written parental consent 

prior to evaluation; 

 reviews the IEP, including the requirement for parent consent; 

 reviews advocacy for the child and the requirement of parental participation 

in the case conference committee meeting; 

 completes documentation of the training, giving a certificate of training to the 

educational surrogate parent; 

 files a copy of the certificate of training; and 

 calculates the number of assignments for the educational surrogate parent. 

PARENT/GUARDIAN 

Responsibilities include: 

 Communicating with the case conference chairperson to schedule the meeting at a 

mutually agreed upon date, time, and place; 

 Inviting persons they wish to attend the case conference, including the student 

(unless the student is over 18 - then the student acts on their own behalf unless 

adjudicated by the court to be incompetent), and informing the school who will 

attend; 

 Responding to the Notice of Case Conference as to whether or not they can attend or 

wish to attend (a case conference can be held without the parent in attendance as long as 

the school documents several attempts to reach the parent to schedule the conference at a 

time they can attend); 

 Preparing their suggestions for the IEP and placement considerations of the student; 
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 Advocating for the student at the case conference by stating what they feel is in the 

student's best interest; 

 Sharing relevant information about the student at the case conference to 

assist the case conference committee in making good decisions for the 

student; 

 Signing the IEP to indicate their attendance and participation in the meeting; 

 Exercising their due process rights in the event of a disagreement or unresolved 

complaint with the school; and 

 Providing any additional evaluations for consideration. 

THE INITIAL CASE CONFERENCE 

After the student's educational evaluation or re-evaluation is completed, the case conference is 

convened to share results of the evaluation, determine the student's strengths and needs, and 

make a decision about the student's eligibility for special education services. The case conference 

committee meets annually to revise and review the IEP and plan for the student’s educational 

needs. 

The case conference committee has a responsibility to review, as appropriate, the: 

 education interventions attempted prior to referral for special education services; 

 referral documentation; 

 parental input for enhancing the student’s education; 

 data from a comprehensive multi-disciplinary educational evaluation, including input 

from parents; 

 student’s strengths; 

 student’s academic, developmental, communication, and functional needs; 

 needed behavioral interventions for the student; 

 needed communication supports and services; 

 supports needed such as braille or a sign language interpreter for students 

with hearing deficits; 

 any needed technology; 

 any new information from teachers, parents, or the student; and 

 any information documented in the IFSP for a student transitioning from Part C to Part B 

early childhood. After considering the above information, the decision of eligibility is 

made by the committee 
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THE ANNUAL REVIEW 

An annual review case conference is convened to review the student's IEP, share progress 

toward the IEP goals and objectives, discuss the student’s current levels of performance, revise 

the IEP as necessary, and then review the student's placement. Every student's IEP must be 

reviewed through a case review conference no later than the anniversary date of the previous 

IEP. 

The special education teacher serving as the student's teacher of record has primary 

responsibility for convening the annual case review and for writing the IEP. 

CASE CONFERENCE FOR MOVE-IN STUDENT 

Move-in students come from a district outside the ROD Cooperative. The ROD office does not 

have their most recent files. The student is placed in school when the student enrolls, with 

supportive services provided if necessary. 

When a new student enrolls, the school will ask the parent if the student was in special 

education. Ask the prior school if the student was in special education as well. If the student 

was in special education the student receives special education beginning on the first day of 

enrollment. Services are provided based on information from the parent, the prior school, or 

the prior IEP. 

The school sends the IEP and evaluation to SCSD 1. The SCSD 1 psychologist reviews the 

information, completes the Move-In/Review of Records and returns the Move-In/Review of 

Records to the school. The school then convenes a case conference committee meeting and 

prepares a new IEP within ten (10) instructional days. 

Be aware that it takes up to 72 hours to move a student through the various computer systems. 

Do not begin your work on a revision to the IEP until you are together to convene a case 

conference as the system may populate with prior data and your work will be gone. 

The TOR begins the IEP process, selecting “Move-In” as the purpose of conference, if you are 

unable to accept the prior IEP. A reminder appears in red to have an IIEP district administrator 

enter eligibility information. The TOR contacts the district administrator with student 

information. The district administrator enters evaluation data in the blue eligibility button on the 

student menu. Dates of eligibility may be changed or entered and eligibility categories added. 

The eligibility date in the IEP is the date of the last IEP meeting. Enter the information. Click 

“Update the Database”. Check boxes next to the changes and select YES/NO for eligibility and 

save the changes. The move-in conference may continue in the IEP process without 

preconference planning or evaluation. 

CASE CONFERENCE TO DISMISS A STUDENT 

During the current case conference the committee reviews existing student performance data, 

determines there is a need to reevaluate the student to establish eligibility, and creates a final 



27 
 

IEP. The case conference then completes Pre-Conference Planning and generates a Notice of 

Reevaluation and gives a copy to the parent who signs and returns the Notice of Reevaluation 

to the Teacher of Record. 

At CCS, the multidisciplinary team schedules and completes assessments, prepares a written 

report, and schedules a case conference with the Reevaluation Purpose. The case conference 

then reviews The educational evaluation report and all relevant data to determine eligibility. 

If the case conference determines the student’s disability does not adversely affect the student’s 

performance at school, the committee declares the student ineligible for special education and 

related services. The case conference committee creates a Final Notice of Ineligibility, and gives 

the parent a copy of the educational evaluation report and the Final Notice of Ineligibility. The 

parent is offered a Notice of Parent Rights. The IEP records an ineligibility event for the student. 

REVOCATION OF SERVICES 

A parent may decide that they no longer want their student to be in special education or related 

services. The parent must be told that when they give up services, they give up everything. In 

other words, the parent may not give up speech and keep math. The parent must also be told 

that their student will lose the protection of special education services, particularly in the event 

of disciplinary infractions. 

At any time after the parent gives consent for the initiation of special education and related 

services ,the parent may revoke that consent by doing the following: 

 

1. Putting the revocation of consent in writing. 

2. Signing the revocation. 

3. Submitting the written revocation to licensed personnel. 

4. Within 10 instructional days of the date licensed personnel receives the parent’s written 

revocation the public agency must provide the parent with a copy of the written notice. 

5. The public agency may not terminate special education and related services until(10) 

instructional days after the parent receives the written notice unless parent provides 

written consent  described in  subsection(b)for services to be terminated prior to the 

expiration of (10) instructional days after receipt of the written notice. 

If the parent notifies the teacher of record of their choice to revoke services during the case 

conference, the teacher of record proceeds to the Additional IEP Process Documents section 

of the IEP, selects Rejection of Services in a Public School, and completes the questions. 

If the parent notifies the teacher of record at any time other than during the case conference, 

the teacher of record asks the parent to write a letter to the teacher or to the Director of 

Special Education. The teacher of record will go to the Additional IEP Process Documents 

section of the IEP, select Rejection of Services in a Public School, and complete the 

questions. 
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Section 4:  
 

THE IEP 

Development of an IEP, if student is eligible for Special Education and Related Services 

At the beginning of each school year the school must have an IEP or service plan in effect for 

each student with a disability who is enrolled. The focus of a student's IEP is on developing 

competencies in different ways based upon what is known about the student's individual learning 

styles, strengths, interests and needs. The IEP is developed in a case conference. It depends upon 

team problem-solving around each student's educational needs. The process of writing the IEP 

provides a structure by which parents (as defined in Article 7), teachers, sometimes students, and 

other involved parties can share ideas and plan together as part of the educational decision-

making process for the student. The principle of shared decision-making with parents is firmly 

established in special education rules and regulations mandating the IEP and the process by 

which it must be written. The intent is that parents actively participate in setting the educational 

priorities for their student based upon relevant, valued life outcomes, and that the educational 

professionals acknowledge their input and incorporate it in the IEP. A student age 18 makes 

decisions for his/her educational program. 

It is our intent to begin with the thought that the student will be in the general education 

placement, identify needs, develop goals, and identify services needed by the student, and then 

consider whether general education placement is appropriate. 

Developing the content of a student's IEP requires careful thought, insight, and knowledge 

of the student in a holistic sense, in order for the IEP to be functional, relevant, and 

beneficial to the student. A quality IEP increases the likelihood that the student's educational 

services will be cohesive and delivered in a manner that will assist the student in 

accomplishing the educational outcomes identified in the IEP. 

Each student is involved in, and progresses in, the general education curriculum, to the 

maximum extent possible, as determined by the student’s case conference committee. The 

school may supplement the general education curriculum with modified programs of 

instruction or with curriculum that relates to state academic standards and functional skills to 

be achieved. 

 

Additionally, the school provides instructional materials and supplies to students with 

disabilities that are comparable to those provided to non-disabled students. 

An IEP must include: 

 A statement of the student’s present levels of academic achievement and 

functional performance including how the disability affects the student’s 

involvement and progress in the general education curriculum, or, for early 

childhood students, how the disability affects the student’s participation in 

appropriate activities; 
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 A statement of measurable annual goals, including academic and functional goals 

designed to meet each of the student’s educational needs that result from the student’s 

disability so that the student may be involved in and make progress in the general 

education curriculum, (for early childhood students, to participate in appropriate 

activities); 

 A description of how the student’s progress toward meeting the annual goals will be 

measured and when periodic reports on the progress the student is making toward 

meeting the annual goals will be provided; 

 A statement of the special education and related services and supplementary aids and 

services, based on peer-reviewed research to the extent practicable, to be provided to the 

student, or on behalf of the student, and a statement of program modifications or supports 

for school personnel that will be provided to enable the student to: 

 Advance appropriately toward attaining the annual goals; 

 Be involved in and make progress in the general education curriculum and to 

participate in extracurricular and other nonacademic activities; and 

 Be educated and participate with other students with disabilities and 

nondisabled students in school activities; 

 An explanation of the extent, if any, to which the student will not participate with 

nondisabled students in the general education environment and in extracurricular and 

other nonacademic activities; 

 A statement regarding the student’s participation in statewide or local assessments of 

student achievement, including: 

 Any individualized appropriate accommodations necessary to measure the academic 

achievement and functional performance of the student; 

 Note: Only those accommodations provided on a regular basis and approved by the 

Indiana Department of Education are allowed. 

 If the case conference committee determines that the student must take an alternate 

assessment of student achievement, instead of ISTEP or another statewide 

assessment, a statement of why the student cannot participate in the general 

assessment and why the particular alternate assessment selected is appropriate for the 

student; 

 A statement of the projected initiation date, projection of the duration date, and the 

anticipated length and frequency , location, and duration of services and modifications; 

 A statement of the student’s need for extended school year services; 

 Identification of the placement in the least restrictive environment; and 

 Written notes documenting the meeting, including the date and purpose of the 

meeting, the names and titles of the participants, and the issues discussed. 

Remember, a case conference committee member may be excused, if the parent agrees ahead of 

the case conference. The case conference committee member gives a copy of their 
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report/information to the school and parent in advance of the committee meeting. Obtain the 

excusal form from the “Schedule CCC Meeting” section of the IEP and have the parent sign. 

The school gives the parent a copy of the IEP at no cost, either at the conclusion of the meeting 

or by mail. A copy of the IEP must be received by the parent not later than ten (10) business days 

after the date of the case conference committee meeting. 

Any member of the case conference committee may submit a written opinion regarding the 

IEP within ten (10) business days after the date of the case conference committee meeting. The 

written opinion must remain with the student’s educational records. 

For a student convicted as an adult and incarcerated in an adult prison, the student is exempt 

from participation in state and local assessments, and the case conference committee may 

modify the student’s IEP or placement without regard to whether the student is age eighteen 

(18) if the state has demonstrated a security or other compelling interest. 

Following are detailed instructions for completing the Indiana IEP: 

 

Purpose of Meeting  

Select Purpose of Meeting from the selections on the IEP and indicate why you are convening a 

case conference committee meeting. There are many choices, including Initial evaluation, 

Move-IN, and Revise IEP. 

Create a Team 
 

Select the individuals who will be at this case conference meeting. 

 

Schedule CCC Meeting 

 

Select the date, time, and place for the case conference committee meeting. 

 

Existing Data 

Fill in all student data. Check individually at the conference with the parent to ensure you have 

the correct information. Be sure of the legal custody status, especially if there is a divorce or out-

of home placement. The student’s grade is the grade the student is enrolled in on the date the IEP 

is written.  

After all case conference committee members have convened, review the purpose of the meeting. 

Explain the Notice of Parent Rights, give parent a copy of their rights if they don’t recall 

getting one and explain the rights at least one time per year. 
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A detailed, data-based description/narrative of the student's current level of performance is 

written. This information relates to the progress of the student toward meeting the current IEP 

goals and objectives. 

Report just the facts. 

First, document the student’s strengths, including academics, developmental skills, and 

functional behavior. 

Next, document the student’s response to instructional strategies and research-based 

interventions. Discuss RTI, what was tried, how it worked, whether the student made progress, 

how the addition of time for more work in RTI impacted the student, etc. 

Then document the student’s progress monitoring data. These include grades and test results 

for tests that are given within the student’s grade (NWEA, Terra Nova, Acuity, etc.) or for 

ISTAR. Be certain the tests report current results. Also, be certain to discuss what the tests 

results mean (average, above or below average, well below average). 

 Note: If a student is receiving consultation services, you may list the subjects for the 

student's grade level, his/her current grades, and then comment about the student's 

strengths and weaknesses as they relate to these subjects. Any information from general 

education teachers should be included in the appropriate section of the present levels. Do 

not attach information from individual teachers, summarize what they have said. 

 

Document the present level of academic and functional performance by discussing your praises 

or concerns, the student’s grades, daily homework completion, and anything interfering with the 

day to day work of the student. 

Document SCSD 1 Assessment information, including intellectual and/or academic test results, 

as well as the date the assessment was conducted. 

Document the student’s social/emotional functioning as appropriate, if it is. Discuss peer 

interactions and interactions with adults. Discuss tendency toward mood swings, anger, crying, 

frustration, etc. If the student receives counseling, the social worker will have a report to attach 

with recommendations for services. 

Document adaptive behavior/functional skills as appropriate, if it is. Record comments as 

appropriate. Discuss self care skills for moderate/severe and autistic students. Discuss 

independent living skills, ability to cook, care for oneself, maintain an apartment, etc. 

Document the student’s motor functioning as appropriate if it is. Present levels are provided by 

any related service personnel who provides either consultative or direct therapies. If outside 

therapies are provided through private providers at SCSD 1 expense, then present levels are 

provided by them. The teacher of record contacts the private therapist prior to the case 

conference to get needed information. 
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Document the student’s communication, speech, language, and hearing levels.  

Document any needs for assistive technology. Determine whether the student needs 

instructional materials, including print instructional materials in an accessible format such as 

Braille, audio, digital text, large type, tactile graphics, video, captions, or audio descriptions. 

Remember that any needed accessible format must be provided in a timely manner. 

Document any medical diagnosis. Remember that any student identified as Other Health 

Impaired must have available medical information that is educationally relevant. Document any 

medical concerns, and medication prescribed, including the dosage. Complete a health care plan 

if the student has extraordinary medical needs or circumstances. Inform the building principal 

and SSU Director if personnel need to be trained in medication administration or in medical 

emergency responses. The school and SSU will provide any needed training so that medical 

emergencies can be addressed properly. 

Document student concerns. Students are strongly encouraged to attend the conference. 

Document the student’s current response to school and his/her strengths at school. Also, 

inquire whether the student is employed and, if so, how long they have worked at the current 

job. 

Document parent concerns and comments. There is a significant emphasis on the parents' 

participation in case conferences. Listen carefully to the parent and summarize their comments 

in a concise but thorough manner. Record parent’s satisfaction/concerns with the program. 

Throughout the IEP, summarize the discussion of the case conference in “Conference Notes”. 

This includes the final decisions of the conference, and a summary of the student’s overall 

performance. Describe the accomplishments of the student during the prior IEP and the overall 

plans for the student. This summary must be comprehensive enough that a reader who is not 

knowledgeable about the student can understand why decisions were made and what those 

decisions entail. 

Consider reevaluation. If it is not required, no further action is needed. If it is required, the case 

conference committee will decide which type of reevaluation is required. “Pre-Conference 

Planning” is completed and the “Notice of Reevaluation” is given to the parent, with a copy kept 

by the school. The parent signs and returns the “Notice of Reevaluation”. The CCS 

multidisciplinary team schedules and completes the needed assessments and schedules the case 

conference with the “Reevaluation Purpose”. 

If the case conference committee determines the student’s disability does not adversely affect the 

student’s educational performance, the student is not eligible. From the eligibility information 

page in the IEP, a “Final Notice of Ineligibility” is created. A copy of the educational evaluation 

report and the Final Notice of Ineligibility is given to the parents/guardian. This completes the 

dismissal. The IIEP now records an ineligibility event for the student. 
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If the case conference committee determines the student remains eligible, complete the IEP and 

finalize it. Provide the student’s parents/guardian with the copy of the educational evaluation 

report and Final IEP. 

 

Eligibility  

The "eligibility" section on initial evaluations is completed by the school psychologist who 

administered the psychological testing. If the student is not eligible for special education, the 

option is marked and the Notice of Ineligibility is printed. If the student is eligible for special 

education as defined in Article 7, then the area(s) of eligibility are listed as primary disability 

and secondary disability. Reasons of eligibility determination must be documented 

appropriately. 

 Note: The teacher of record use the same eligibility from one conference to the next. 

If the eligibility for speech or language changes, the speech pathologist makes that 

determination following evaluation, in conjunction with the case conference. Eligibility may 

be changed. 

Teachers may not change eligibility unless a school psychologist is in attendance. 

 

Special Considerations 

There may be language needs related to Limited English Proficiency. Describe and 

complete as appropriate. 

Document any needs for a student who is blind/low vision. Describe the results of the 

functional literacy assessment and need for large print, Braille, etc. The case conference 

committee may determine, after a functional literacy assessment of the student’s reading and 

writing skills, needs, and appropriate reading and writing media (including an evaluation of the 

student’s future needs for instruction in braille or the use of braille), that instruction in braille or 

the use of braille is not appropriate for the student. 

 

Document any needs for a student who is deaf/hard of hearing. Document whether the student 

requires additional support to communicate. Include the full range of communication needs 

and opportunities for direct communication with peers/professionals in the student’s language 

and communication mode. Document opportunities for direct instruction in the student’s 

language and communication mode. 

The Behavior/Discipline of the Student 

First, list the behaviors of concern, being specific with language such as, five tardies in 

12 days, hits others on arm or back on playground with 4 physical contacts in 2 days, or 

in a 20 minute social studies class student talked out 6 times. Too vague descriptions 

include inappropriate behavior in classroom, disruptive when teacher is talking, 
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interferes with learning of others, insubordinate. This is a summary of the functional 

behavioral assessment (FBA). 

Next, list the factors that affect behaviors, being specific with language such as, results of FBA 

indicate strong desire for attention from adults or peers, task avoidance, seeks sensory input, 

arrives in an agitated state and makes noises as a result, or often reacts negatively to staff 

holding him/her to their expectations. 

Prepare the Behavior Intervention Plan (BIP) using specific language statements such as review 

student handbook 1-1 with teacher/assistant principal, may go to calming area after requesting 

this with the adult supervisor, post rules in classroom/on desk, visual schedules, dismiss from 

class 2 minutes early to reduce peer contact during passing periods, refer to “Great Behavior” 

chart posted in the room, free time to help other students. BIPs may vary in length and 

complexity. 

If you complete this section, an annual goal designed to address behavioral skill 

development is included in this IEP. 

Outcomes 
 

Summary of Findings from Age Appropriate Transition with students being age 14:  

 

Complete at least three assessments that are new each year. (If you complete a major project 

such as Drive of Your Life, it will count as three assessments.) List the date they were 

administered. Discuss the summary, know your student, write about your student in a thoughtful 

manner, and show that you care about him/her. 

 

Post-Secondary Goals:  

 

These are measurable goals. 

 

Many students will not need an independent living goal, but you will clearly articulate why they 

do not. If they need an independent living goal, prepare one. 

 

Regarding Employment after school, I will complete as appropriate.  

 

Regarding Education and Training after high school, I will complete as appropriate. 

 

The anticipated date of graduation: complete as appropriate.  

 

Graduation Option: Student will pursue a high school diploma or certificate of completion. 

 

Participation in Testing Programs 
 

Complete this section as appropriate. 
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Reasons for the determination of participation in testing: 

 Cognitive delays that are significant impair the student’s ability to participate. 

 Student functions well below grade level. 

 Student is on-track for earning a high school diploma at this time. 

 Student does not qualify to take alternative assessments, so he will take ISTEP with 

accommodations. 

 Student will participate in IMAST, document IMAST needs. 

Plan for participation in district-wide, national, or international assessments: 

complete as appropriate 

 

Goals 
 

Name the goal: (Language Arts, Academic Progress, Social/Emotional, Life Skills, etc.). 

 

Present Level: describe clearly using data that is current. Using current data is critical as it will 

become the “Initial Value” in your graph. 

 

Need: describe using a statement of what the student must learn. Use expected values as they 

will become the “Target Value” in your graph. 

 

Goal Statement: A goal is measurable, it includes a performance level, and it includes conditions. 

Measurable means you can count it. Conditions are imposed on the student to show mastery (For 

example, when given a story starter, in three minutes write a three sentence paragraph with 

correct capitalization and punctuation, or given a design problem, the student will apply 

geometric and algebraic methods to solve for X). 

 

Performance level tells what the student is to achieve; 90% mastery on 3/4 trials, 75% mastery, 

or read and then retell with at least 4 details and the main idea on 3/4 trials. 

 

(For transition) This goal has been written to support Education/Training Skills, 

Employment, or Independent Living. Select one, two, or three as appropriate. 

 

Think about what you want the student to do and use a verb that can be observed (read 

aloud, match, list, compute, write, etc.). The behavior must be observable, measurable, 

verifiable, and repeatable. 

Use action words to help with goal writing: 

add 

analyze 

apply 

arrange 

calculate 

categorize 

collect 

describe 

define 

demonstrate 

design 

develop 

diagram 

discuss 

imitate 

inspect 

list 

locate 

modify 

multiply 

name 

read 

recall 

repeat 

report 

respond 

select 

subtract 



36 
 

compare 

conclusions 

construct 

copy 

divide 

draw 

follow 

illustrate 

operate 

organize 

plan 

prepare 

sequence 

tell 

use 

write 

 

If you use verbs that can be inferred (appreciates, improves, respects, understands, enjoys) you 

will not obtain a measurement. These verbs are invisible or open to many interpretations. 

Method / Instrumentation for Measuring Progress: percentages, grades, number of times an 

event occurs, etc. 

 

Progress Monitoring Design: single point is preferred, but you may use single rubric. 

Descriptive is used by speech language pathologists and by occupational and physical 

therapists. 

Select Standard(s) Elements Aligned to Goal: Select the standard from the Common Core 

Standard. 

It is recommended that teachers provide a draft of goals and objectives to parents prior to the 

case conference. If the teacher comes to the IEP meeting with annual and short term goals 

written, the teacher must make it clear to the parents at the onset of the meeting that the goals 

and services proposed by the school are only recommendations for review and discussion with 

the parents. IDEA makes it clear that parents must be given the opportunity to be active 

participants in all major decisions affecting the education of their children with disabilities. 

 

Parameter to Build Graph 

 Single Point (Preferred) 

 Initial value: This is where you are starting. You will need to know the ability levels of  

  your students. 

 Initial date: This is the date of your conference. 

 Target value: This is where you want to go. 

 Target date: This is the date the IEP ends (or an earlier date if you choose it). 

 Frequency of collection: This tells how often you are going to collect data. 

 Metric: This is how you are measuring. It might be percentage, test scores, etc. 

Single Rubric: Select 4 from the display of 6. This may be appropriate for 

moderate/Severe students. Your choices include: Not evident, developing, etc. 

Collection of Indicators: DO NOT USE. 
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Descriptive: Just a few people use this, specifically social workers who are addressing 

social skills and speech language pathologists. 

 

Accommodations for Statewide Testing 
 

Must be individualized and appropriate for the student. 

Must be provided on a regular basis. 

Must be provided for any subject. 

Description of additional accommodations that will be provided for statewide assessment. 

SERVICES AND OTHER PROVISIONS 

Transition Services and Activities:  
 List at least 2 transition services/activities document frequency 

 Tell who at the school will complete the services and activities. If you include the parent, 

you must select an individual at the school also. For example, the transition service is 

“visit a college”. The parent will be involved, but also the TOR who will schedule the 

college visit or help the student arrange the college visit 

 Tell the date of completion 

 Tell what the service will support, employment, education/training, or independent 

living in the narrative section, describe the activity in greater detail 

Special Education Services 

Indirect Services: The student is in general education class with special education 

support. The general education teacher provides the curriculum, accommodations, and 

grades. This includes co-teaching. 

Direct Services: The student is in special education class with special education 

teachers. The special education teacher provides the curriculum, 

accommodations, and grades. 

Related Services: SCSD 1 related services including counseling, OT, PT, mobility 

training, etc. School based related services include transportation. 

 

 List the initiation date, frequency, length of time, duration, and location. 

 Tell what the service will support, employment, education/training, or independent living. 

 In the narrative section, describe the activity in greater detail. 

Accommodations  
 

List the accommodations that are provided for statewide testing. List the accommodations that 

will be provided in the classroom. 
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Transportation 

If the student receives special transportation, describe the student’s needs in the IEP, attach the 

completed transportation form to the IEP, and send a copy to the corporation transportation 

director. 

Accessible Materials 

When a student needs instructional materials provided, document here. These are typically 

materials provided for blind/low vision. 

Assistive Technology 

Describe the devices the student requires (voice output device, computer, etc.) without giving 

a brand name. If it is felt the student needs an assistive technology assessment, describe the 

reasons for the assessment. 

Technical Assistance 
 

Use this section to describe any assistance the school personnel may need, including training. 

 

Extended School Year 

Extended school year services are provided to enable students to make progress in their 

curriculum. Please consider regression and recoupment of skills. Contact the Director for 

information. 

Program Modifications 

Explain any needed modifications. 

Periodic Reports on Student Progress 

Use the school reporting period for report cards or mid-term grades, typically 4.5 weeks, 6 

weeks, or 9 weeks. This is when progress reports are sent to the student’s home. 

Emergency Evacuation Plan 

Emergency evacuation plans should be written for some students with orthopedic impairments, 

wheelchairs, autism, and multiple disabilities. Document who will provide evacuation support, 

when it will be provided, whether that person will stay with the child, etc. 
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Least Restrictive Environment 
 

 List the school district where the parent/guardian lives (this is legal 

settlement). 

 List the school the student attends. 

 Count the total instructional minutes per week, calculate the percentage of 

time in special education, and then in general education. Likewise, 

calculate the percentage of time in the general education setting. Enter the 

appropriate code. 

50 Regular class 80% or more in general education 

51 Resource room 40-79% in general education 

52 Separate class 1-39% in general education 

53 Separate School facility 

54 Residential facility 

55 Correctional facility 

56 Parentally placed in private school 

57 Hospital/Homebound 

 

 Note For Homebound Services: When the student has been placed because of a 

manifestation determination, enter the same code as you used when the student was 

placed full time in the classroom. In the narrative/additional descriptors section, write that 

the student is placed on homebound for ___ days and then will return to the regular 

setting. 

 

Additional Descriptors of LRE 
 

Include the name of the teacher of record, the percentage of time in general education, and the 

percentage of time in special education. 

Potential Harmful Effects on the Student 

Discuss the benefits to the student from being placed in the recommended program. Consider the 

potential harmful effects, or what is wrong, with the placement on the student or the quality of 

services needed. Discuss that the student may be placed away from age peers, may be placed 

with peers who demonstrate poor behaviors, may not be able to advance at an age appropriate 

rate, etc. You may want to discuss: 

 The student needs time to interact with appropriate peer models and resource room 

provides that while full time special education does not; 
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 The student’s needs are primarily to generalize learned skills, so placement with 

typical peers will provide many opportunities for that; 

 Despite much difficulty with handwriting and motor skills, placement in general 

education provides for his needs, with accommodations. 

 The student requires intensive support and full time placement in special education 

provides that, whereas other placements do not. 

 Resource room and full time special education do not allow for learning with 

student’s peer group. The student will miss general education curriculum if in the resource 

room. 

Reasons for Provisions and Reasons for Rejecting Other Options 

Discuss the reasons for the placement, including reasons for rejecting other options 

on the continuum. You must discuss how the student is impacted by being in special 

education rather than in general education. 

 

Discuss all options considered and the reason your selection is appropriate. For example: Being 

in full time special education was determined too restrictive since it does not allow for much 

socialization and opportunities to learn appropriate behavior from peers. 

 

Resource room placement provides needed support and time for the student to generalize and 

practice appropriate behavior. General education alone does not allow for the services the student 

needs. This student has extensive articulation errors and needs to learn from appropriate peer 

models so general education is most appropriate. Resource services provide more support than 

needed. 

 

The student has exposure to significant role models outside of school. At school the student 

needs the support in academics the resource room provides, he will receive many opportunities 

for interaction with peer models in the resource room. A full time special education placement is 

too restrictive. General education does not provide enough support. 

In general, there are three reasons for removing a student with a disability from placement in a 

general education class: 

1. When the nature and severity of a child’s disability is such that 

education in general education classes with the use of supplementary 

aids and services cannot be achieved satisfactorily; 

2. When the general education class placement would have a harmful effect 

upon the student with a disability or the quality of services; or 

3. When the child’s placement in the general education class is so disruptive 

that the education of other students is significantly impaired. 

 

Issues to be considered include: 
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 Has the school made an effort to include or accommodate the student in the general 

education classroom with supplemental aids and services; 

 What are the nonacademic benefits for the student with disabilities that accrue when the 

student receives education in the general education classroom; 

 Consider the student’s functional performance, social, language, and emotional growth, 

as well as self-esteem; 

 Consider the effect of the presence of the student with disabilities in the general 

education classroom; 

 Compare the benefits of placement in a general education class and in a special education 

class; 

 The need for curriculum modifications is not a legitimate basis for excluding a student 

from the general education classroom unless the education of other students is significantly 

impaired; 

 The law does not require students with disabilities to perform at grade level in order to 

participate in regular classes. 

General Considerations 

Your students should participate in all educational programs and activities that are made 

available to other students. If they do not, explain the limitations. 

Your students should participate in all non-educational programs and extracurricular activities 

that are available to nondisabled students. If they do not, explain the limitations. 

Your students should participate in the general education physical education program that is 

available to nondisabled students. If they do not, explain the limitations. 

Your students likely are educated in the school they would attend if not disabled. If they do not 

attend their home school, explain the reason. Generally, it will be because the student has intense 

needs for a program located somewhere else. 

Length of instructional day. If the instructional day is not the same as that of nondisabled 

students, you must explain the reason. 

Participants 

Check the people who attended. 

Does the Parent Reject Provision of FAPE? 
 

The answer is no, unless the child is going to a private school at parental expense. 

 

Conference Notes and Other Relevant Factors 
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Notes recorded under “Conference Notes” appear here as written. 

 

Notice of Implementation 
 

Ask the parent to sign and date. 

The educational placement or change of educational placement of a student may not take place 

without written consent from the student’s parent when the student is initially placed. If the 

parent disagrees with a proposed placement, the student “stays put” in their current placement 

until the disagreement is resolved. 

Parents may give their written consent for placement at the case conference committee meeting 

when the parent is prepared to make a decision and is informed of their right to request that a 

case conference convene at any time, and the parent is informed that their written consent may 

be revoked. 

If the parents do not wish to make their decision at the time of the case conference, the IEP is 

given to the parent for their signature within ten (10) business days from the date of the meeting. 

Request that the parent sign indicating agreement or disagreement with the proposed placement 

and return the forms to the school. If the form is mailed to the parent, be sure the parent receives 

it within ten (10) business days from the date of the case conference. 

If the parents do not attend the case conference committee meeting, the IEP is mailed to the 

parent. Be sure that the parent receives the IEP within ten (10) business days. The parent must 

sign indicating their agreement or disagreement with the proposed placement and return the 

IEP to the school. 

For any IEP reviews or revisions of the IEP, if the parent does not return the signature page of 

the IEP for a case conference within ten (10) instructional days of their receipt of the IEP, the 

school begins to implement the IEP as written on the 11 instructional day after the date the copy 

of the IEP was provided to the parent. Document the date the IEP was sent to the parent. 

EasyFax all signed IEPs to IDOE. 

Services are put in place as soon as the necessary arrangements can be made, but no later 

than ten (10) instructional days from the date the signed consent is received. 

After the IEP is completed, the original IEP is forwarded immediately to the ROD office. 

The IEP may be amended in specific circumstances when the parent and school 

agree, without convening a case conference. 
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SPECIAL CONSIDERATIONS 

Exit IEP 

IEP reviews for seniors should be held as late in the school year as possible. Determine if the 

student has enough credits for graduation, if they have met all goals and objectives, and have 

met the ISTEP or End of Course proficiencies. At the ”Conference Notes” write that the student 

is exiting with a diploma or certificate of attendance or completion. At the “Conference Notes” 

section write something such as "Student is transitioning into post secondary education, work 

force, vocational program, etc. All requirements for graduation have been met (or all goals and 

objectives have been met)." At the “Documents” section, select Summary of Performance. First, 

describe the accommodations, modifications, and/or assistive technology that have been most 

helpful to the student. Next, describe what will help the student be successful after graduation. 

Finalize the IEP. Then go to the “Notice of Implementation, where parent/student will sign and 

indicate agreement with graduation or the student’s exit from school. Provide the student and 

parent with a copy of the IEP. 

Revise IEP Without a Meeting 

Select “Revise IEP without a Meeting” as the meeting purpose. This allows you to 

have the appropriate documentation for the revision. You may proceed with the IEP 

as though the parent/guardian is in attendance. Finalize the IEP and send it home for 

signatures. 

Revising the IEP without a meeting is not used for annual case reviews when the parent can not 

be in attendance. It does, however, allow the teacher of record to make small changes during the 

course of the year. 

Documents 
 

The following are included at the “Documents” section of the IEP.  

 Billing Medicaid for Health Related Services 

 Consent to Disclose Personally Identifiable Information 

 Rejection of Services in a Public School 

 Notice of Discontinuation of Special Education 

 Notice of Initial Proposed IEP Summary of Performance 

 Easy FAX Cover Sheet-External IEP 

 Easy FAX Cover Sheet-General FAX  

 Easy FAX Cover Sheet-Outside Evaluation 

 IEP/ISP at a Glance Indicator 14 Letter 

Non-Public School Students 
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Students with disabilities whose parents unilaterally place them in schools other than 

public schools are offered a services plan rather than an IEP. The SCSD1 and/or the 

public school is responsible for providing notice of case conference committee meetings 

and assuring that a representative of the nonpublic school attends or participates in the 

case conference committee meeting determining the services that will provided. 

The services plan must include: 

 A statement of the student’s present levels of educational performance; 

 A statement of measurable annual goals related to the services that will be provided, 

describing what the student can be expected to accomplish within a twelve (12) month period; 

 A statement of the special education and related services and supplementary aids and 

services to be provided to the student or, on behalf of the student, by the public agency, or 

supports for school personnel that will be provided;  

 If applicable, a statement regarding the student’s participation in statewide or district 

assessments, including documentation of any appropriate testing accommodations for the 

student; 

 The projected dates for initiation of services by the public agency and the anticipated 

length, frequency, location, and duration of services; and 

 A statement of the student’s progress toward annual goals, including how the parents 

will be informed of the progress. 

A SCSD 1 consultant serves as the teacher of record for a student with disabilities who attends 

a nonpublic school. The SCD1 consultant assures that the parent is advised of the student’s 

right to a free appropriate public education from the corporation of legal settlement. Parental 

consent is obtained prior to the transmission of any documents between SCSD1 and the district 

of legal settlement. All case conference committee meetings are convened within appropriate 

timelines. 

If a student is evaluated by SCDC1, and the nonpublic school is located within the ROD area, the 

case conference committee determines eligibility for special education and related services and 

develops a service plan for the student, if eligible. The student’s parent is entitled to seek an offer 

of a free appropriate public education from the school district of legal settlement. 

The parent must provide written consent (511 IAC 7-32-17) prior to SCSD1 forwarding 

the educational evaluation, the parental notice of conference, and the services plan to 

the district of legal settlement. 

Homebound Students 

Students with injuries and temporary or chronic illnesses that preclude their attendance in 

school, including students who are not eligible for special education and related services, must 

be provided with instruction. The parent must first provide the school with a written statement 

from a physician that states one of the following: 
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 The student has a temporary illness or injury that will require the student’s absence 

from school for a minimum of twenty (20) school days; 

 The student needs instruction to meet promotion or graduation requirements because 

the student will be unable to attend school through the end of the current year; 

 The student has a chronic illness or other medical condition that will require the 

student’s absence for an aggregate of at least twenty (20) school days over the course of 

the school year. 

An IEP is developed for a student with disabilities who is unable to attend school for medical 

reasons, when the medical condition that is described is consistent with the paragraph above. 

The case conference committee meets to determine the appropriate services. Instruction may 

continue through the summer to enable the student to meet promotion or graduation 

requirements. Instruction is provided by appropriately licensed personnel. 

Teachers providing homebound instruction to special education students complete the 

Teachers Daily Report Form, which is to be forwarded to the school and SCSD 1 at the end of 

each two weeks of instructional service. 

 

Termination of Special Education Services 

A school proposal for the termination of any of the special education services (including related 

services) a student receives is considered a change of placement. The members of a case 

conference committee meeting, following a re-evaluation, determine whether a student should 

be dismissed from a service. All the case conference documents must be completed. The 

termination of the service, when proposed by the school, takes place upon the parent's signed 

consent for placement. 

Parents have unilateral authority to terminate the special education and related services being 

provided to the student. At any time after the parent provided consent for services, the parent 

may revoke that consent and the school must terminate special education services. References to 

special education and related services are not removed from the student’s educational record. 

SCSD 1 and the school may not use mediation or a due process hearing to override the parent’s 

revocation of consent. 

During a case conference committee meeting, if the parent revokes services, complete the 

Notice of Revocation of Services. 

Documentation and Record-Keeping 

Proper completion and filing of the Case Conference Committee Report/IEP must occur. This is 

the documentation that serves as proof of compliance with Article 7. It is a crucial piece of 

communication, as well as a record in the educational history of a student, providing valuable 

information to the teaching staff and parents. 
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Submit the following documents to the SCSD 1 SSU Central Office within 10 days of the date of 

the case conference: 

 Notice of Case Conference (including scheduling the conference and communications) 

 IEP 

 As needed, the: 

 Transportation Plan 

 SCSD 1 / CCS Plan; 

 Functional Behavioral Assessment and Behavioral Intervention Plan; 

 Emergency Evacuation Plan; 

 Crisis Intervention Plan; and 

 Any other documentation that is needed to complete the IEP. 

All of these forms must be completed accurately. Each item requested on the form is to be 

fully addressed in writing. The information requested on the forms includes items required by 

federal or state rules and regulations. Leaving any items blank means required information was 

omitted from the case conference process. 

IEP Amendment 

After the annual case conference committee meeting, changes may be made by the case 

conference committee at a case conference committee meeting. Alternatively, changes may be 

made without a case conference committee meeting if the parent and school agree not to convene 

a case conference committee meeting and to collaboratively develop a written document to 

amend or modify the student’s current IEP. Select “Revise IEP Without a Meeting” at Meeting 

Purpose. Proceed to make changes, then finalize the IEP. 

 

Progress Monitoring 

Monitoring the achievements of a student on a regular basis is expected. Use the 

Progress Monitoring Wizard in the IEP to access the monitoring. Regular recording 

of data is required. 
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Section 5:  

Behavior and Discipline 

Schools and classrooms involve behavior on different levels each day. Most of these behaviors 

seen in schools are fine, but occasionally students behave in a manner that impacts their 

discipline. There are several strategies which can help. 

Setting the Environment for Success 

Students need a sense of belonging, orderliness, and respect. Teachers and administrators should 

form supportive, balanced, and consistent relationships with students. Schools should build a 

positive climate through schoolwide positive behavior supports. SCSD 1 implements the 

Character Counts Program. In the classroom, clear expectations should be given regarding 

schedules and routine timing of activities as well as the roles and responsibilities for students and 

staff. Students and staff need to determine which behaviors will be addressed in the classroom 

and which we be addressed in the office. Students need to be given challenging material and 

instruction so that they are engaged as much as possible in learning and critical thinking. 

Administrators should hold staff accountable for maintaining consistency across and classroom 

and the school. Guidelines pertaining to suspension and expulsion should be published and 

followed. 

If behavior(s) of one or more students is problematic, SCSD 1 may review your school wide 

positive behavioral supports and suggest changes or modifications. 

Making Your School Successful 

Invest in school wide positive behavioral supports to: 

 Prevent social behavior that impedes student academic and social success; 

 Build a positive whole-school social culture by defining, teaching, and acknowledging 

clearly defined behavioral expectations for all students; 

 Keep students engaged consistently in meaningful learning; 

 Establish and apply consistently a continuum of consequences for problem behavior; 

 Establish and apply consistently a multi-tiered continuum of behavioral practices that 

support behavioral success for all students; and 

 Collect and use data continuously to screen and monitor progress of all children, make 

behavioral and instructional decisions, and solve problems; 

Assure you have the capacity to enable effective, efficient, and relevant implementation of 

evidence based practices; 

 Structure classrooms (including the use of seating charts), hallways, lunch, bus seating, 

and even recess for some students; 

 Post the discipline rules; 



48 
 

 Post the daily schedule; 

 Post the assignments/homework with due dates; 

 Consider differentiated instruction, with modeling, practice, and feedback so that all 

students can be successful at learning; 

 Keep various disabilities and learning needs which impact behavior in mind; 

 Implement behavior plans in IEPs; 

 Give students frequent opportunities for practice and feedback; 

 Plan all lessons including objectives, materials and activities that students find relevant; 

 Set specific, measurable goals for academics and behavior (and post in the classroom); 

 Increase student choice in instruction and materials; and 

 Have a strong “Bullying Prevention” system. 

Classroom and Behavior  

Students are more likely to achieve when they are: 

 

 continuously engaged in structured learning activities; 

 taught predictable and relevant school and classroom routines; 

 acknowledged clearly and consistently for positive academic and social behavior; and 

 treated by others with respect. 

Effective behavioral supports in schools involves: 

 investing in the whole school rather than just students with problem behaviors; focusing 

on preventing the development and occurrence of problem behaviors; reviewing data to 

adapt school procedures to the needs of all students; and providing extra academic and 

social behavioral supports for students who are not making progress at expected levels; 

 Treat all students with respect; 

 Post, discuss, and teach the definitions of behaviors and rules for the classroom, 

 school, hallway, lunchroom, bus, etc.; 

 Model prosocial behaviors such as conflict resolution, positive reinforcement, respect 

 for differences; 

 Teach the behaviors that are desired; 

 Use positive attention and reinforcement to increase desired behaviors; 

 Use a continuum of classroom strategies, beginning with differential reinforcement and 

 planned ignoring to decrease undesired behaviors;  

 Develop school wide systems to acknowledge students whose behavior meets 

expectations; 

 A school wide positive behavioral intervention will support students as they move year to 

 year; and 
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 Be aware of Article 7 protections for students with disabilities. 

Using Data Effectively 
 

Teachers must consistently follow school procedures for collecting and using data about each 

student’s academic status and behavior. Use this data to set specific, measurable goals for 

academics and behavior. In addition, use multiple measures to assess each student’s skills, 

progress, and outcomes. 

 The school must have a system for collecting academic/behavioral a; outcomes and 

program effectiveness will be evaluated; 

 Keep data related to behavior/discipline referrals accurate; 

 Include both formative and summative data in assessment; 

 Review data for patterns/trends by gender and disability; 

 Continuously review data to ensure that rules and policies are applied equally to all 

students; 

 Establish effective communication between school staff, students, and families for a 

shared understanding; and 

 Maintain confidentiality of special needs students when discussing behavior. 

Use the data to decide whether methods, strategies, etc. need to be changed. Use initial or 

benchmark data to establish criteria for success and to monitor progress toward identified goals 

and outcomes. The school should share data in accessible and meaningful formats so that staff 

in the school are aware of patterns and trends within a building. Use multiple sources of 

information to determine any needed interventions. 

 

You may contact SCSD 1 for assistance in developing school wide positive behavioral supports.  

 

FUNCTIONAL BEHAVIORAL ASSESSMENT/BEHAVIOR PLAN 

A Functional Behavioral Assessment (FBA) collects and uses data to identify patterns in the 

student’s behavior and the purpose/function of the behavior for the student. The FBA is 

conducted with input from the school, parent, and student. Remember that critical information 

often is obtained by discussing the student’s problems with the student. Data collection may be 

completed before a conference. Written parental consent is required for an FBA. 

An FBA is conducted when: 

 The student is being evaluated for a suspected emotional disability; the student has been 

suspended for a period of three (3) school days; 

 The student’s behavior is impeding the student’s learning or disrupting the learning of 

others; 

 The case conference committee has determined at a manifestation determination 

meeting that the student’s conduct was a manifestation of the student’s disability (unless a 
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behavior intervention plan is already in place, in which case the committee will review the 

behavior intervention plan and modify it as necessary to address the behavior); 

 The case conference committee has determined at a manifestation determination 

meeting that the student’s conduct was not a manifestation of the student’s disability; 

 Or when a student is removed to an interim alternative education setting. 

In some instances there are opportunities to observe the student prior to developing the FBA. 

Obtain parental consent prior to the observation. 

Consider that problem behavior falls (usually) within: 

 behavior that produces attention and other desired events (desired activities, favorite 

toys); 

 behavior that allows the student to avoid or escape demands or other undesired events 

and activities; and 

 behavior that occurs as the result of its sensory consequences (feels good, relieves 

pain). 

Determine a time frame for data collection (10 days, 2 weeks, 3 weeks). 

 

Define the targeted behaviors (hitting, kicking, physical contact, refuses to comply by putting 

head down, drops to floor, etc.). 

 

Document who is responsible for collecting the data. 

 

Prepare a document outlining the setting or environment where the behavior occurs, what 

happens before the behavior (antecedent), in behavioral and objective terms, exactly what the 

behavior looks like, and what happens after the behavior (consequence). 

 

Inquire whether the consequences reinforce, or encourage the behavior to occur again. 

 

Consider which (may be more than one) problem behavior(s) the function serves. 

 

Ask, “Do the behaviors allow the student to... 

 gain access to something important? 

 escape or avoid something? 

 continue over and over with the inappropriate behavior because it is being reinforced by 

the wrong consequences? 

 are the behaviors serving a sensory need? 

 

Focus on teaching the student appropriate ways to interact without the disruptive behavior. 
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Consider the student’s strengths, what the student likes to do, what appropriate pro-social 

skills the student demonstrates, what positive relationships the student has, and how the 

challenging behaviors relate to the skill deficits that have been identified. 

 

Think about motivators for the student. 

The MAESSU Functional Behavioral Assessment can be found on the website. www.maessu.org 

Who is qualified to conduct the FBA? 

 Consider that there is strength in numbers and assign more than one individual to collect 

data, observe the student, and analyze the findings. 

 Teachers, guidance counselors, administrators, behavior specialists, SSU consultants and 

psychologists are appropriate personnel to conduct FBAs. 

Following completion of the FBA, a Behavioral Intervention Plan (BIP) is agreed upon by the 

case conference committee and incorporated into a student’s IEP. It describes the pattern of 

behavior that impedes the student’s learning or the learning of others; the purpose/function of 

the behavior as identified in a functional behavioral assessment; the positive interventions and 

support, and other strategies to address the behavior and maximize consistency of 

implementation across people and settings which the student is involved; and the skills that will 

be taught and monitored in an effort to change a specific pattern of behavior of the student. The 

BIP may be drafted prior to the conference, but must be agreed on by the case conference 

committee. Minor changes to a student’s BIP may be made through “Revising an IEP without a 

meeting” with written permission from the parent. Major revisions to a student’s BIP are made 

at a case conference. 

Use the IEP form, at Behavioral Concerns, after data collection unless an emergency exits. 

 

 Begin with the Functional Behavioral Assessment used by SCSD 1 FBA: BIP form 

Prioritize and identify each of the behaviors you are concerned about. You may not 

always address all of the behaviors of concern, instead working with 1-2 priority 

behaviors. 

 At Section II, identify 1-3 target behaviors that are most seriously interfering 

with the student’s performance at school. Define these behaviors in observable 

terms. 

 At Section III, document the observations of the student’s behavior, focusing on 

the target behaviors as much as possible. 

 At Section IV, document when you are most and least likely to see the target 

behavior. At Sections V and VI, record information from the teacher and parent. 

 At Section VII, complete one setting events checklist for each target 

behavior. Complete the student interview at Section VIII. 

Use this information to complete the BIP. Identify each Target Behavior and the function you 

found that it serves. Next, summarize the teacher, parent, and student reports. Determine 
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preventative support strategies and document the individuals who will implement them. List the 

behavior goals. These are the expectations for the student, rather than those “target behaviors” 

identified earlier. 

Now, state how the positive behaviors will be taught. Remember that teaching these behaviors 

will take some time. Identify next the positive consequences that will be used when the student 

exhibits behavior that is desired. Identify the consequences for inappropriate behavior. 

 

Checklist: 

 is the BIP developed from the results of the FBA? 

 does the BIP identify the manner in which undesired behavior will be extinguished? 

 does the BIP list positive behavioral interventions? 

 does the BIP provide for teaching replacement behaviors? 

 are services such as social skills training required to implement the BIP? 

 is there a severe clause for extremely disruptive behavior? 

 should there be a statement that the FBA and BIP will be amended as needed, without 

further assessment or meetings, to address behavior? 

Students with disabilities are not immune from school disciplinary rules if they are administered 

in a nondiscriminatory manner and are consistent with the student’s IEP. 

Keep in mind that the BIP provides options when the: 

 student is not capable of following the student code of conduct; 

 student’s behavior interferes with his/her ability to learn; 

 student’s behavior interferes with other students’ opportunities to learn; and 

 student’s behavior results in repeated removals from the class. 

DISCIPLINE  

Removal or suspension is a unilateral, temporary cessation of educational services. A student 

with disabilities may be removed for violations of rules, standards, or policies adopted by the 

school. Removal is not a change of placement. Removal from general and special education 

services and related services may not exceed: 

 ten (10) cumulative instructional days in a single period of suspension.; or 

 More than ten (10) cumulative instructional days. 

A school is not required to provide services to a student with a disability during any of the first 

ten (10) cumulative instructional days of removal in a school year, if services are not provided to 

a non-disabled student who has been similarly removed. 

 

Removal of a student for part of a day constitutes a day of removal. 
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An in-school suspension is not a removal if, during the in-school suspension, the student has 

the opportunity to progress appropriately in the general education curriculum, receive the 

special education services specified in the student’s IEP, and participate with non-disabled 

students to the extent the student would have in the student’s current placement. 

DISCIPLINARY CHANGE OF PLACEMENT 

The school is not required to provide services to a student with a disability during the first ten 

(10) cumulative instructional days of removal in a school year when a student violated the code 

of student conduct, if services are not provided to a nondisabled student who has been similarly 

removed. 

Removal for any part of a day is calculated as a full day of removal/suspension, unless the 

removal is short-term and is pursuant to the student’s IEP. 

Out of school suspension is a removal. 

If the student receives transportation as a related service and is suspended from 

transportation, the suspension from the bus is a removal/suspension unless the school 

provides transportation in an alternative manner or unless the student is provided 

transportation by the parent. 

If a student is removed for more than ten (10) cumulative instructional days per school 

year, the school must determine if a change of placement has occurred. 

The determination of a “change of placement” is made individually for a student. A series of 

removals is a change in placement when: 

 the student is removed for more than ten (10) consecutive instructional days; or 

 there is a pattern of removal because: 

 the cumulative removals equal more than ten (10) instructional days per school year; the 

behavior is substantially similar to the students’ behavior in prior incidents that resulted 

in removals; and 

 additional factors such as the length of each removal, the cumulative amount of time the 

student has been removed, and the proximity of the removals to one another are involved. 

Unique circumstances are considered in the “change of placement” determination, including the 

student’s disciplinary history, ability to understand consequences, and supports that were 

provided to the student before the student violated the code of student conduct. 

The school does not need parent consent for a disciplinary change of placement. The 

parent who disagrees with a decision regarding a student’s change of placement may 

request mediation, a due process hearing, or both. A due process hearing is expedited. 

 

REMOVAL OF MORE THAN 10 CUMULATIVE DAYS THAT DO NOT RESULT IN A 

CHANGE OF PLACEMENT 
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When a student has been removed for more than ten (10) cumulative instructional days in the 

same school year, but the removals do not constitute a change in placement, the principal and 

special education teacher may determine the extent of special education services provided to 

the student during removal/suspension. The services must enable the student to continue to 

participate in the general education curriculum (possibly in another setting) and to progress 

toward meeting the goals in the student’s IEP. Services may be provided in an interim 

alternative educational setting. 

REMOVAL OF MORE THAN 10 CONSECUTIVE DAYS OR 10 CUMULATIVE DAYS 

THAT RESULT IN A CHANGE OF PLACEMENT 

On the day the decision is made to consider expulsion, notice must be provided to the parent 

notifying the parent of the decision and providing the parent with the Notice of Parent Rights. 

If the school is unable to notify the parent on the date a decision is made, notice must be mailed 

to the parent not later than the following business day. This notice is provided at no charge to 

the parent. A manifestation determination conference is conducted within ten (10) instructional 

days of any decision to change the placement of a student with a disability for violating a code 

of student conduct. 

MANIFESTATION DETERMINATION 

Within ten (10) instructional days of any decision to change the placement of a student 

with a disability for violating the code of student conduct, the case conference committee 

meets to determine whether the student’s behavior is a manifestation of the student’s 

disability. 

All pertinent information is reviewed to determine if the conduct in question was caused by, or 

had a direct and substantial relationship to the student’s disability, or was the direct result of the 

school’s failure to implement the IEP. The conduct is a manifestation of the student’s disability if 

either condition is met. 

If the behavior is a manifestation of the student’s disability the case conference committee 

must conduct a functional behavior assessment, or review and revise a previous functional 

behavioral assessment, implement a behavioral intervention plan, and return the student to the 

placement the student was removed from, unless the behavioral intervention plan indicates a 

change in placement as part of the student’s plan. 

If the conduct is not a manifestation of the student’s disability, school personnel may 

discipline the student in the same manner and for the same duration as those procedures would 

be applied to a nondisabled student. The student continues to receive appropriate educational 

services, as determined by the case conference so that the student: 

 Continues to participate in the general education curriculum, although in another 

setting; progresses toward meeting the IEP goals; and 

 Receives, as appropriate, a functional behavioral assessment and behavioral intervention 

services and modifications that are designed to address the behavior so that it does not recur. 
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A parent of a student with a disability who disagrees that the student’s conduct was not a 

manifestation of the student’s disability may request mediation, a due process hearing, or 

both. A due process hearing is expedited. 

CCS and SCSD1 staff will conduct the manifestation relationship case conference and will 

complete the required documentation. 

Expulsion proceedings must wait until the manifestation relationship conference is conducted. 

The student remains in the current placement until the manifestation relationship conference is 

completed. If the student presents a danger to self or others, or their presence is a substantial 

disruption to the educational process, the building administrator should notify SSU. 

INTERIM ALTERNATIVE EDUCATIONAL SETTING: WEAPONS, DRUGS, AND 

SERIOUS BODILY INJURY 

The principal may remove a student to an interim alternative educational setting for not more 

than forty-five (45) instructional days without regard to whether the behavior is determined 

to be a manifestation of the disability, if the student: 

 carries a weapon to school or possesses a weapon; 

 knowingly possesses or uses illegal drugs or sells or solicits the sale of a 

controlled substance; 

 has inflicted serious bodily injury upon another person while at school, on school 

premises; or 

 at a school function under the jurisdiction of the department of education of a 

public agency. 

 

The principal must notify the student’s parent and provide the parent with the Notice of 

Parent Rights. 

A manifestation determination is conducted within ten (10) instructional days. If the conduct is 

a manifestation of the student’s disability, the student remains in the interim alternative 

educational setting. The case conference determines that interim alternative educational setting 

and appropriate services needed to enable the student to continue to participate in the general 

education curriculum (although in another setting), progress toward meeting the IEP goals, and 

receive a functional behavioral assessment and behavioral intervention services and 

modifications that address the behavior violation so that it does not recur. 

A parent who disagrees with the interim alternative educational setting and/or services provided 

may request mediation or a due process hearing, or both. A due process hearing is expedited. 
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INTERIM ALTERNATIVE EDUCATIONAL SETTING: SUBSTANTIAL 

LIKELIHOOD OF INJURY TO STUDENT OR OTHERS 

When the school believes that maintaining the student in the current educational placement is 

substantially likely to result in injury to the student or others, the school may request an 

expedited due process hearing to determine an appropriate placement for the student. The 

independent hearing officer may order a placement to an appropriate interim alternative 

educational setting. The school may also seek injunctive relief to remove a student with a 

disability from school or change a student’s current educational placement. If the parent 

requests a hearing or appeal, the student remains in the interim alternative educational setting 

pending the decision or until the time period for the disciplinary action expires, whichever 

occurs first. Contact the director of special education immediately. 

REFERRAL TO LAW ENFORCEMENT 

Nothing prohibits a school from reporting a crime that allegedly occurred on school property or 

at a school function or event that was committed by a student with a disability to appropriate 

authorities. The school must ensure that copies of the education and disciplinary record of the 

student are  transmitted only to the extent the transmission is permitted by the Family 

Educational Rights and Privacy Act (FERPA), without the prior written consent of the parent or 

the student of legal age for consideration by the appropriate authorities.  

PROTECTIONS FOR STUDENTS NOT YET ELIGIBLE FOR SPECIAL EDUCATION 

A student who is not yet eligible for special education and related services who engaged in 

behavior that violated the code of conduct of the school may assert protection from disciplinary 

action. 

The school is deemed to have knowledge that a student is a student with a disability if 

any of the following occurred: 

 The parent of the student wrote to licensed personnel, or a teacher of the student, that 

the student is in need of special education and related services. 

 The parent of the student or the school has requested an evaluation. 

 The teacher of the student, or other personnel of the public agency, have expressed 

specific concern about a pattern of behavior demonstrated by the student directly to 

supervisory personnel. 

The school is not deemed to have knowledge if the parent has not allowed an evaluation of the 

student or has refused services, or if the school conducted an evaluation, determined the student 

was not a student with a disability, and appropriately provided notice to the student’s parents of 

that determination. 

When the school does not have knowledge that the student is a student with a disability before 

taking disciplinary measures against the student, the school may use the same discipline 

measures as they use for nondisabled students. 
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If referral is made for an initial educational evaluation of a student when the student is 

suspended, expelled, or placed in an interim alternative educational setting the evaluation is 

conducted in an expedited manner. The evaluation and case conference are completed within 

twenty (20) instructional days from the date of the parent’s written consent for the evaluation. 

The student remains in the educational placement determined by school administrators until 

the case conference committee convenes. 

SECLUSION and RESTRAINT 

Seclusion and restraint are procedures in which a student is isolated from others (seclusion) or 

physically held (restraint) in response to significant behaviors which place the student or 

others at risk of harm. Students and adults may be harmed when seclusion and restraint are 

used. Seclusion and restraint may inadvertently reinforce or strengthen the problem behavior. 

They may be used inappropriately as behavioral intervention rather than as a safety procedure, 

or may be used inappropriately for behaviors that do not rise to a level of putting someone at 

risk of harm. They should be avoided to the greatest extent possible without endangering the 

safety of students and staff. 

Seclusion  
 

All schools should adopt a school-wide positive behavioral system for all students, all staff, 

and all settings. This means that trained school staff will use preventative assessments to 

identify where, under what conditions, with whom, and why specific inappropriate behavior 

may occur. Likewise, students who demonstrate positive behavioral strategies are rewarded. 

 

The use of seclusion or physical restraint with a student with a disability may be precluded by, 

or subject to, additional parameters set forth in the student’s IEP. 

 

Seclusion means the confinement of a student, within or outside the classroom, with 

restricted egress, or restricted methods of leaving. 

 

Any enclosure for isolated time out shall have the same ceiling height as the 

surrounding room(s) and be large enough to accommodate the student but also another 

individual who is monitoring the student, shall be constructed of materials/objects the 

student cannot use to harm him/her self or others, and must be designed so the student 

cannot climb the walls. 

 

Any enclosure for isolated time out shall be designed to allow continuous visual supervision of 

the student and communication with the student. 

 

Any enclosure for isolated time out shall not use a device that requires a key or 

special knowledge on a required exit from the room. 

 

Any enclosure for isolated time out shall comply with all applicable health and 

safety requirements. 
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An adult must supervise the confined student and must be able to see the student at all times. A 

student shall be released from isolated time out at least 1minute after the behavior ceases, or as 

identified in the behavioral intervention plan or IEP. 

 

A verbal threat, use of profanity, or verbal displays of disrespect for themselves or others does 

not constitute a physical danger unless a student demonstrates a means or intent to carry out the 

threat. 

Restraint 
 

Physical restraint means holding a student or otherwise restricting his/her movements. 

 

Restraint may be employed only when the student poses a physical risk to him/her self or 

others, other interventions have failed, there is no medical contraindication to its use, and the 

staff using the restraint have been trained. 

 

The use of seclusion or physical restraint with a student with a disability may be precluded by, 

or subject to, additional parameters set forth in the student’s IEP. 

 

A verbal threat, use of profanity, or verbal displays of disrespect for themselves or others does 

not constitute a physical danger unless a student demonstrates a means or intent to carry out the 

threat. 

 

Any application of physical restraint shall take into consideration the safety and security of 

the student and shall not rely upon pain as an intentional method of control. 

 

In determining whether a student who is being physically restrained should be removed from the 

area where such restraint was initiated, the supervising adult(s) shall consider the potential of 

injury to the student, and emotional and educational well-being of other students, and any 

requirements as stated in the behavioral intervention plan of the IEP. 

 

Schools should not use mechanical restraints to restrict a child’s freedom of movement. 

 

Seclusion and Restraint  
 

Physical restraint/seclusion should be stopped when the risk of danger has stopped. 

 

Restraint and seclusion should never be used as punishment or discipline. 

 

An adult must be within sight of the student at all times during the restraint. 

 

Restraint or seclusion should never be used in a manner that restricts a student’s breathing or 

harms the child. 
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REVIEWING AND REPORTING TO SCSD 1 

Each incident of seclusion or restraint shall be documented in writing and faxed to SCSD 1.  

The documentation shall state the specific data describing the incident, details of the child’s 

dangerous behavior, why this behavior posed an imminent danger of serious physical harm to 

self or others, possible factors contributing to the dangerous behavior, the effectiveness of 

restraint or seclusion in de-escalating the situation, and the staff response to the behavior. This 

documentation includes: 

 the start and end times of restraint or seclusion; 

 the location of the incident; 

 persons involved in the restraint or seclusion; 

 the time and date the parents were notified; 

 possible events that triggered the behavior; 

 prevention/de-escalation, re-direction, or pre-correction strategies that 

were used during the incident; 

 a description of restraint or seclusion strategies that were used; 

 a description of any injuries or physical damage that occurred during the 

incident; 

 how the child was monitored during and after the incident; 

 the debriefing that took place with staff following the incident; 

 the extent to which staff adhered to procedural implementation guidelines; 

and 

 follow-up that will occur to review or develop the BIP. 

 

Restraint and/or seclusion triggers a review by SCSD1 including positive behavioral supports, a 

revision of those supports, and determining methods to prevent behavioral escalation. The 

student’s FBA and BIP will be reviewed. 
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Section 6:  
 

THERAPY AND RELATED SERVICES 

Definition of Related Services 
 

Related services are "those services which are supplementary and complementary to the 

instructional program". They are required to assist a student in benefitting from special 

education. The services may be developmental, corrective, or supportive in nature and are 

generally provided by persons other than the teacher to whom the student is assigned. The case 

conference committee makes the determination that the student requires a related service in 

order to benefit from special education. Services that are provided for rehabilitation or that are 

medical are not the responsibility of the school. Related services may be provided as direct 

services by qualified professionals or as integrated services by a teacher or paraprofessional 

under the guidance of a qualified professional. 

 

Related services include, but are not limited to: 

 Audiological services provided by a licensed audiologist in order to determine a hearing 

loss and provide necessary services to the student; 

 Counseling of students to assist them in coping with a disability or improving 

behavior (FBA/BIP); 

 Early identification and assessment of disabilities in children;  

 Interpreting services for deaf or hard of hearing; 

 Medical services provided by a licensed physician for the purpose of diagnosis and 

evaluation;  

 Occupational therapy (OT) provided by a certified OT or certified OT assistant to help a 

student with gross and fine motor functions that are interfering with their functional 

performance and adaptive skills, as well as designing or adapting materials or the 

environment for the student; 

 Orientation and Mobility; 

 Contracted individual will provide mobility services for low vision and blindness. 

 Parent counseling and training to provide information and assistance; 

 Physical therapy (PT) provided only upon the referral or recommendation of a 

licensed physician and provided by a licensed PT or certified PT assistant to help a 

student in the development and maintenance of their physical motor (primarily 

gross motor) abilities; 

 Psychological services provided by a licensed psychologist to administer 

evaluations, interpret assessment results, provide counseling, and work with the 

case conference committee to plan the student's educational program; 

 Recreation to assess a student's leisure time usage and provide leisure or recreation 

services; 
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 Rehabilitation counseling(Voc-Rehab) to assist a student in overcoming vocational 

barriers and being successful in the world of work; 

 School health services provided or coordinated by a licensed school nurse to assist 

the student with health care issues or medical needs; 

 Social work services provided by a licensed school social worker to gain 

information for assessment purposes, provide counseling, and assist in accessing 

community resources; 

 Transportation to, from and between educational settings, including any 

specialized equipment needed; and 

 Other supportive services such as paraprofessionals, peer tutoring, and artistic 

and cultural program. 

 

Related services do not include a medical device that is surgically implanted, such as a 

cochlear implant, optimization of a surgically implanted device’s functioning, such as 

mapping for a cochlear implant, or maintenance or replacement of a surgically 

implanted device. However, the school is responsible for appropriately monitoring and 

maintaining medical devices that are needed to maintain the health and safety of the 

student, including breathing, nutrition, or operation of other bodily functions while the 

student is transported or is at school. The school is also responsible for routine 

checking of a surgically implanted device to assure it is functioning properly. 

Types of Therapy Models  

There are different types of therapy models, which can be used to provide the related service to 

the student. The case conference committee makes the decision whether therapy is appropriate 

for the student. The type of therapy model to be used with a student is an LRE placement issue. 

As such, pull out therapy is the last resort because it is the most segregated model of therapy. 

The first assumption of the appropriate therapy model for the student is to be in the company of 

nondisabled peers in the classroom. 

Direct Therapy means that the licensed therapist or licensed therapy assistant provides the 

direct service of implementing the student's IEP goals and objectives for the related service. 

Some methods of delivering direct therapy are as follows: 

 Integrated Therapy means that the therapy is integrated with the student's overall 

educational goals and program. The student does not leave the class activities in order to receive 

therapy. Instead, the direct therapy is provided within the context of the instructional setting 

using class activities. Therapy objectives are not separate and distinct from the learning 

outcomes defined by the IEP. Learning outcomes in the form of goals and objectives are 

determined by the case conference committee. The expertise of each related service professional 

is applied to the accomplishment of the learning outcomes. This model is often preferred 

because it promotes a more unified, cohesive, relevant educational program for a student. 

Professionals share the same goals for a student, but each has a different part to play in the 

student's accomplishment and achievement of these goals. 
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 Individual Therapy means that a student works one-on-one, alone with a related service 

professional on the IEP goals and objectives. 

 Group Therapy means that a student is part of a group of students, usually a 

small group, working with a professional on their IEP goals and objectives. 

Indirect Therapy/Consultation means the licensed therapist's primary role is to work directly with 

the student's teacher(s) or parent versus with the student. The licensed therapist or licensed 

therapy assistant: 

 observes the student in the instructional setting; 

 provides technical assistance to the student's teacher and teaching assistants for the 

purpose of addressing related services needs; 

 trains the classroom staff on activities and procedures to be done with the student via 

modeling and demonstration; and 

 monitors staff implementation and student progress. 

Obtaining Related Services 

An evaluation must be conducted within fifty (50) instructional days upon receipt of written 

parental consent and prior to a student receiving related services. After the evaluation, the case 

conference committee convenes to consider the results of the evaluation for the purpose of 

determining if the student requires the related service in order to benefit from special education 

services. When the IEP contains goals and objectives that require a related service for their 

accomplishment, the case conference should recommend the related service as part of the 

placement decision. The related services to be provided must be recorded in the IEP. The case 

conference committee relies on the therapist's recommendation for the intensity and type of 

service. If a related service is to be terminated or if a student/parent wishes to withdraw from the 

related service, there must be a case conference committee meeting to make the decision and 

document it on the IEP. 

The related service/therapy begins as soon as arrangements can be made. If the proposed 

placement is within the last twenty instructional days of the spring semester, placement may 

occur the first day of the following semester. A student's IEP is in effect as of the first day of 

school, therefore, therapy and other related services should commence when school begins 

unless notation of a different duration of services is listed. 

Students served through Section 504 plans receive OT and PT services at the expense 

of the local school corporation. 

Physical Therapy  

Physical therapy, as a related service, is provided to students with disabilities to assist them to 

benefit from the educational process. The appropriateness and extent of therapy services is 

related to the educational needs rather than the medical needs of a student with a disability. 

Therapy services contribute to the development, improvement, or maintenance of the functional 
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level of the student within the educational environment. An identifiable therapy need that does 

not affect the student's ability to learn and profit from the educational experience is not the 

responsibility of the local school or . 

Students served through Section 504 plans receive PT services at the expense of the 

local school corporation. 

Article 7 defines the services of the physical therapist to include, but not be limited to: 

 evaluating developmental levels, gross motor function, reflex levels, range of 

motion, muscular strength, and respiratory function; 

 designing and implementing activities to prevent, correct, treat, or alleviate 

impairments; 

 evaluating, designing, and recommending adaptation of assistive devices and 

equipment; 

 consulting with parents, teachers, paraprofessionals, and other related services 

personnel regarding activities which can assist in meeting the goals of therapy. 

The case conference committee, teacher, parents, therapists, school psychologists, or educational 

consultants may make a referral for the student. In order for the physical therapist to perform an 

evaluation or to provide services, it is necessary for the PT to have a referral or order from any of 

the following: physician, podiatrist, psychologist, chiropractor or dentist. 

The Identification Checklist for Physical Therapy is completed prior to pursuing a formal 

physical therapy assessment. The physical therapist will give the form to the teacher who will 

FAX it to SCSD 1 upon completion. 

The reason for referral may include, but is not limited to, an impaired ability to function in 

the educational setting in one or more of the following areas: mobility, positioning for 

optimum function, self-help skills, static and dynamic balance tasks, assistive technology 

needs, range of motion, and/or muscular strength. 

 

Parental permission for assessment is required. The PT will secure permission if assessment is 

warranted. Within 50 school days upon receipt of the signed parental permission, the physical 

therapist performs the evaluation and completes a report of the findings to the case conference 

committee. Preschool assessments which include comprehensive motor assessments may be 

used to identify a need for physical therapy. 

The PT meets as a member of the case conference committee to discuss the evaluation 

and recommend appropriate services. Goals and objectives are developed by the case 

conference committee for the related services needed. Each student's program is 

reviewed annually. 
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Occupational Therapy  

Occupational therapy, as a related service, is provided to students with disabilities to assist 

them to benefit from education. The appropriateness and extent of therapy services must be 

related to the educational needs rather than the medical needs of a student with a disability. 

Therapy services contribute to the development, improvement, or maintenance of the 

functional level of the student within the educational environment to enhance the benefits of 

educational programming. 

Consult the school OT prior to referring a student. The OT will provide an identification 

checklist to be completed and may complete an observation. 

Students served through Section 504 Plans receive OT services at the expense of the 

local school corporation. 

Article 7 defines the services of the occupational therapist to include, but not be limited to: 

 evaluating developmental levels, gross and fine motor functioning, and self-care skills; 

 designing and implementing interventions to develop, improve and restore impaired 

gross and/or fine motor functions and the student's ability to perform tasks in the 

educational environment as independently as possible, or to prevent further impairment 

or loss of function; 

 designing or adapting materials, equipment and/or the educational 

environment to meet a student's needs; and 

 consulting with parents, teachers, paraprofessionals and other related 

services personnel regarding activities which can assist in meeting the 

goals of therapy. 

The Identification Checklist for Occupational Therapy is completed prior to pursuing a formal 

occupational therapy assessment. The occupational therapist will give the form to the teacher 

who will FAX it to SSU Central Office  @ 812-52-8955 upon its completion. 

Within 50 school days upon receipt of the signed parental permission, the occupational 

therapist completes the evaluation and prepares a report of the findings to the case 

conference committee. 

 

Preschool assessments, which include comprehensive motor assessments may be used to 

identify a need for occupational therapy services. 

Counseling/Social Work  
 

SCSD 1 Social Workers provide counseling to students with the primary focus of therapy being 

the development, improvement, and maintenance of appropriate behavioral skills so that 

students are not suspended or expelled. The appropriateness and extent of therapy services is 

related to the educational needs of the student. Emotionally disabled students are the primary 

focus for social work services. The school counselor or teacher of record should consult with the 
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school social worker before discussing a referral. Multi-disciplinary assessments, which include 

the comprehensive evaluation of emotional status, may be used to identify a need for social 

work services. 

The SCSD 1 Social Worker meets as a member of the case conference committee to discuss the 

evaluation and recommend appropriate services. Goals and objectives are developed by the case 

conference committee for the services needed. Each student’s program is reviewed at least 

annually. 

Transportation  

Transportation is provided as a related service when it is required to provide a student with 

access to educational programming. It may include, but is not limited to: 

 travel to and from school and between school buildings; 

 travel in and around school buildings; 

 specialized equipment, including seat restraints and special seat belts; 

 travel to and from related services provided outside the school travel to and from 

participation in nonacademic and extracurricular activities if transportation is provided to 

nondisabled students; and 

 a paraprofessional on the bus, if indicated to assure health and safety of a student. 

Transportation as a related service is provided through the IEP. Each student's need for 

transportation as a related service and the type of transportation to be provided is discussed 

during the case conference and the transportation agreements are included in the IEP. If 

transportation is being provided solely to enable the student to access the educational program, 

goals and objectives are not required. The transportation plan is forwarded to the corporation’s 

transportation director immediately. 

Transportation needs should not be determined by disability, but rather by the individual 

student’s need. Transportation must meet LRE requirements. 

If transportation includes instruction that is provided to enable the student to increase 

independence, increase socialization, or improve behavior during transportation, goals and 

objectives must be included in the IEP to address these individual needs. 

Students with special needs may need to be appropriately restrained. Students in wheelchairs are 

to be: 

 in forward-facing positions; 

 secured with four-point tie-downs which attach the frame of the wheelchair to the frame 

of the bus; and 

 secured with separate three-point seat belts. 
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Use of a wheelchair during transportation is documented in the IEP. Whenever possible, remove 

the student from the wheelchair and use appropriate restraint during transportation. 

The Transportation Review Checklist should be completed for students using wheelchairs. 

A parent is not required to provide transportation. If a parent does transport the student 

through agreement with the school for “special transportation”, the parent is reimbursed at the 

rate at which employees of the school corporation are reimbursed. 

School Health Services 

Students with some health care needs may require services to enable them to attend school 

or to benefit 

from the educational program. In this event, the school nurse is included in the case conference 

and a Health Care Plan is prepared for the student. The nurse should obtain a medical history 

with information being provided by the student's parent(s) or physician. In many instances, a 

paraprofessional, when appropriately trained and supervised, may attend to the student's health 

care needs. Administration of medication complies with local school policy. 

The medical care of the student with a disability is the responsibility of the physician chosen by 

the family or guardian to attend that student. No student with a disability is excused from 

attending school unless the attending physician certifies that attendance would be injurious to 

the student. The educational program in no way alters the medical care prescribed by the proper 

medical authority. 

Medication:  

The policy for administering medications to students with disabilities is the responsibility of the 

local school district. 

Obtain written and dated consent, effective for one year, from the parent before administering the 

medication. One of the following must be provided by the parent and maintained in the student’s 

file: original prescription; a physician’s prescription, or the pharmacy label. Medication is 

maintained in a secure location, administered in accordance with the physician’s prescription and 

administered according to the procedures of the local school. Written and dated consent, or 

withdrawal of consent of the parent, is required before medication is terminated prior to the 

termination date on the prescription. The school posts a listing of individuals who are authorized 

to administer medication. Documentation of any special training provided to persons authorized 

to administer medication is placed in the student’s file. A copy of individuals who attended the 

training is forwarded to SCSD 1. Teachers and other school personnel may consult or share 

classroom based observations with a parent regarding the student’s academic and functional 

performance, school behavior, or need for evaluation for special education and related services. 
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No school personnel may require a parent to obtain a prescription for medication for a student 

as a condition for attending school, receiving an educational evaluation, or receiving special 

education and related services. 

 

Assistive Technology 

Assistive technology is any service, item, device, or piece of equipment that is used to increase, 

maintain, or improve the functional abilities of an individual with disabilities. Often, the 

technology needed is quite evident and no special help is needed in choosing or acquiring the 

needed technology or equipment. 

Assistive technology service means: 

 Evaluation of the needs of a student with a disability; 

 Purchasing, leasing, or providing for the acquisition of assistive technology devices for 

 student with disabilities; 

 Selecting, designing, fitting, customizing, adapting, applying, maintaining, repairing, or 

replacing assistive technology devices; 

 Coordinating and using other therapies, interventions, or services with assistive 

technology devices, such as those associated with existing education and rehabilitation 

plans/programs; and 

 Training or technical assistance for the student and/or the student’s family; or 

 Training or technical assistance for professionals or others who provide services or 

who are otherwise substantially involved in the major life functions of students with 

disabilities. 

During a case conference committee meeting: 

 Discuss the need for consultation with the assistive technology coordinator; 

 Document the discussion in the IEP; 

 Obtain parent consent for the observation and forward the written consent to SCSD 1; 

 SCSD 1 will observe the student, contact the teacher of record, obtain written parental 

consent for evaluation, and complete the evaluation; 

 Re-convene the case conference to discuss recommendations. 

 

Service Dogs  

Inclusion of a service dog in a student’s educational environment is an accommodation provided 

by the IEP or 504 team. A service dog is trained to accompany its owner or handler for carrying 

items, retrieving objects, pulling a wheelchair, alerting the owner or handler or other individuals 

to medical concerns, or other activities of service or support necessary to mitigate a disability. A 

service animal is personal property and cannot be brought onto school property without prior 
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approval. If a problem arises, the dog will remain with the child until the parent/guardian 

removes the dog from school property. 

Service dogs must be healthy and safe. Schools are dedicated to the health and well-being of 

their community. Parents must be cautioned that some students are highly allergic to some 

animals. Animals can also spread disease or behave in dangerous or unpredictable ways that 

can cause injury to individuals with whom they come into contact. The school does not 

discriminate on the basis of disability. They strive to make reasonable accommodations for a 

disabled person’s use of a service dog on school property. 

The procedures for evaluating whether and how to request to bring a service dog on school 

property are determined on a case-by-case basis. 

The dog must be a “trained service dog”. It is trained to be a hearing dog, guide dog, assistance 

dog, seizure alert dog, mobility dog, psychiatric service dog, or an autism service dog. 

The service dog must have a health certificate provided by a licensed veterinarian that 

evidences the dog is currently in good health, free from parasites, and has received all 

recommended vaccinations. 

Guide dogs for totally or partially blind persons and hearing dogs for deaf or hearing 

impaired or otherwise disabled persons must wear a harness, backpack, or vest identifying the 

dog as a trained service dog. 

The service dog and its primary handler must be certified for public access. Assistance Dogs 

International, Inc. uses a standardized Public Access Test that results in the dog and its handler 

receiving a certificate. Having “Public Access” is an important, objective measure of the dog’s 

ability to behave appropriately in public and the handler’s ability to handle the dog in public. 

Costs associated with the certification are the responsibility of the parent(s). 

The dog will be denied access to school property if at any time Assistance Dogs International, 

Inc. “Minimum Standards for Assistance Dogs in Public” are not maintained. 

 Dog is clean, well-groomed, and does not have offensive odor; 

 Dog does not urinate or defecate in inappropriate locations; 

 Dog does not solicit attention, visit, or annoy any member of the student body or school 

personnel; 

 Dog does not vocalize (bark, growl, whine) unnecessarily; 

 Dog shows no aggression toward people or other animals; and 

 Dog does not solicit or steal food or other items from the student body or school 

personnel. 

The service dog must not in any other way interfere with the educational process of any student. 

The service dog must not pose a health or safety threat to any student, personnel, or other 

persons. 
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The building administrator determines if the service dog meets the school corporation’s 

standards. 

The school will consider and establish where and when the dog will rest, emergency evacuation 

plan, fire drill plan/participation, tornado or weather plan/participation, pre-treating the school 

to reduce dog borne allergens, an alternate accommodation if the dog’s primary handler cannot 

accompany the dog, training for any aides who may handle the dog, and school-wide 

educational programs to educate others about the dog. 
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Section 7:  
 

PARENT/STUDENT RIGHTS 

The full Notice of Parent Rights must be given and verbally explained to a student's parent 

(parent as defined by Article 7) in the native language or other mode of communication used by 

the parent, when a referral for evaluation is initiated, and at least one time per year after the 

initial placement. It is also given the first time in a school year when: 

 a request for a complaint is filed; 

 a request for a due process hearing is filed; 

 a removal is made that results in a disciplinary change of placement, including 

removals to interim alternative educational settings for weapons, drugs, and serious 

bodily injury; and 

 a parent requests a copy of the notice of procedural safeguards. 

SCSD1 appoints a trained educational surrogate parent to represent a student who does 

not have parents to do so. 

Parents have the right to review and obtain copies of any and all of their student's educational 

records. Schools may charge the cost of paper/ink for copying each page but not for the cost of 

the employee who completes the copying. 

The school must safeguard the confidentiality of all student educational records. Signed parental 

consent must be obtained on the Permission to Release Information Form before any personally 

identifiable information is disclosed to others except the parent or authorized employee of the 

school or MAESSU. 

Parents have the right to request changes to the student's educational record and ask for 

information to be changed. School procedures provide for consideration by administrators. Any 

written amendments become part of the student's educational record. 

Students receiving special education services can be suspended for violations of school rules, 

standards, or policies for up to ten (10) consecutive days. Students have additional protections 

and rights related to suspension and expulsion when separation is imposed from school 

attendance or related service for more than ten (10) cumulative school days per year. It is 

required that the parent is provided the Notice of Parent Rights on the date the school requests 

a manifestation determination. If the parent does not come to the school, send the Notice of 

Parent Rights home with the student and maintain documentation of having done so. 

Whenever there is a disagreement between the parents and SCSD 1 pertaining to a student's 

identification, educational evaluation, placement, or the provision of a free appropriate public 

education, the student remains in their current placement until the issue is formally resolved, 

unless the student is in an interim alternative educational placement. 
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Methods of conflict resolution, which can be exercised by a parent or SCSD 1 include: 

 convene a case conference; 

 request mediation through the Indiana Department of Education; 

 request a complaint investigation from the Indiana Department of Education and/or  

Office of Civil Rights; 

 due process hearing; 

 appeal of due process hearing decision; or 

 civil rights action/civil court. 

 

A copy of Article 7 is available in English and Spanish at 

http://www.doe.in.gov/achievement/individualized-learning/laws-rules-and-interpretations.   

 

Navigating the Course of Article 7, a parent-friendly version of Article 7, is also available at this 

site. 

NOTICE OF PARENT/STUDENT RIGHTS 

The parent receives a copy of the Notice of Parent Rights at least once per year, and always at 

the annual review conference. It is the responsibility of the chairperson of the case conference 

committee to give the Notice of Parent Rights in both written and verbal form in the parent’s 

native language or preferred mode of communication. 

If you are in doubt regarding whether the Notice of Parent Rights must be given, it is 

advisable to give it in written form with a verbal explanation. 

INDEPENDENT EVALUATIONS 

If the student's parents disagree with the evaluation or re-evaluation conducted by SCSD 1 and 

feel that outside expertise is required, they may request an independent evaluation. The 

following procedures are followed: 

 A parent request for information on where an independent evaluation may be obtained 

must be referred to SCSD 1 for response. 

 If a parent requests an independent evaluation, the principal must contact SCSD 1 for 

assistance. Parents are entitled to one (1) independent educational evaluation at public 

expense each time the public agency conducts an educational evaluation with which the 

parent disagrees. 

 SCSD 1 may initiate a due process hearing to defend its evaluation. 

 If the final hearing decision determines the SCSD 1 evaluation to be appropriate, the 

parent may still obtain the desired evaluation, but at their own expense. MAESSU and the 

school must consider the results of the independent evaluation in the case conference and 

include it in the student's educational records. 

http://h/
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 Parents may provide SCSD 1 and the school with copies of any independent evaluations 

they have secured at their own expense. SCSD 1 must consider the results of the 

independent evaluation in the case conference and include it in the student's educational 

record. 

 If a parent has requested that SCSD 1 conduct an educational evaluation of their 

student, SCSD 1 does not comply, and the parent obtains an outside evaluation, SCSD 

1 may be required to reimburse the parents for the cost of the independent evaluation. 

The school and SCSD1 cannot ignore parents' request for an independent educational 

evaluation. 

CONFIDENTIALITY 

The principal of each school is responsible for insuring the confidentiality of student records 

and making sure that everyone collecting or using the information receives training or 

instruction regarding policies and procedures concerning confidentiality of information. 

Confidentiality of personally identifiable information must be maintained at collection, 

storage, disclosure and destruction stages. Consider shredding all papers with personally 

identifiable information on them when they are no longer needed. Location of Records 

Records for students receiving special education services are as follows: 

 Special education records contain all IEP's, evaluation and other related information 

Location: MAESSU or school Access through the director of special education or 

building principal 

 The cumulative folder is maintained at the student's school Access through the building 

principal 

 The intervention team record contains all pre-referral information. Location: student's 

school Access through the building principal 

 The school maintains speech therapy protocols and reports. Copies are sent to MAESSU. 

Access through speech pathologist or the MAESSU office. 

School staff may not keep separate private records on a student apart from the above records.  

 

Parent Access: 

A parent (custodial or noncustodial), may inspect and review any and all student educational 

records which are collected, maintained or used by SCSD 1. This includes all school building 

records, special education records, and psychological services records, including test protocols. 

The only exception to this rule is when SCSD 1 has received written notice that a court order 

has terminated or restricted the parent's access to the records under applicable state law 

governing matters such as guardianship, separation or divorce. (This right passes to the student 

and becomes concurrent with the parent's rights when the student reaches age 18, unless he/she 

has had a guardian appointed by the court.). The right to review and inspect educational records 

includes the right to an explanation and interpretation of the record by school personnel. The 

parent has the right to receive a copy of the records for use in a pending due process hearing. 
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The school, CCS, and SCSD 1 must comply with a request to review the student's educational 

record without unnecessary delay, before any meeting regarding an IEP or due process hearing, 

before a resolution session or due process hearing (including an expedited due process hearing), 

and in no case more than 45 days after the request has been made. 

The request to inspect or review the records must be made to the building principal or director 

of special education in writing. Upon request of the parent, SCSD 1 will provide a list of the 

types and locations of all educational records collected, maintained, or used by the school. 

Following a written request to inspect and review records, when the parent cannot come 

to the building (for example, one parent is stationed overseas), the school provides copies 

of records. 

Following a written request, SCSD 1 provides a copy of the student's educational record after a 

parent has filed a request for a due process hearing. Each copied page is provided at the actual 

cost of paper, ink, and printing unless the parent/guardian is unable to pay the cost and failure to 

provide copies at the school's expense would prevent parental access to the school records. 

There is no charge for searching for or retrieving information. 

SCSD 1 and the school keep a record of each access to, and disclosure of, personally identifiable 

information from the educational record of each student. The record of access is kept with the 

educational record. The access and disclosure record includes: 

 The name of the person gaining access to the record or receiving  personally identifiable 

information from the record; 

 The date of access or disclosure; and 

 The reason the person is gaining access to the record. 

When an educational record includes information on more than one student, the parent has the 

right to inspect and review only the information relating to the parent's child, or to be informed 

of that specific information. 

A current listing of the names and positions of school employees authorized to access a 

student's educational records is posted clearly. Written and dated parental consent must be 

obtained on the Authorization to Release Information before personally identifiable 

information is disclosed to anyone other than the parent or authorized employees, or before 

the information is used for any purpose other than meeting the requirement of federal and 

state special education regulations. 

Written consent from the parent is not required in order for the school to send records upon 

request to a school in which a student seeks or intends to enroll. If a student receives services 

from more than one school, written parental consent is not required in order for the schools to 

share information from the student's records. If a student transfers from one school to another, 

the school must forward the student’s current IEP, psychological evaluation, reviews of data, 

and any disciplinary records pertaining to a suspension or expulsion. 



74 
 

When a student transfers from one school to another, the file and cumulative folder must 

be transferred to the new school using established procedures. This includes the most 

recent IEP, psychological evaluation, and review of data/re-evaluation. 

When requesting student records from another school corporation, an Authorization to 

Release Information signed by the parent may be helpful. This form may be obtained by the 

building principal or special education administrator. The principal or special education 

office can call to expedite appropriate placement. Immunization records must be secured 

from the sending school corporation. School personnel may explain that FERPA allows the 

exchange of records for educational purposes without signed consent. 

A record of each access to, and disclosure of, personally identifiable information from a 

student's educational records is documented and kept in the front of the file, except when access 

has been by the parents or authorized employees. Parental consent is not required for SCSD 1 

or the school to comply with a judicial order or subpoena. Parental consent is not required for 

SCSD 1 or the school to transmit records to facilities within the Department of Corrections for 

educational purposes. 

When the school reports a crime committed by a student with a disability, the school must 

ensure that copies of the education and disciplinary record of the student are transmitted only 

to the extent permitted by the Family Educational Rights and Privacy Act. The receiving 

authorities must certify in writing that the records will not be disclosed to any others without 

prior written consent of the parent or the student of legal age. 

Written and dated consent of the parent or student of legal age must be obtained before 

personally identifiable information is disclosed to anyone other than the parent, student of legal 

age, or authorized school officials, or before the information is used for any purpose other than 

those specified in Article 7. The consent must detail the record that may be disclosed, the 

purpose of the disclosure, and the person or class of persons to whom the record may be 

disclosed. 

If a parent believes that information contained in the student's educational records is inaccurate 

or misleading or violates the privacy or other rights of the student, the parent may request in 

writing that the school amend the information. This request is directed to the SCSD 1 director of 

special education for response within ten (10) business days of the date the request was received. 

If the request is denied, the SCSD 1 director of special education or principal will inform the 

parent of the right to a FERPA (Family Educational Rights and Privacy Act) hearing. The 

director of special education is responsible for this process. Even if the information in the file is 

not permitted to be changed or corrected, the parent has the right to place in the student's record a 

statement regarding the contested information and their disagreement with the information. 

These statements then must be kept in the educational record and included whenever student 

information is disclosed by  or the school to another party. 

SCSD 1 maintains a student's record for at least three (3) years after the student exits special 

education services. The parent is notified when personally identifiable information is no longer 

needed and that recorded information is then destroyed. A permanent record of the student's 
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name, address, telephone number, grade, attendance record, classes attended, grade level 

completed, and the year completed may be maintained without time limitation. 

Administrators and special education teachers are provided information and training 

annually regarding the student and parent procedural safeguards with respect to the 

provision of a free appropriate public education and the confidentiality provisions of 

Article 7 and the Family Educational Rights and Privacy Act, 20 U.S.C. 1232g. 

DUE PROCESS 

When the parents and school disagree on the evaluation, IEP, placement or some other aspect 

of the provision of a free appropriate public education, they have a variety of alternatives for 

arriving at a solution. IDEA and Article 7 outline timelines and options for resolving 

differences of opinions on student specific issues. While resolution efforts are undertaken, the 

student remains in their current placement unless the parent and school agree otherwise. 

Convene a case conference to resolve disagreements. It is preferable to solve disagreements by 

working in a spirit of cooperation. This may be accomplished via an informal meeting of the 

parents, teachers and other appropriate personnel or convening a case conference. The parents 

may wish to meet with the superintendent or the superintendent's designee in an effort to arrive 

at an acceptable solution to the situation. 

Due process hearings involve allegations of a violation of federal or state rules and regulations, 

that relate to questions of interpretation. A hearing request may also include technical or 

procedural violations of federal or state rules and regulations. Hearable issues include 

disagreement between the school and parent regarding identification, evaluation, educational 

placement, or the provision of a free appropriate public education for a student. 

The parents, school, or SCSD 1 may request a due process hearing. The CCS / SCSD 1 Director 

of Special Education must be contacted immediately for technical assistance whenever potential 

for a hearing arises. The purpose of a hearing is to present evidence to a trained, impartial 

hearing officer concerning the kind of educational and related services the parties feel the student 

should or should not be receiving, and to allow the independent hearing officer to consider the 

facts, the information presented by both parties and the related laws, rules and regulations. To 

request a hearing, either party must send to the school superintendent and the Indiana 

Superintendent of Public Instruction a written request which explains the specific reasons for the 

request. The hearing process and written decision by the hearing officer must be completed 

within 45 calendar days after the request unless an extension is requested by either party and is 

granted by the impartial hearing officer. The school pays the hearing officer's fees and expenses. 

Each party pays their own attorney's fees, unless the parents ultimately prevail at the 

administrative or judicial level, in which case the school must pay the parents' attorney's fees. 

 

The hearing officer issues a decision and sends the written decision to the school 

superintendent. The decision is either: 

 binding on all parties and must be carried out within 30 calendar days of the date 

of the written decision; or 
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 appealed to a court. 

A Resolution Session will convene within fifteen days of the date of the filing of the hearing 

request to determine whether issues can be resolved locally. In the event an attorney represents 

that parent, the school will likewise have counsel present at the resolution session. 

MEDIATION 

Mediation may be requested by either the parent or the school district when differences of 

opinion regarding eligibility, evaluation, placement or provision of free, appropriate public 

education for an individual student cannot be resolved through the case conference committee 

process or other discussions. Mediation is voluntary for both parties, and if they both agree to 

attempt mediation, a Request for Mediation form signed by both parties is sent to the Indiana 

Division of Individualized Learners. The Request for Mediation form can be obtained from the 

Indiana Department of Education website. The Indiana Division of Individualized Learning 

assigns a trained mediator and mediation is scheduled, usually to occur within ten calendar days. 

The mediator acts as a neutral facilitator trying to bring the parties to some written agreement. If 

agreement is reached, it is submitted to the case conference committee for approval. The 

mediation agreement is not binding and is not a necessary step prior to a hearing. It may, 

however, occur before or during a request for a due process hearing. The Indiana Division of 

Individualized Learning incurs all costs involved in mediation. 

COMPLAINTS 

Any person or organization has the right to file a complaint with the Indiana Department of 

Education, Division of Individualized Learning if it is believed that federal or state laws that 

apply to special education have been violated. A "complainable issue" is an allegation of 

technical violation of federal or state rules or regulations and involves a question of fact. 

Complainable issues include allegations that the IEP is not being implemented, the case 

conference membership was not adequate, or that the parents were not provided their Notice of 

Parent Rights. The Division of Individualized Learning investigates and issues a written 

response within 30 calendar days of the date the complaint is received. The complaint orders are 

binding on the parties. 

MONITORING AND ENFORCEMENT 

The federal Office of Special Education and Rehabilitation Services (OSERS) 

monitors Indiana's compliance with IDEA. 

 

The Indiana Department of Education, Division of Individualized Learning monitors local 

education agencies to assess their compliance with IDEA and Article 7 requirements. Program 

review involves: 

 Offsite and prior to the visitation, a review of the district's written policies 

and procedures, student records, and collection of data obtained through 

questionnaires; 
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 Onsite interviews with school personnel, telephone interviews with parents. A draft 

report of findings is prepared and an exit interview with school personnel is conducted; 

 Follow-up activities, including the formation and approval of necessary corrective 

action plans, and additional monitoring of the implementation of corrective actions; and 

 Review of data regarding compliance, mediation requests, and due process hearings. 

 

PARENT RIGHTS SUMMARY 

STUDENTS: Students ages 3 through age 22 if not a graduate, may be eligible. 

CHILDFIND: Schools locate, evaluate, and then provide services for eligible students. 

Teachers, parents, or other concerned parents may refer a student. 

EVALUATION: Evaluation follows a referral and written parent consent for the evaluation. 

The school conducts the evaluation at no cost to the parent, gathering information 

about the student's potential for achievement and current school performance. A re-

evaluation of the student is conducted every 36 months. A parent who does not agree 

with the evaluation may obtain an independent evaluation by a qualified person not 

employed by the school. In some cases the school may reimburse the parent for the 

cost of an independent evaluation. 

CCC: A case conference committee convenes within 50 instructional days of the date the 

signed consent is received by a licensed school employee. Parents and school 

personnel attend and the student and other individuals may attend. The committee 

determines eligibility and needed services. When RTI is implemented the CCC 

convenes within 20 instructional days of the date of signed consent for evaluation. 

LRE: An eligible student receives special education services in the least restrictive 

environment. To the maximum extent possible, special education students are educated 

with non-disabled students in the school the student would attend if not disabled. 

IEP: The IEP is written by the case conference committee. Parents receive a written case 

conference report and IEP. A parent or the school may request that a case conference 

committee convene at any time to discuss the IEP. A teacher of record is 

appropriately licensed to work with the student and may provide direct or indirect 

services, monitor the student’s progress, communicate with the parent, etc. 

RECORDS: School records are confidential. Parents have the right to review a student's 

records, have copies made, and request amendment. Parents are informed before 

personally identifiable information is disclosed. 

 

NON-PUBLIC SCHOOLS: In the event of disagreement with the public school provision of a  

free appropriate public education, the parent, to obtain reimbursement, the parents must 

do one of the following. At the most recent case conference prior to the unilateral 

placement, inform the conference that they reject the schools plan and intend to make a 

placement at public expense, or Provide written notice to the school ten days before 

changing the placement. 



78 
 

DUE PROCESS: 

 

MEDIATION: Parents and school officials make a written request for mediation. There is no  

cost to the parent. Parents and the school determine the outcome of a mediation.  

 

COMPLAINTS: Parents, schools, or other persons make a written request for a complaint 

investigation to the Indiana Department of Education. (IDOE). There is no cost to the 

parent. 

The IDOE investigates and determines whether the school made a procedural violation. 

 

HEARINGS: Parents or schools make a written request for a due process hearing to the Indiana 

Department of Education. An independent hearing officer is assigned to the case and 

makes findings. Hearings may be appealed to a court. The parent may be responsible for 

legal fees in the event they seek or retain counsel or an advocate. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



79 
 

Section 8:  
 

SCHOOL EMPOWERMENT: HELPFUL HINTS  
 

Using and Understanding Test Scores 
 

Most tests used in schools are either norm-referenced or criterion-referenced. Norm-referenced 

tests compare an individual's performance to that of his or her classmates, thus emphasizing 

relative rather than absolute performance. Scores on norm-referenced tests indicate the student's 

ranking relative to that group. Typical scores used with norm-referenced tests include: 

 Percentiles: A percentile is a score that indicates the rank of the student compared to 

others (same age or same grade), using a hypothetical group of 100 students. A percentile of 25, 

for example, indicates that the student's test performance equals or exceeds 25 out of 100 

students on the same measure; a percentile of 87 indicates that the student equals or surpasses 87 

out of 100 (or 87% of) students. Percentiles are derived from raw scores using the norms 

obtained from testing a large population when the test was first developed. Percentiles are 

probably the most commonly used test score in education. 

 Standard Scores: A standard score is derived from raw scores using the norming 

information gathered when the test was developed. Instead of reflecting a student's rank 

compared to others, standard scores indicate how far above or below the average (mean) an 

individual score falls, using a common scale, such as one with an "average" of 100. Standard 

scores also take "variance" into account, or the degree to which scores typically will deviate from 

the average score. standard scores can be used to compare individuals from different grades or 

age groups because all scores are converted to the same numerical scale. Most intelligence tests 

and many achievement tests use some type of standard scores. 

 Stanines:  Stanines are essentially groups of percentile ranks, with the entire group of 

scores divided into 9 parts, with the largest number of individuals falling in the middle stanines, 

and fewer students falling at the extremes. Few tests in common usage use stanines today, 

although these scores can be useful in understanding the relative range of a student's 

performance. 

 Age/Grade Equivalent Scores: Some tests provide age or grade equivalent scores. Such 

scores indicate that the student has attained the same score (not skills) as an average student of 

that age or grade. For example, a student obtains a grade equivalent score of 3.6 on a reading 

comprehension test, this means that she obtained the same score as the typical student in the 

sixth month of third grade on this particular test. The student may or may not have acquired the 

same skills as the typical third grader. Age/grade scores seem to be easy to understand but are 

often misunderstood and many educators discourage their use. 

 Standard scores, percentile ranks, and stanines can be compared using the "normal" or 

bell-shaped curve. Most tests used in education are developed in order to yield a standard curve 

of scores, where the majority of all students would fall within a small range (or one "standard 

deviation") of the mean or average score, and where 50% of all students would fall above, and 

50% would fall below the average score. Some tests, however, do not have such "normal" 

distributions of scores and these different types of scores may not be comparable. 
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Criterion-referenced tests are used to measure student mastery of instructional objectives or 

curriculum (absolute performance), rather than to compare one student with another to rank 

students. They are often used as end-of-unit tests in textbooks or as a "benchmark" to identify 

areas of strength or weaknesses in a given curriculum, readiness to move on to a different level 

of instruction, etc. Typically, raw scores are used to reflect the number of correct responses, the 

number of completed objectives, etc. Such tests will often use percentages to reflect the level of 

mastery of a given instructional objective, such setting a goal of "90% correct addition 

problems." Raw scores are converted to a percent correct. 

Formative Assessments 

Formative assessment is part of the instructional process, when it is incorporated into classroom 

practice it provides the information needed to adjust teaching and learning while they are 

happening. 

Summative Assessments  

Summative assessments are a means to gauge, at a particular point in time, what student learning 

is in comparison to content standards. Summative assessments are spread out so they occur per 

grading period, per semester, or once a year. They help evaluate the effectiveness of programs. 

Parent Permission for Field Trips, Community-Based Training, Photos 

Requirements of parent permission for student field trips and photos are the same for students 

with an IEP as other students. All regular approved field trips should be open and available to 

special education students, provided that the safety of each student can be assured. 

Class Groupings 

Principals should place special education students in chronologically age-appropriate groupings 

and special education classes should be housed in age-appropriate areas of the building. Special 

education classes should be dispersed throughout the building and not housed in one section or 

area of the building. Congregating students with disabilities puts them at an educational 

disadvantage from the perspective of their individuality, social image, and access to peers for 

the purpose of building social relationships. 

Principals should be mindful that the preference of IDEA is that students be instructed with their 

general education peers to the extent possible. Students whose IEP supports inclusion are placed 

in a chronologically age-appropriate classroom/grade level. The modifications and supports 

required by the student are defined in the IEP, including a descriptor of the appropriate 

classroom climate needed to meet an individual's learning style and instructional needs, i.e., 

positive structure, opportunities for multisensory learning, and active student participation. 

While the case conference committee determines the factors necessary to create an appropriate 

learning environment for a student, the selection of a specific teacher and classroom is at the 

discretion of the principal. The tolerance and willingness of a teacher to make the adaptations 

necessary to accommodate a student and the learning environment should be considered 
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carefully by the principal in assigning the teacher. Number of students with disabilities assigned 

to one class should not exceed the natural proportion that exists in the system as a whole. 

The Principal’s Role and Special Education Mandates 

The school principal is responsible for compliance with all federal and state special education 

guidelines pertaining to each student eligible for and/or receiving special education services. As 

building manager and instructional leader, the principal is also responsible for insuring that all 

eligible students are indeed receiving a free, appropriate public education in accordance with 

their IEP's. If a dispute arises and a student's family exercises their due process rights, the 

principal will be actively engaged in the process. 

Accommodations/Accessibility 

Principals are responsible for assuring compliance with all accessibility issues set forth by 

Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA). 

If technical assistance is required to fulfill this responsibility, call SCSD 1. 

ADA and Section 504 require that school facilities and programs be accessible to individuals 

with disabilities. It does not require that every part of a building or every site that houses a 

special education program be accessible. All programs must have at least one location that is 

accessible. Accessibility not only applies to students, but also to adults in a school building. For 

example, the school must accommodate parents with disabilities at any school/student activities 

to which a parent is invited, i.e., case conferences, parent/teacher conferences, back-to-school 

nights, student performances, graduation ceremonies...etc. Accommodations may mean aspects 

of physical accessibility, such as ramps and seating space provided for parents using 

wheelchairs, or interpreters for parents with hearing impairments...etc. 

Each school must have a written evacuation plan which effectively addresses the evacuation of 

students or adults/staff with disabilities. This plan must be disseminated and communicated to all 

building staff and must be posted in every room into which a student with disabilities goes. 

School Bus/Transportation 

Students receiving special education services should ride the bus with their age peers who do 

not have disabilities, unless the case conference committee decides otherwise. If a student 

requires door-to-door pick-up or any other special arrangements, these needs should be 

addressed in the case conference. The case conference committee makes the decisions about 

what assistance is required by the student due to physiological, medical or behavioral needs in 

order to ride the bus. Transportation with adaptations is considered a related service. 

Adaptations may mean a wheelchair lift, seatbelt, harness, medical equipment or personal 

assistance. 

Adaptive and Assistive Equipment/Devices 
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Assistive equipment and devices must be addressed in the case conference. Recommendations 

must be supported with the appropriate evaluation(s) and documented in the student's IEP. If 

providing the assistive equipment/device requires resources the school does not have available, a 

representative from SCSD 1 must be present at the case conference in order to commit any 

resources from special education funds. Contact SCSD 1 for assistance when a student requires 

an augmentative communication device. 

PLANNING FOR TRANSITION 
 

Preschool: A conference is held with First Steps and the parent to facilitate transition. An 

evaluation may be initiated at this time. 

From Grade to Grade: Student progression from one grade to the next grade is not a change of 

placement unless there is a substantial change in the student's IEP. It is good practice for the 

receiving as well as the sending teacher(s) to be involved in the case conference and writing 

of the IEP. 

From School to School: Moving from preschool to elementary school, elementary school to 

middle school, and middle school to high school is difficult for students and their families. The 

case conference committee must be aware of the support needed by the student to successfully 

transition to a new school and include provisions in the IEP for the needed support. It is good 

practice for sending and receiving staff to collaborate on the student's IEP and transition 

planning. The student should be provided an opportunity to visit the new school, classroom, 

and teacher as part of transition activities. From High School to Post-School Life -Federal and 

state legislation requires educators serving secondary students with special education services 

to assume responsibility for becoming actively involved in the planning of their post school 

future. Unlike educational services, access to adult services is based upon eligibility criteria and 

availability of funds. This necessitates proactive planning which provides early information to 

students and their families about available adult services. IDEA and Article 7 require 

interagency collaboration to effectively plan for a student's future beyond their public school 

experience. 

BOOK RENTAL 

Students are charged the same book rental as students at their grade level without IEP's. Book 

fees are to be used to provide books, materials, etc. needed by the student. It is critical that 

documentation is maintained regarding the disbursement of these funds. 

STAFF IN-SERVICE 

Staff release time for professional development activities is handled at the building. Teams of 

general and special education teachers are encouraged to participate in these activities together. 

The special education office will make every effort to provide resources for building staff 

development activities on selected topics. 
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SCSD 1 has a comprehensive personnel development curriculum throughout the year. Staff 

development is provided according to needs identified by the Director of Special Education, 

building principals, superintendents, and teachers or related services providers. 

For additional information, please contact the SCSD1 office.  

 

CHILD COUNT - DECEMBER 1 

Every year on December 1, SCSD 1 submits a "child count" of all of the students who receive 

special education services to the Division of Special Education, Indiana Department of 

Education. The child count results in the funding which ROD receives for special education 

services. All students must have a teacher of record who is properly licensed or no funding will 

be provided for those students. 

 

CLASSROOM ASSISTANTS 

Special education assistants (paraprofessionals) support the needs of students receiving special 

education services. They are not used as substitute teachers. They always work under the 

direction of the classroom teacher. They may not be used for other duties, i.e. answering the 

phone, office duties...etc. unless an emergency exists. 

Supervision of Students-Classroom assistants may instruct students in the school building or 

community without a teacher or vocational instructor present provided they are given adequate 

training, lesson plans, regular communication and intermittent monitoring by the teacher. The 

classroom assistant may also be assigned to support a special education student in general 

education classrooms, either to provided direct assistance to the student or general assistance to 

the general education teacher in order to facilitate the student's inclusion into the class. 

Roles and Responsibilities-Classroom paraprofessionals have a variety of responsibilities, 

including: 

 providing instruction to students in a variety of settings and instructional areas as 

defined by the students' IEP's; 

 assisting students with personal hygiene needs such as bathroom assistance, 

toilet training, diaper changing, and menstrual periods; 

 helping students who have physical disabilities with mobility and personal assistance, 

such as transferring in and out of the wheelchair, lifting, eating or feeding...etc.; and 

 assisting students with medical needs to which the classroom staff must attend, such as 

sectioning tracheostomy tubes, g-tube feeding, etc. 

 

Liability-In the case of an accident which results in an injury to a student, a classroom 

assistant, in general, is not personally liable if he/she were working within the scope of his/her 

employment, under the direction of a certified staff member, and following defined 

procedures. If acting beyond the responsibilities defined for him/her by the certified staff 

member, the assistant could be held personally liable (e.g., taking the student on an unplanned 

excursion...etc.). 
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INCLUSION 

Inclusion means welcoming all students into schools and communities as equals. It also means 

that children with disabilities are educated in schools where non-disabled peers attend, in age 

appropriate general education classes with special education supports and assistance as 

determined appropriate by case conference committees. It means that general education is 

considered first, and there must be justification to place the student in a more restrictive 

environment. Inclusion is a process that looks different for different students, and it may change 

from year to year. It reflects a belief that students with disabilities have much to share, as well 

as gain by being included with their "regular" classmates. 

The guiding philosophy of education for students with disabilities has undergone a dramatic 

change over the last decade. The change can be best described as a shift away from school 

programs that isolate students, group students by disability category, and follow a 

developmental curriculum. Educators are realizing that isolating students with disabilities limits 

contact with their best teachers (non-disabled peers) who model socially appropriate behavior, 

language, play, and functional behavior. Groupings that include only students with disabilities 

can limit role models and promote negative stereotypes and labeling. Inclusion requires 

professional integrity and collaboration and a commitment to enhance resources to meet the 

needs of all students to prepare them for the "real" world. 

CCS and SCSD 1 supports the legal mandate of least restrictive environment (LRE). All students 

with disabilities must be educated with their age appropriate peers to the maximum extent. All 

buildings must provide the least restrictive environment according to the Individual Education 

Program (IEP). 

SPECIAL ED. FOR YOUNG CHILDREN: PRESCHOOL AND KINDERGARTEN 

CCS and SCSD 1 has programs that provide a free appropriate public education for three, four 

and five year old children with disabilities. Federal requirements provide services for these 

children beginning on their third birthday, rather than at the beginning of the school year 

following their third birthday. 

The early childhood evaluation team schedules and completes a multidisciplinary evaluation and 

case conference for each preschool age child that appears to require special services. 

Following the case conference, preschool age children are provided the appropriate programming 

and related services determined by the case conference committee. 

A full continuum of delivery services, including placement in community based programs when 

appropriate, is available to meet individual student needs. 

Recognizing that a transition from early intervention to an early childhood program is a major 

event in a child's life, we have developed a transition agreement with referring agencies in an 

effort to provide a seamless service delivery system for young children and their families. 
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RETENTION 

Research for kindergarten and elementary students indicate that, in general, students who are 

retained perform less well than those not retained. Students who are retained show more social, 

emotional, and behavioral problems than those not retained. 

Research from middle school and secondary school indicates that students who are retained 

view themselves as failures. These students exhibit low attendance, low self-esteem, low peer 

acceptance, and personal adjustment problems. 

Those students who make gains after retention were low in school achievement because they 

lacked exposure rather than ability (i.e., they missed a significant amount of schooling due to 

illness). These students exhibit strong self-esteem and strong social skills. 

Before retaining a student consider: 

 results of a current speech and language screening; 

 results of current vision and hearing screening; 

 a review of the student's school history and attendance; 

 a review of the student's developmental, health and social history; 

 the effectiveness of classroom instruction; 

 the effectiveness of interventions used; 

 a review of the student's peer interactions; 

 instructional planning that will be implemented if the student is retained; and 

 instructional planning that will be implemented if the student is not retained.  

 

STUDENT INTERVIEW 

A student interview conducted prior to the case conference committee meeting may provide 

valuable insight into the student's needs. The following questions provide a beginning point for 

an interview. 

 Do you do homework? Where? 

 What problems are you having in math/reading/spelling/writing, etc.  

 Can you do homework by yourself? 

 Do you have a place to study at home? 

 Is it quiet?  

 Tell me how you study at home and at school. 

 Do you take enough time for your homework? 
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 Tell about your study time, is it quiet, are you thinking about lessons or about something 

else, when do you study, are you putting forth your best effort when you study, what can 

you do to improve the efforts of your study time? 

 Do you know how to ask your teacher for help? Tell how.  

 What could your teacher provide more help with? 

 Would it help if you sat in a different place in the classroom? 

 Have you talked with your parents about your problems in school? 

 Are grades important to you? 

 What grades are you satisfied with?  

 Do low grades concern you?  

 How can we improve your grades?  

 Is this class important to you? 

 Do you have friends at school?  

 Would a peer tutor be helpful? 

 Tell three things you can do to bring your grades up. 

 Are you having problems with peers/girlfriend/boyfriend? 

 Is peer pressure keeping you from studying as much as you should? 

 Do you have a job? 

 Are you working too many hours? 

 Is your job more important than good grades?  

 Do you have problems with drugs/alcohol/sex? 

 Are there problems at home that are keeping you from achieving as you should?  

 Can you listen and take notes at the same time?  

 Can you read your notes if you take them? 

 Where is the best place for you to sit in class? Why?  

 Can you copy from the blackboard? 

 Do you need fewer problems to do at one time? 

 Do you need assignments broken down into smaller chunks?  

 Do you need to be assigned fewer spelling words?  

 Do you need larger print? 

 Do you need a quiet place to work? 

 Do you need amplication/auditory trainer? 

 Do you need a discipline plan with individualized consequences? 
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 Do you know how to schedule an appointment with a teacher to discuss your grades? 

Describe.  

 Do you need to tell about anything we haven't discussed? 

 

TEST ACCOMMODATIONS 

Will a student with disabilities receive accommodations on an examination? A student for whom 

classroom accommodations have been previously identified and employed will be permitted the 

same accommodations on an examination. Testing accommodations generally fall into the 

following categories: presentation, response, setting, and scheduling. 

How are accommodations determined, and who makes the determination? Accommodations for 

testing conditions (weekly spelling tests, mathematics tests, etc) are determined individually-by 

the case conference committee for a special education student and by the individual service 

plan for a student with disabilities who receives accommodations under Section 504 of the 

Rehabilitation Act of 1973. Accommodations that are used for classroom assessments in a 

particular subject area are appropriate for use during the ISTEP+ assessment of the same 

subject area. 

Any decision with regard to a student who is a child with a disability to participate in testing, 

to receive accommodations including materials and procedures, to participate in remediation, 

or to be retained at the same grade level for consecutive school years shall be made in 

accordance what the child's individualized education program, subject to the test manual, and 

federal law. 
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Section 9:  

SECTION 504 OF THE REHABILITATION ACT OF 1973 

Introduction and Overview 

Section 504 of the Rehabilitation Act of 1973 was enacted to eliminate discrimination on the 

basis of disabilities in any program or activity receiving federal financial assistance. As such, 

Section 504 is a system-wide responsibility, not solely a special education concern. Section 504 

is a federal law which impacts the education of students with disabilities and the employment of 

individuals with disabilities in the public school setting. Remember that your district must 

designate a 504 and ADA coordinator. The regulations specifically prohibit a recipient from: 

 Denying a qualified individual with disabilities the opportunity to participate in 

or benefit from any aid, benefit or service; 

 Affording a qualified individual with disabilities an opportunity to participate in 

or benefit from any aid, benefit or service that is not equal to that afforded to 

others; 

 Providing a qualified individual with disabilities with an aid, benefit or service that is not 

as effective as that provided to others; 

 Providing different or separate aids, benefits or services to individuals with disabilities 

or to any class of individuals with disabilities unless such action is necessary to 

provide qualified individuals with disabilities with aids, benefits or services that are as 

effective as those provided to others; 

 Aiding or perpetuating discrimination against a qualified individual with disabilities by 

providing significant assistance to an agency, organization, or person that discriminates 

against a qualified individual with disabilities by providing significant assistance to an 

agency, organization, or person that discriminates on the basis of disabilities in providing 

any aid, benefit or services to beneficiaries of the recipient's program; 

 Denying a qualified individual with disabilities the opportunity to participate as 

a member of planning or advisory boards; or 

 Otherwise limiting a qualified individual with disabilities in the enjoyment of any 

right, privilege, advantage, or opportunity enjoyed by others receiving an aid, benefit 

or service. 

The school must consider Section 504 as well as IDEA/Article 7 when determining whether 

a student is disabled and/or in need of special services. The definition of an individual with 

disabilities under Section 504 is much broader than the specific categories of disabilities 

under IDEA, especially given the revisions in the Americans with Disabilities Act (ADA). 

Thus it is possible that a student may be an individual with a disability under Section 504 

but not be individual with disabilities under IDEA. Section 504 does not have disability 

categories, and disabilities under 504 are not related solely to educational performance. 
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Section 504 differs from IDEA in its policy and procedure requirements. Unlike IDEA, Section 

504 provides general requirements which permit recipients to establish procedures to meet these 

requirements. 

To become eligible for services and protections under Section 504, a student must be 

determined, as the result of an evaluation, to have a physical or mental impairment that 

substantially limits one or more major life activities. Please note that the physical or mental 

impairment no longer must limit the student’s learning. The ADA Amendments Act of 2008 

(ADAAA) states that “the definition of disability in this Act shall be construed in favor of 

broad coverage of individuals under this Act, to the maximum extent permitted by the terms of 

this Act”. 42 USC 12102 §3(4)(A). 

 

Section 504 defines an individual with disabilities as a person who:  

 has a physical or mental impairment which substantially limits one or more major life 

activities (when the student’s important life activities are restricted regarding the 

conditions, manner, or duration under which they can be performed in comparison to 

most people); 

 has a record of such an impairment; or 

 is regarded as having such an impairment. 

The ADA amendments add to the above that an impairment is a disability if it substantially 

limits the ability of an individual to perform a major life activity as compared to most people in 

the general population. The disabilities include: 

caring for oneself performing manual tasks  hearing 

seeing  eating working 

walking  sitting sleeping 

lifting  speaking standing 

learning bending  breathing 

concentrating reading  thinking 

communicating interacting with others  reaching 

  

Requests for accommodations must be evaluated without regard to steps an individual might 

take to minimize or ameloriate the adverse effects of medical conditions, with the exceptions of 

eyeglasses, contact lenses, and conditions that last no longer than six months (sprained ankle, 

minor infections, etc.). Therefore, medication, medical supplies, equipment, appliances, low-

vision devices, prosthetics, hearing aids and cochlear implants, mobility devices, and assistive 

technology may provide supports that allow the student to perform without additional supports 

must be considered in determining whether the student demonstrates a substantial limitation on 

the major life activity. 

A physical or mental impairment is: 

any physiological disorder or condition, cosmetic disfigurement, or anatomical loss 

affecting one or more of the following body systems: neurological; musculoskeletal; 

special sense organs; respiratory, including speech organs; cardiovascular; reproductive; 
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digestive; genito-urinary; hemic and lymphatic; skin; and endocrine; or any mental or 

psychological disorder, such as mental retardation, organic brain syndrome, emotional or 

mental illness, and specific learning disabilities. 

Diseases or impairments that include orthopedic, visual, sensory (speech, hearing, 

allergies), neurological (epilepsy), muscular (muscular dystrophy, cerebral palsy, 

multiple sclerosis), diabetes, heart disease, cancer, HIV, etc. are qualifying conditions 

when they involve substantial limitations. 

 

Major Life activities are functions such as caring for one's self, performing manual tasks, 

walking, seeing, hearing, speaking, breathing, learning, reading, concentrating, thinking, 

working, learning, paying attention, and communicating, etc. 

Has a record of such an impairment mean the student has a history of, or has been 

misclassified as having, a mental or physical impairment that substantially limits one or 

more major life activities. 

Is regarded as having an impairment means the student 

 has a physical or mental impairment that does not substantially limit major life activities 

but that is treated by a recipient as constituting such a limitation; 

 has a physical or mental impairment that substantially limits major life activities only 

as a result of the attitudes of others toward such an impairment; or 

 has none of the impairments defined above but is treated as having such an impairment. 

Qualified individuals with disabilities means a student is of an age during which individuals 

without disabilities are mandated to provide such services. 

For any student who is an individual with disabilities as defined above, the school must 

provide a free appropriate public education (FAPE) to the student. The student is provided a 

FAPE which includes either general or special education, related aids and services, as 

implemented by any appropriate means and are designed to meet the needs of students with 

disabilities as adequately as the needs of their nondisabled peers. 

A student who is limited English proficient (LEP) is not eligible for Section 504 services on the 

basis of a language deficit. The LEP student may have disabilities that are substantially limiting 

and those may qualify the student for Section 504 services. 

In some instances a student who is referred for an Article 7 evaluation is not eligible for such 

services. This student should be considered for Section 504 eligibility. An example of such a 

situation is a student referred because of a suspected learning disability. The evaluation may 

provide evidence of an attention deficit hyperactivity disorder. The multidisciplinary team 

representative should alert the Section 504 coordinator/designee who then either notifies the 

parent that a 504 conference will be scheduled or continue with the case conference membership 

but turn to a 504 conference to determine eligibility. At this time, if the student is not 504 

eligible, the committee may refer the student back to the intervention team for continued general 

education programming and progress monitoring. 
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OCR has stated that a determination in favor of eligibility will be made in every case of students 

with diabetes, epilepsy, bipolar disorder, and autism. 

In general, the majority of students with ADD/ADHD are effectively served in the general 

education classroom. Despite this, they should be referred for an assessment for eligibility for 

504 services. 

If the school staff provides numerous accommodations and suspects that the 

student needs the accommodations due to a possible disability, the student should 

be referred. 

 

SECTION 504 REQUIREMENTS FOR EVALUATION AND RE-EVALUATION 
 

Each school system has a 504 coordinator who should be contacted regarding students who 

may be eligible for 504 rights and services. 

 

An evaluation for 504 eligibility must be initiated for any student not already served under 

Article 7 when: 

 the student is expected to be hospitalized for 4 weeks or more 

 the student is homebound for more than a semester 

 the student is reentering school after having been temporarily placed in a private setting, 

i.e., medical facility, rehabilitation center. etc. 

 the parent requests a Section 504 evaluation. 

The Section 504 referral and identification process for students proceeds as follows: 

 A referral of a student for possible 504 eligibility is forwarded to the building principal 

with the following included: 
 reason for referral 
 intervention strategies initiated and provided 
 further information needed about the student 

 The building principal notifies the student's parent/s of the referral by sending the Parent 

Notice of Section 504 Referral and meets with the parents to complete the Parent Notice: 

Permission for Section 504 Evaluation, obtains the parent's signature, and gives verbal and 

written notice of parent rights and procedural safeguards. 
 With the assistance of the 504 compliance coordinators, the building coordinator 

compiles relevant information about the student from a variety of sources to assist in the 

determination of 504 eligibility. This constitutes the evaluation. 
 The building 504 Coordinator schedules a 504 conference and sends the Section 504 

Notice of Conference to the parent. 
 The building 504 Coordinator convenes and documents the 504 conference on the 

Section 504 Conference Committee Report form. The purpose of the conference is to: 
 review the information obtained regarding the student; 

 determine whether an Article 7 educational evaluation is warranted, 
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 determine whether the student qualifies as "handicapped" under 504 regulations 

because the student has a substantial limitation of a major life activity; 

 determine the student's needs, 

 identify and document the placement, aids, and services necessary to meet the student's 

individual educational needs as adequately as the needs of students without handicaps (Note: 

hospital or homebound services may be the services decided upon by the 504 committee), and 

 develop the Alternative Learning Plan. 

 The 504 conference committee includes the building principal or designee (an individual 

who can commit resources) and persons who have knowledge about the student, the meaning 

of the evaluation information, and placement options. 
 A re-evaluation of the student will take place periodically, including when the 

educational services are no longer felt to meet the needs of the student and prior to any 

significant change in placement. 
 The building 504 coordinator will annually locate and identify all eligible Section 504 

"qualified” handicapped children" within the school. 
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Section 10:  

SOME TERMS AND DEFINITIONS YOU MAY ENCOUNTER 

ACCESSIBLE: Modified or designed so that persons with limited mobility (in wheelchairs or 

with crutches, for instance) can move into and around the structure or building. 

ACHIEVEMENT TEST: A test that measures progress in school subject areas 

such as reading, spelling, and math. Examples of this type of test are the 

Woodcock 

Johnson-Revised Tests of Achievement (WJ-R) and the Peabody Individual 

Achievement Test (PIAT). 

ADAPTIVE BEHAVIOR: How a person fits in socially and emotionally with other 

people of similar age and cultural background and in a variety of situations. 

ADVOCACY: A program or situation in which agencies or individuals speak or act on behalf of 

the interests of themselves or other individuals or groups. 

ANNUAL CASE REVIEW: (Also called case conference) A student's special education 

program is reviewed each year. A review involves an updating of the student's progress and 

planning his/her IEP for the coming year. 

ANNUAL GOALS: These describe the educational performance to be achieved by a student by 

the end of the school year and are written in measurable terms. 

APTITUDE TEST: A test to measure an individual's ability to learn in a particular area 

such as music, mechanics, etc. 

ARTICLE 7: Rules and regulations for special education services in Indiana; Article 7 went 

into effect on January 8, 1992. Article 7 was revised in 2008. 

ASSESSMENT: The process of testing and observing the child in order to understand the nature, 

personality, learning style and abilities of the child to help make decisions about the 

kind of educational programming required. 

AT-RISK: Describes children who are likely to have difficulties in school because of home 

life circumstances, medical difficulties at birth, or other factors, and who may need 

intervention to prevent further difficulties. 

AUDIOLOGIST: A specialist who has studied the science of hearing and is concerned with 

studying the nature of hearing, preventive hearing loss, administering hearing tests to detect 

possible hearing loss, and giving information to people about hearing aids, training programs, or 

medical treatment. 
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AUDITORY ASSOCIATION: The ability to relate concepts presented orally (If a ball is round, 

a block is ?). 

AUDITORY CLOSURE: The ability to fill in the missing parts that are left out 

of an auditory presentation (banan ?). 

AUDITORY DISCRIMINATION: The identification of likeness and difference between sounds. 

AUDITORY PERCEPTION: The ability to receive sounds accurately and to understand what 

they mean when combined into words. 

AUDITORY SEQUENTIAL MEMORY: The ability to remember what one hears in the 

specific order or sequence it was presented. This may affect a person's ability to follow oral 

directions. 

BEHAVIOR MANAGEMENT/MODIFICATION: A method for changing specific human 

behaviors that emphasizes regular encouragement or discouragement of behaviors that can be 

seen, and observing what happens both before and after the behavior. 

CASE CONFERENCE: The meeting held to discuss evaluation results, determine 

need of special services, and plan for the student's educational future, by developing 

the IEP. 

CEREBRAL DOMINANCE: The control of activities by the brain with one side (hemisphere) 

usually considered consistently in control over the other. The left side controls language in most 

people and is thought to be the dominant side. 

CHRONOLOGICAL AGE: A person's actual age by the calendar, usually given by year and 

month, such as CA=6.7 (6 years, 7 months). 

COGNITION: The act or process of knowing; the various thinking skills and 

processes are considered cognitive skills. 

COMPLAINABLE ISSUE: An issue arising from a violation or suspected violation of 

Article 7, e.g., school denying related services for a student. A complainable issue is not 

directly related to identification, evaluation, or placement of a student. 

COMPLAINT: The action taken to notify the state education agency that special education 

regulations are not being followed. A complaint triggers an investigation of the suspected 

problem. 

CONCEPTUAL DISORDER: A disturbance in the thinking process and in cognitive activities 

or a disturbance in the ability to form concepts. 
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CONFIDENTIALITY: Refers to being careful and using good judgment in reporting 

only the information that is relevant about the child when disclosing personal information 

to school personnel, social workers, friends, etc. 

CONGENITAL: A condition existing from birth. 

 

CONSENT: Refers to being fully informed and agreeing to a proposed plan of educational 

evaluation and/or placement. Parental consent in education has three basic parts: 

1) the parent is fully informed; 

2) the parent agrees in writing; and 3) consent is given voluntarily. 

DEVELOPMENTAL DELAY OR LAG: A measurable delay means that a significant difference 

exists between the child's age-expected level of development (adjusted for prematurity, if 

applicable) and the child's current level of functioning. 

DEVELOPMENTAL DISABILITY: A disability that is likely to continue indefinitely; is 

attributed to, but may not be limited to, mental retardation, cerebral palsy, epilepsy, autism or 

dyslexia; occurs before age 18; and constitutes a substantial handicap to the person's ability to 

function normally in society. 

DIAGNOSTIC SERVICES: The services necessary to identify the presence of a disability, its 

cause and complications, and to determine the extent to which the disability is likely to limit the 

individual's daily living and working activity. 

DIAGNOSTIC TESTS: Assessments and evaluations used to find specific strengths and 

weaknesses in a developmental learning skill or academic subject. 

DIRECTIONALITY: The relationship of an object or point in space to another object in 

space. Difficulty in this developmental skill may result in left-right confusion in reading 

and writing. 

DISTRACTIBILITY: Attention that moves rapidly from one thing to another giving 

unusual, fleeting attention to trivial sights and sounds and having very little ability to 

concentrate. 

DOWN SYNDROME: A developmental disability, one of the most common 

causes of mental retardation, caused by specific chromosomal abnormalities. 

DUE PROCESS: A legal term that assures that persons with disabilities have the right to 

challenge any decision made on their behalf. 

DYSFUNCTION: Poor or impaired ability to perform or function in a particular way usually 

as a result of delayed development. 

EARLY INTERVENTION: Programs and services provided to infants and children with 

disabilities during the years of most rapid growth and development, the years from birth to age 5. 



96 
 

EDUCATIONAL SURROGATE PARENT: A person who has received training and acquired 

the knowledge and skills to substitute for the natural parents when a student's parents or guardian 

are not known or when the student is a ward (CHINS) of the Division of Family and Children. 

The educational surrogate parent serves as an advocate and represent student's educational needs 

and interests, in the special education process, in place of the natural parents. 

EVALUATION: The process of collecting and interpreting information about a child. An 

evaluation consists of a variety of tests, observations, and background information, and is done 

by a variety of qualified people called a "multidisciplinary team". 

EXPRESSIVE LANGUAGE: Skills required to produce language for communication with 

other individuals. Speaking and writing are expressive language skills. Sign language is also 

considered an expressive language skill. 

FAMILY ASSESSMENT: The ongoing process used to identify the family's strengths 

and needs related to the development of the child. 

FIGURE-GROUND (auditory): The ability to listen (focus auditorially) to specific sounds 

when there is a lot of background noise and to ignore background noise, in the classroom, 

for example. 

FIGURE-GROUND (visual): The ability to see (focus visually) specific forms or figures of a 

visual field and ignore background forms and figures to find a picture of hidden figure, for 

example. 

FINE  MOTOR COORDINATION (eye/hand): Purposeful, coordinated movements of the hand 

and eye to achieve specific movements such as writing, sorting, sewing, etc. 

FREE APPROPRIATE PUBLIC EDUCATION (FAPE): An educational program designed to 

meet the individual needs of a student with a disability, at no cost to the parent or child, 

provided by or through the public schools. 

FUNCTIONAL EDUCATION: Instruction about basic skills needed in everyday life. 

GROSS MOTOR COORDINATION (e.g. leg, arm): Movement that involves balance, 

coordination, and large muscle activity as needed for walking, running, skipping, jumping, and 

other physical activities. 

HEARABLE ISSUE: An issue relating to the initiation, the change, or the denial of 

identification, evaluation, or educational placement of a child. A hearing can be considered an 

"appeal" of case conference disagreement. 

HYPERACTIVITY: Overactive, either in unplanned or planned body activity, e.g., child 

is in constant state of motion. 

HYPOACTIVITY: Lethargy or extreme lack of movement; e.g., the opposite of hyperactivity. 
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IMPARTIAL HEARING OFFICER: A fair, unbiased person appointed by the state to preside 

over a due process hearing and render a decision. 

IMPULSIVE: Acting (upon impulse) without thought or consideration of the outcome or 

consequences of an action. 

INCLUSION/MAINSTREAMING: Strategies and processes that educators, therapists, 

principals, families, and students use to include students/classmates with disabilities in 

general education classes and activities and in society as a whole. 

INDEPENDENT EVALUATION: An evaluation conducted by a qualified agency or individual 

who is not employed by or under contract with the public school system. 

INDEPENDENT LIVING: Carrying on day-to-day living functions either with personal 

attendant care services or without direction supervision. 

INDIVIDUALIZED FAMILY SERVICE PLAN (IFSP): A written plan for each infant or 

toddler receiving early intervention services that includes goals for the family and a transition 

plan for the child into services for children above the age of three. 

INDIVIDUAL EDUCATION PROGRAM (IEP): The written educational plan for the 

student in special education with goals and objectives to be learned. Each student has 

their own IEP. 

INTELLIGENCE QUOTIENT (IQ): A measurement of thinking (cognitive) 

ability comparing an individual with others in the same age group. 

LEAST RESTRICTIVE ENVIRONMENT (LRE): One of the principles of normalization, it 

requires that people with disabilities receive services and support in environments that do not 

limit their life activities unnecessarily. For example, students with disabilities should be 

educated in ways that meet their needs and least limit their opportunities to be near and interact 

with other students. 

MAINSTREAMING/INCLUSION: Strategies and processes that educators, therapists, 

principals, families, and students use to include students/classmates with disabilities in 

general education classes and activities and in society as a whole. 

MEDIATION: A formal intervention process between parents and school 

systems to achieve reconciliation, settlement, or compromise. 

MODALITY: The pathways through which an individual receives information and learns. 

These may be auditory, visual, tactile-kinesthetic (listening, seeing, touching). 

MULTIDISCIPLINARY TEAM (M-Team): The people who gather information through the 

assessment and evaluation process who are trained in a variety of specialized areas and 

disciplines. Parents are a part of this team along with therapists, psychologists, and teachers. 
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MULTI-SENSORY APPROACH: The use of many modalities or avenues of input at the same 

time to teach; the student will see, hear, smell and touch an object or perform a particular task 

using their eyes, ears, nose and hands. 

NEUROLOGISTS: Medical doctors who specialize in diseases of the nervous system. They 

diagnose and may treat patients who are thought to have physical causes for mental 

disturbances. 

 

OBJECTIVES: Small, measurable steps of learning which help a student reach a goal; 

(learning to hold a pencil before learning to write). 

OCCUPATIONAL THERAPY: Services provided by, or under supervision of, an 

occupational therapist to evaluate and train a person to use gross and fine motor skills, self-

care skills, and use sensory and perceptual motor integration with the intent of strengthening 

the person's ability to function as independently as possible. An occupational therapist or 

certified occupational therapy assistant provides occupational therapy and works with 

teachers and parents to teach them how to provide therapy integrated throughout the child's 

school day. 

PARAPROFESSIONALS: Individuals from the community who work under 

supervision in providing services to students. 

PARENT INVOLVEMENT: Parents have the right and responsibility to participate with the 

schools in special education planning and decisions. Federal and state regulations support parent 

involvement. 

PAYOR OF LAST RESORT: Funding source to be used for services that an eligible child needs 

but is not entitled to under any other Federal, State, local, or private sources. 

PERCEPTION: The process of organizing or interpreting information that we 

receive through the senses, such as auditory or visual thoughts, ideas, or 

impressions. A level of learning that can be described as existing in the mind. 

PERCEPTUAL-MOTOR: A term describing the use of the various channels of perception with 

motor activity or movement. Channels of perception include visual, auditory, tactile, and 

kinesthetic (seeing, hearing, touching). 

PERSEVERATION: The tendency to continue an activity once it has been started and to be 

unable to change or stop the activity even though it is acknowledged to have become 

inappropriate. 

PHYSICAL THERAPY: Services provided by, or under supervision of, a physical therapist to 

evaluate individual developmental levels, functional abilities, reflex level, range of motion, 

muscle strengths, perceptual motor level, and respiratory function, and provide therapy in 

identified areas of need. 
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PLACEMENT: The services and classes chosen by the case conference committee that will 

provide the most appropriate program for the student. The IEP is the planning document used to 

describe all the details of the student's program or placement. 

PROCEDURAL SAFEGUARDS: The steps taken to insure that a person's legal rights are 

not denied (see "complaint, due process, and hearing"). 

PSYCHIATRIST: Medical doctor who specializes in mental illness. They counsel 

patients, diagnose mental illness, and prescribe drugs. 

PSYCHOLOGIST: A person trained to study mental processes and human 

behavior, provide counseling, and conduct assessment. 

 

PSYCHOMETRIST: A psychologist who specializes in administering and evaluating 

psychological tests including intelligence, aptitude, and interest tests. 

RECEPTIVE LANGUAGE: The ability to understand language that is spoken or written by 

others and received by the individual. Receptive language skills include listening, reading, 

understanding signs, and finger spelling. 

REFERRAL: The process of directing a person to another person or service agency that can 

provide needed services. Referral is also the term used to start the educational evaluation 

process. 

REGULATIONS: Statements that clarify the laws that are passed by Congress or the state 

legislature. Regulations are written and issued by departments within the executive branch of 

government; the regulations for P.L. 101-476 (formerly P.L. 94-142) which was enacted by the 

U.S. Congress, are written by the U.S. Department of Education. Indiana regulations to 

implement state laws for special education are known as "rules," are issued by the Indiana Board 

of Education, and have the force of law. (Article 7, Rules 3-16) 

REHABILITATION: Training a person who has a disability to learn or relearn the skills needed 

for daily living and work activities. 

RELATED SERVICES: Developmental, corrective, and other supportive services required to 

assist a child with a disability to benefit from special education; includes services such as 

transportation, speech, physical therapy, occupational therapy, audiology, etc. 

RESOURCE ROOM: A room within a school where a specially trained teacher gives 

help in specified subjects to students. 

SELF CONCEPT: A person's idea of and feeling about him/herself. 

SENSORIMOTOR: Relating to both senses and movement and the combination of the input of 

sensations and the output of motor activity. Motor activity reflects what is happening to the 

sensory organs such as visual, auditory, tactile and kinesthetic sensations. 
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SEQUENCING: The ability to put things in the correct order. Sequential memory is 

the ability to remember, in order, what has been heard, seen or read. 

SERVICE COORDINATION: Activities carried out by a service coordinator that may 

include management and assistance to families or individuals to gain access to appropriate 

services. The term "case management" may be used in place of the term "service 

coordination". 

SOCIAL PERCEPTION: The ability to understand the meaning of behavior in 

situations and appropriately relate such understanding to one's own behavior. 

SOCIAL WORKER: A person involved with helping an individual and/or family in dealing 

with specific behavioral, social, and emotional needs. ROD social workers and school 

counselors provide counseling to resolve issues so that students can maintain school attendance. 

 

SOFT NEUROLOGICAL SIGNS: Nervous system disorders that are mild and swift and 

difficult to detect as contrasted with the gross or obvious neurological abnormalities. 

SPATIAL ORIENTATION: The ability to organize space in terms of the individual 

relating his physical self to the environment with reference to distance, size, position 

and direction. 

SPECIAL EDUCATION (Sp.Ed.): Instruction designed for one person's needs, specially 

planned to satisfy or address the needs of a person with a disability. 

SPEECH/LANGUAGE THERAPY: The process of correcting speech and/or language 

problems or working to improve a person's ability to use speech or language. A specially trained 

speech pathologist teaches on a one-to-one or small group basis. 

SPINA BIFIDA: A congenital disability; an opening in the spine which causes nerves within 

the spine to be damaged. There may be differing degrees of paralysis in the lower part of the 

body. 

STANDARDIZED TEST: Any one of a variety of tests given to a student or group of students 

using uniform conditions, with the same instructions, time limits, etc. Tests are designed by 

sampling performance of other students, using results as a "norm" for judging achievement. 

SUPPORTED EMPLOYMENT: Paid employment in community settings for persons with 

severe disabilities who need ongoing support to perform their work. Support can include on-

the-job training, transportation or supervision. 

TACTILE PERCEPTION: The ability to interpret and give meaning to sensory stimuli 

that are experienced through the sense of touch. 

TOTAL COMMUNICATION: The combined use of finger spelling, sign language, speech 

and lip reading to communicate with persons who have a hearing impairment. 
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TRANSITION SERVICES: Describes the period between preschool and school, school and 

adult services, or any other period where careful planning is needed to ensure the smooth 

transfer of records and information and the continuity of programming from one setting to 

another. 

VISUAL DISCRIMINATION: The ability to recognize small differences between similar 

and slightly different forms or shapes in alphabet letters such as p,g,q,b,d. 

VISUAL PERCEPTION: The identification, organization and interpretation of stimuli 

received by the individual through vision/eyesight. 

VISUAL MOTOR COORDINATION: The ability to coordinate vision with the movements of 

the body or parts of the body. 

VISUAL RECEPTION: The ability to gain meaning from visual stimuli. 

VOCATIONAL EDUCATION: An educational program which provides training in daily 

living skills, occupational skills for paid or unpaid employment, and/or career preparation for 

students in post secondary programs. 
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Contact the following individuals for assistance with the following: 

Director of Special Education Students, Schools 

Personnel, programming, including use of 

paraprofessionals 

Documentation, audits, compliance, and reports to IDOE 

IEP development and compliance 

Transition reports, manifestation conferences 

Legal issues, including mediation, complaints in 

consultation with Executive Director 

Due process 

Evaluation of Students 

Section 504 

Residential and alternative placements 

Nonpublic schools 

Assistant Director of Sp. Ed.   IEP development and compliance 

Transition, Manifestation 

Determination 

General questions regarding programming, case 

conferences 

Early Childhood Coordinator   Referral and evaluation of students age 3-5 

Case conferences for preschoolers 

Preschool programming 

Behavior Consultants Programming 

Individual students 

Educational evaluations 

Case conferences 

FBA and BIP 

School Psychologists  Referral and parent meetings 

Evaluation and time lines 

Case conferences for specific students 

FBA and BIP 

Social Worker Assistance with behavioral issues 

Evaluation for behavioral concerns/therapy 

Therapy schedules 

Speech/Language Pathologist Speech/language evaluation and therapy 

Therapy schedules 

Speech language case conferences 

Assistive technology 



103 
 

OT/PT Therapy and schedules 

Equipment 

OT/PT observations 

OT/PT evaluations 

Questions regarding assistive technology 

 

 Visually Impaired 

 Hearing Impaired 

 

Parochial Schools - Director  
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Contact Numbers 

Director of Special Education   Kendra Bryant 

      812-599-8246 

      kbryant@swjcs.us 

Behavior Consultants    Stephanie Gardner 

      gardners@scsd1.com 

School Psychologist      

Speech/Language Pathologist   Amie Peacock 

      apeacock@crothersville.k12.in.us 

 

OT      Shelley Lovato 

      slovato@maessu.orh 

 

Parochial Schools – Director  
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