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Introduction

The Holyoke Community Charter School Special Education Manual was written to support teachers and school administrators throughout the process of studying and evaluating individual student learning difficulties, and applying appropriate and varied teaching strategies to reach each learner.  The general education system is designed to support the majority of students.  However, the goal of the Holyoke Community Charter School is that ALL students, no matter learning style or abilities, will be successful.  This goal requires additional support services built in to the general education system.  This manual describes the processes and the procedures that classroom and special education teachers and administrators can use to ensure that every student in a diverse student population will be successful.

The Holyoke Community Charter School Special Education Manual is a resource and evolving reference.  New information and other additions and changes will be incorporated as our work develops and improves.  We look forward to learning about how to revise this process and ultimately improve the success of all learners.
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Massachusetts Tiered System of Support

A result of the Massachusetts Education Reform Act of 2000 reinforces the belief that general education curriculum is for each and every student.  Therefore, special education ‘should not be a separate program, but rather should be one aspect of a continuum of supportive services and programs that are provided to ensure that the general education environment is a responsive one”.  Massachusetts Department of Education, March 2001.

Holyoke Community Charter School has developed a Massachusetts Tiered System of Support (MTSS) Team as an avenue for gathering data and implementing interventions and/or supports prior to a special education referral.

Massachusetts Tiered System of Support is a process that enables the team of professionals to meet collaboratively to share their experience with one another in an effort to assist students who are experiencing academic difficulties accessing the curriculum or with social and emotional issues.  The Massachusetts Tiered System of Support Team uses the federally required model of RtI, which is a three-tiered model with increasing levels of intervention and the layering of instructional support as part of the general education process.  Philosophically and practically, the Massachusetts Tiered System of Support Team aims to assess a student’s difficulties, provide remediation, interventions and to measure the gains or continuing challenges the student may be having.  The Massachusetts Tiered System of Support Team is not a part of the special education process.  Although some students may eventually be referred to special education for services, the Response to Intervention process is not seen in the regulations as part of the “pre-referral” process.

The success of the MTSS depends upon professional collaboration among Team members and their knowledge of the student’s educational history and current difficulties.  In addition, the Team members directly involved with the student have knowledge of how to select and correctly implement evidence-based interventions that address the student’s identified needs.  The Team must gather formative assessment data documenting the progress of the intervention and the student’s progress, and must use this data to inform/plan future interventions




Policies and Procedures for Due Process 

The policy and procedures manual for Holyoke Community Charter School consist of action steps to ensure compliance the Team Process, Individual Education Program (IEP), Placement and Progress Reporting, Assessments, Transition and Student Discipline. 
Assessment of Students

· SE1
Assessments are appropriately selected and interpreted for students referred for      evaluation
· SE2
Required and optional assessments
· SE3
Special requirements for determination of specific learning disability

· SE4
Reports of assessment results
· SE5
Participation in general state and district-wide assessment programs
· SE6
Determination of transition services 
· SE7
Transfer of parental rights and student participation and consent at age of majority
· SE8
IEP Team composition and attendance
· SE9
Timeline for determination of eligibility and provision of documentation to parent
· SE10
End of school year evaluation
· SE11
School district response to parental request for independent educational evaluation
· SE12
Frequency of re-evaluation
· SE13
Progress reports and content
· SE14
Review and revisions of IEPs
Student Identification and Program Placement

· SE15
Outreach by school district
· SE16
Screening
· SE17
Initiation of services at age three and early intervention transition procedures

· SE18A
IEP development and content
· SE18B
Determination of placement; provision of IEP to parent
· SE19
Extended evaluation
· SE20
Least restrictive program selected
· SE21
School day and school year requirements
· SE22
IEP implementation and availability
Parent and Community Involvement
· SE24
Notice to parent regarding proposal or refusal to initiate or change the identification, evaluation, or educational placement of the student or the provision of FAPE
· SE25A
Sending of copy of notice to the Bureau of Special Education Appeals
· SE25B
Resolution of disputes
· SE26
Parent participation in meetings
· SE27
Content of team meeting notice to parents
· SE29
Communications are in English and primary language of the home
· SE3
Parent advisory council for special education
Curriculum and Instruction

· SE33
Involvement in general curriculum
· SE34
Continuum of alternative services and placements
· SE35 
Assistive technology: specialized materials and equipment
· SE36
IEP implementation, accountability, and financial responsibility
· SE38
Special education in institutional setting (SES)
· SE40
Instructional grouping requirements for students aged five and older
· SE41
Age span requirements
· SE42
Programs for young  children three and four years of age
Student Support Services
· SE43
Behavioral interventions
· SE44
Procedure for recording and reporting disciplinary data

· SE45
Procedures for suspension up to 10 days and after 10 days: General requirements

· SE46 
Procedures for suspension of students with disabilities when suspension exceed 10 consecutive school days or a pattern has developed for suspensions exceeding 10 cumulative days; responsibilities of the Team; responsibilities of the district.
· SE47
Procedural requirements applied to students not yet determined to be eligible for special education

· SE48
Equal opportunity to participate in educational, nonacademic, extracurricular, and ancillary programs, as well as participation in general education
· SE49
Related services
Annotated IEP Checklist

*eSTAR 
	Item(s)
	IDEA ’97 Regulations
	Regulation Citation

	Parent/Student Input – Part 1

	Consider input from parents
	Parent Participation
	Section 34 CFR 300.345

	Student Strengths and Key Evaluation Summary – Part 1

	Consider results of initial evaluation or most recent evaluations
	Initial Evaluations
Reevaluations

IEP Meetings

Development, Review and Revision of IEP
	Section 34 CFR 300.320
Section 34 CFR 300.321

Section 34 CFR 300.343

Section 34 CFR 300.346

	Consider assessment results from MCAS and district-wide assessments
	Development, Review, and Revision of IEP
	Section 34 CFR 300.346

	Consider input from parents, special educators, and general education teachers
	IEP Meetings
Parent Participation

Development, Review, and Revision of IEP
	Section 34 CFR 300.343
Section 34 CFR 300.345

Section 34 CFR 300.346

	Review existing annual goals and address any lack of expected progress
	IEP Meetings
	Section 34 CFR 300.343

	Review progress in general education curriculum
	IEP Meetings
	Section 34 CFR 300.343

	Vision Statement – Part 1

	Beginning at age 14, the vision statement should be based on the individual student’s needs, taking into account the student’s preferences and interests and include desired outcomes in adult living, post-secondary and working environments
	Transition Services
Development, Review and Revision of IEP
	Section 34 CFR 300.29
Section 34 CFR 300.346

	Discuss how the student’s disability affects the student’s involvement and progress in the general curriculum (ie: the same curriculum as used with non-disabled students)
	Content of IEP
	Section 34 CFR 300.343


	Item(s)
	IDEA ’97 Regulations
	Regulation Citation

	Other Educational Need(s) – IEP 3

	For the student whose behavior impedes their learning or the learning of others, consider student behavior, including positive behavioral interventions, ability to follow school discipline code, any needed code medications and the possible need for functional behavioral assessment
	Development, Review and Revision of IEP
	Section 34 CFR 300.346

	For the student with Limited English Proficiency (LEP), consider language needs and document whether the special education and related services will be provided in a language other than English
	Development, Review and Revision of IEP
	Section 34 CFR 300.346

	For a student who is blind/visually impaired, consider the need for instruction in Braille and use the Braille unless the Team considers such instruction is not appropriate for the student
	Development, Review and Revision of IEP
	Section 34 CFR 300.346

	For the student who is deaf/hearing impaired, consider language and communication needs, opportunities for direct communication, academic level and full range of needs including direct instruction in a child’s language and communication mode
	Development, Review and Revision of IEP
	Section 34 CFR 300.346

	For all students, consider the communication needs
	Development, Review and Revision on IEP
	Section 34 CFR 300.346

	For all students, consider whether assistive technology is needed
	Assistive Technology
Development, Review and Revision of IEP
	Section 34 CFR 300.308
Section 34 CFR 300.346

	For children ages 3 to 5, consider, as appropriate, how the disability(ies) affect the child’s participation in appropriate activities.  Note: By the third birthday of a child eligible for services, and IEP or IFSP must be developed and being implemented
	Content of IEP
Individualized Family Service Plan

Free Appropriate Public Ed (FAPE)

Transition from Part C to Preschool when IEPs must be in effect
	Section 34 CFR 300.347
Section 34 CFR 300.17

Section 34 CFR 300.121

Section 34 CFR 300.132

Section 34 CFR 300.142

	For students beginning at age 14 (or younger if appropriate) and updated annually, a statement of transition service needs of the student under the applicable components of the student’s IEP that focuses on the student’s course of study
	Transition Services
Parent Participation

Content of the IEP
	Section 34 CFR 300.29
Section 34 CFR 300.345

Section 34 CFR 300.347


	Item(s)
	IDEA ’97 Regulations
	Regulation Citation

	Other Educational Need(s) – IEP 3

	For each student beginning at age 16, (or younger if appropriate) a statement of transitional services for the student.
	Transition services
Parent Participation

Content of the IEP
	Section 34 CFR 300.29
Section 34 CFR 300.345

Section 34 CFR 300.347

	Current Performance Levels/Measurable Annual Goals-IEP 4

	Include a statement of child’s present levels of educational performance and a statement of measurable, annual goals including benchmarks or short-term objectives.
	Content of the IEP
IEP-accountability
	Section 34 CFR 300.347
Section 34 CFR 300.347

	Service Delivery – IEP 5

	Consider the student’s unique needs and not existing programs and services when determining service delivery.
	Assistive Technology Service
Related Services

Special Education

Supplementary Aids and Services

Transition Services

Content of IEP
	Section 34 CFR 300.6
Section 34 CFR 300.24

Section 34 CFR 300.26

Section 34 CFR 300.28

Section 34 CFR 300.29

Section 34 CFR 300.347

	Nonparticipation Justification – IEP 6

	Justify why the student is unable to be educated and participate with other children with and without disabilities in activities.
	Content of IEP
Nonacademic Settings
	Section 34 CFR 300.347
Section 34 CFR 300.553

	Schedule Modification – IEP 6

	Discuss and document whether a student needs a longer or shorter school day or year.
	Extended School Year Services
Content of IEP

Developing the IEP
	Section 34 CFR 300.309
Section 34 CFR 300.347

Section 603 28.05 (4) (d)

(State Regulation)

	Transportation – IEP 6

	Discuss and record whether the student needs transportation as result of the disability(ies)
	Related Services

Nonacademic Services

Location of Services, Transportation

Transportation
	Section 34 CFR 300.24

Section 34 CFR 300.306

Section 34 CFR 300.456

Section 603.28.05(5)

(State Regulation)

	State or District-Wide Assessment – IEP 7

	Discuss and document how the student with a disability will be included in the state and district-wide assessments.
	Participation in Assessments

Content of IEP
	Section 34 CFR 300.138

Section 34 CFR 300.347


	Item(s)
	IDEA ’97 Regulations
	Regulation Citation

	Additional Information – IEP 8

	For students age 14 or older, discuss and document expectations for high school graduation, anticipated graduation date, if appropriate, and steps needed to reach graduation.
	Exception of FAPE for Certain Ages

Prior Notice by Public Agency, Content of Notice
	Section 34 CFR 300.122
Section 34 CFR 300.503

	For students age 16 (or younger, if determined appropriate by the IEP team) or older, when appropriate, discuss and document inter-agency responsibilities and any needed linkages.
	Content of IEP
	Section 34 CFR 300.347

	For a student two years before graduation or reaching age 22 who may require continuing special services, discuss and document the need for a referral to an area human services agency office or the bureau of transitional planning.
	Required under state law M.G.L. c71 Section 12A-12-C (known as chapter 688) Developing the IEP
	Section 34 CFR 300.CMR 28.05(4)(c) 

(State Regulation)

	For students whose IEPs have transition services that a participating agency fails to provide, identify alternative strategies to meet these objectives.
	Agency Responsibilities for Transition
Services, Reconvene Team as Necessary to Address
	Section 34 CFR 300.348

	For students at least one year before age 18, discuss and document the transfer of rights discussion.
	Content of IEP
	Section 34 CFR 300.347

	For transition-aged student not in attendance document other steps taken to ensure that the student’s preferences and interests were considered.
	IEP Team
	Section 34 CFR 300.344

	Additional Information – IEP 8 

	When parents are not in attendance, the school district should document effort made to ensure parent participation and to insure a mutually agreed upon time and place.
	Parent participation
	Section 34 CFR 300.345

	Parent Signature – IEP 8

	Immediately following the development of the IEP, the district shall provide the parent with a copy of the proposed IEP along with the required notice.
	Required Under State Regulation

Parent Response to Proposed IEP and Proposed Placement
	Section 34 CMR28.05(7)

(State Regulation)


REFERRAL FOR AN EVALUATION TO DETERMINE
ELIGIBILITY FOR SPECIAL EDUCATION

A result of the Massachusetts Education Reform Act of 2000 reinforces the belief that general education curriculum is for each and every student.  Therefore, special education “should not be a separate program, but rather should be one aspect of a continuum of supportive services and programs that are provided to ensure that the general education environment is a responsive one.” Massachusetts Department of Education, March 2001.
A referral for an evaluation to determine eligibility for special education services can be made by a variety of parties.  Under the regulations, Holyoke Community Charter School (HCCS), ensures a responsive school environment that meets the needs of all students and implements and documents the use of attempted instructional strategies through the Massachusetts Tiered System of Support (MTSS) process on a case-by-case basis.  

A parent’s right to refer for a special education evaluation, however, is not limited and should never be delayed because the school has not fully explored and/or attempted some or all of the available instructional support programs or other types of interventions.  
If a formal referral for evaluation has been expressed either in writing or orally by a parent or other person in a care giving capacity, HCCS may not delay the provision of a special education evaluation.  
Holyoke Community Charter School must respond promptly to determine the areas of concern (e.g. academic, behavioral) and then seek out permission to conduct an initial evaluation for special education eligibility.
Once a referral for an evaluation has been received, HCCS has five (5) school working days from the receipt of referral in order to respond to the given request.  An evaluation consent form is created and sent home to the parent in order to obtain a signature indicating consent for the needed testing, as well as a copy of the Procedural Safeguards, which documents the parent’s rights throughout the evaluation process. The IEP Team Leader will contact the parent/guardian by phone in order to complete the parent input form.  If the parent cannot be reached within 72 hours, the parent input form is then mailed to the parent’s house.  The parent input form is used to collect specific information about the student’s difficulties and the parent’s concerns.   Parent consent for evaluation must be obtained before initiating the evaluation.

INITIATING A REFERRAL FOR SPECIAL EDUCATION ELIGIBILITY
School Referral

Once the MTSS Team has determined that all efforts have been made to meet the needs of the student, the MTSS Team may refer the student for evaluation in order to determine special education eligibility.  Documentation of this referral must be included in the student record.

Parent Referral

A parent (including foster parent, guardian, an individual with whom the student lives, or an individual legally responsible for the student’s welfare) may refer a student at anytime for an initial evaluation to determine eligibility for special education.  This referral may be made either orally or in writing.  Upon receipt of a referral for an initial evaluation, HCCS has five (5) school working days to respond to the request. 
Acting on the Referral for an Evaluation to Determine Special Education Eligibility
All referrals must be given directly to the Special Education Compliance Coordinator to begin the process.  Within five (5) working school days of receiving the referral, parents are contacted by the IEP Team Leader in order to clarify concerns and help develop an appropriate evaluation plan to address all areas of suspected disability.

Upon completion of this process the parents will receive a Parent Consent Packet consisting of the following items: 
· NI – Notice of Proposed School District Action (eSTAR)

· Notice of Procedural Safeguards (eSTAR)

· N1A – Evaluation Consent (eSTAR)

*Parent must complete and return these forms before the evaluation can begin.

If a parent does not return the Evaluation Consent Form within 10 days, the Special Education Compliance Coordinator calls the parent to discuss any concerns.  If after 10 additional days, the parent does not respond, the Coordinator sends the parent a N1A- Evaluation Consent Form/Second Notice (eSTAR).  If the parental consent is not received within 10 days of the second notice, the Coordinator attempts contact with the parent again.
Additional efforts to obtain parental consent are made and documented.  If parent revokes consent or refuses to agree to an evaluation, and HCCS determines that such action denies the student an appropriate education, HCCS seeks resolution through the Bureau of Special Education Appeals.

Upon receipt of the signed N1A-Evaluation Consent Form the timeline for the evaluation process begins.  The evaluation must be completed within 30 days.  The Team Meeting must be held within 45 days.  The Special Education Compliance Coordinator immediately notifies the Evaluation Team members that they may begin the evaluation process.  Upon completion of the required evaluations, the Special Education Compliance Coordinator schedules the Initial Eligibility Team Meeting and sends the following written notification to parents and other meeting participants:
·  N3 – Team Meeting Invitation (eSTAR)

· N3A – Attendance Sheet (eSTAR)
In the event that the parent calls to change the meeting time/date, the Special Education Compliance Coordinator sends out the N3 – Notice of Team Meeting Date/Change.  
Evaluators make all evaluation reports available to the parents at least two (2) working days prior to the meeting.  
Initial Referral Process/Timelines

This is the initial referral process to initiate an evaluation to determine eligibility for Special Education.  Requirements for a referral are made by one of the following sources (staff, parent, other agency/individual)
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Evaluation Guidelines
Evaluations of the student must be made in all areas of suspected disability in order to determine eligibility for Special Education.  Eligibility cannot be based on lack of reading or math instruction or on limited English proficiency (LEP).  Evaluation activities should be tailored to the specific referral questions for the individual student and needs to address whether or not there is a disability, and if the disability affects the student’s learning.  Evaluations must provide information to determine present levels of academic achievement and related development needs, and not only designed to provide a single general intelligence quotient.  No single test should be used as the sole criterion for determining eligibility.  Holyoke Community Charter School uses a variety of techniques (both formal validated assessments and informal assessments) to gather relevant functional and developmental information; including information provided by parents, observation of the student in classroom, work samples/portfolios, interviews, and review of the records are used. 
An observation of the student is made by at least one member of the IEP Team other than the student’s teacher to determine a specific learning disability.  The IEP Team Leader is responsible for the classroom observation or assigning another staff member to complete and report on the observation.
Consent for an initial evaluation for wards of the state is not required if Holyoke Community Charter School cannot, after reasonable efforts, locate the parent or the parent’s rights have been terminated under state law or a judge has subrogated the parent’s rights to make educational decisions.  HCCS is obligated to seek a surrogate parent, through the DESE, for wards of the state.  A ward of the state includes foster children (except if student has a foster parent) and a student in the custody of a public child welfare agency.
Evaluations are required prior to a finding that a student is no longer eligible, except for graduation with a regular diploma or aging out.  For those students, HCCS makes recommendations how to assist the student to meet post secondary goals.

Evaluations are provided and administered in the language and form most likely to yield accurate information on what the student knows and can do academically, developmentally, and functionally.  Evaluations are administered and interpreted by trained individuals.  All assessments and evaluations are reviewed by the IEP Team Leader to ensure that all employ technically sound instruments that assess the relative contribution of cognitive and behavioral factor, in addition to physical or developmental factors.  In addition, evaluation materials are periodically reviewed to remove any cultural and linguistic bias.
Required Assessments for an Evaluation
· Educational Assessment: Part A – completed by teacher/s (eSTAR)
· Educational Assessment Part B -  completed by teacher/s (eSTAR)
· Specific Learning Disability Forms SLD 1,2,3,4 when student suspected of having a specific learning disability (eSTAR)
· Specialist Assessment(s) – to be completed by specialists in all areas of the student’s suspected disability
· Functional Behavior Assessment (FBA) must be conducted if the student’s behavior interferes with learning – process and forms (Student Management)

Optional Assessments

· Psychological

· Speech and Language and/or Screening

· Occupational Therapy Assessment and/or Screening

· Physical Therapy Assessment

· Home Assessment/ Parent Input. The IEP Team should request this if there are significant concerns related to the home or family environment as they affect student’s performance
· Health Assessment

Evaluation Process 
Members of the Evaluation Team coordinate their assessments with the student’s teacher(s) and other evaluators so that the student is not over-tested on any given day.  The evaluator conducting the assessment ensures that the student is notified in advance of any pullout from class.   The Special Education Compliance Coordinator ensures that the assessments are completed within 30 school working days of the parent’s signed consent.  One week before the 30-day deadline the Special Education Compliance Coordinator contacts those conducting the evaluations to ensure testing will be completed and delivered to the parents and IEP Team Leader at least two (2) working days before the Team Meeting.
If consent is received within thirty (30) days to forty-five (45) school working days before the end of the school year, the Special Education Compliance Coordinator ensures that a Team Meeting is scheduled so as to allow for the provision of the proposed IEP or written notice of the finding that the student is not eligible no later than fourteen (14) days after the end of the school year.

A Team Meeting will be held within 45 school days to review the results of the evaluations and determine eligibility for special education.
Evaluation Reports
All evaluation reports should be written in clear, jargon-free language.  Assessments must also be translated into the parent’s primary language, if the primary language is not English.  Evaluators should be sure to interpret/summarize results and diagnostic impressions to help the IEP Team determine eligibility.  This summary should include the student’s present levels of educational performance and any areas of need arising from the student’s disability.  Educationally relevant accommodations and modifications should also be identified to ensure the student’s involvement and progress in the general education curriculum.
An eligibility determination needs to be made by the IEP Team, which includes qualified professionals and parents.  The IEP Team must determine eligibility for special education based on a variety of assessment materials.  The IEP Team is required to include parent input in the eligibility decision as well as information pertaining to all areas of suspected disability.

Eligibility must not be based on lack of reading or mathematics instruction or on English language learning needs.

Parental Request for an Independent Evaluation

Parents may obtain an independent educational evaluation of their child by appropriate professionals at their own expense at any time.  If parents disagree with an evaluation done by the school district they may request an independent educational evaluation for up to 16 months from the date of the evaluation with which the parent disagrees.  The Special Education Coordinator responds to these requests by ensuring that independent evaluations are completed by qualified personnel who are registered, certified, or otherwise approved and abide by the rates set by Medicaid. Higher rates may be paid under unique circumstances.   
HCCS will abide by Massachusetts law (M.G.L. c. 71B, § 3) to allocate costs for IEEs between the district and the parent on a sliding fee basis for income eligible families.  If the student is eligible for free or reduced cost lunch, or is a state ward, or the family's income is equal to or less than 400% of the federal poverty guidelines, HCCS will pay the entire cost of the IEE.  If a parent does not wish to provide the necessary financial information to the school district or does not meet the income eligibility standards, the parent may still request an IEE.  In this case HCCS shall either agree to pay for the IEE or within five school days proceed to the BSEA to show that its evaluation was comprehensive and appropriate.

HCCS offers parents who have been dissatisfied with HCCS evaluations of their child, the option of free independent evaluations that are equivalent to the types of assessments done by the school district.   If the parent requests an IEE at public expense, the school district will pay for the IEE or, within five days, request a determination from the Bureau of Special Education Appeals (BSEA). If the BSEA hearing officer decides the district's evaluation was comprehensive and appropriate, the parent still has the right to obtain an IEE but not at public expense. 
Whenever possible, independent evaluations are completed and a written report sent no later than 30 days after the date of the parent’s requests for an independent educational evaluation.  The report shall include a written summary of procedures, assessments, results, and diagnostic impressions, as well as any educationally relevant recommendations for meeting the identified needs of the student.  Within ten (10) school days from the receipt of the independent evaluation results, the IEP Team will reconvene and consider results in order to determine eligibility and/or additional specialized services as needed.

Reevaluation Process

The Reevaluation Process

A reevaluation is conducted for each student with a current IEP, every three years or more frequently if requested or recommended.  Reevaluations occur not more frequently than once a year unless both parents and HCCS agree that an evaluation is needed.

Evaluations are required prior to a finding that a student is no longer eligible, except for graduation with a regular diploma or aging out.  For those students, HCCS provides a summary of academic and functional performance, including recommendations on how to assist the student to meet post secondary goals.

 Initiating the Reevaluation Process

The Special Education Compliance Coordinator develops a schedule of reevaluations at the beginning of each year to facilitate reevaluations being completed within required timelines.

Reevaluation activities should be tailored to the specific questions for the individual student in order to help the IEP Team determine whether the student would continue to make progress in the general education curriculum without the continued provision of special education services.  Evaluations must provide information to determine present levels of academic achievement and related developmental needs.  No single assessment should be used as the sole criterion for determining eligibility. Rather, a variety of assessment tools (both formal and informal), information provided by parents, observation of the student in the classroom, work sample/portfolios, interviews, and review of the records should be used.  Observation of the student must be made by at least one Team member other than the student’s teacher to determine a specific learning disability.

Evaluation must be provided and administered in the language and form most likely to yield accurate information for the given student.  Evaluation should assess a student academically, developmentally, and functionally, unless it is not feasible to so provide and administer.
Reevaluation Procedures

The IEP Team Leader will send out a Parent Consent Packet consisting of

· Proposal to Conduct a Reevaluation N1 (eSTAR)

· Evaluation Consent Form N1A (eSTAR)

· Parent must sign  and return
· The Notice of Procedural Safeguards

If the parent does not return the Evaluation Consent Form (N1A) within 10 days, the Coordinator will call the parent to discuss any concerns.  If parental consent is not received with 10 days of the second attempt, additional efforts to obtain parental consent will be made and documented.  If after an additional 5 days, the parent still does not respond, the Coordinator will send the parent an Evaluation Consent Form/Second Notice N1A.  

If parental consent is not received with 10 days of the second attempt, additional efforts to obtain parental consent will be made and documented.  If the parent revokes consent or refuses to consent to any reevaluation and HCCS determines that such action will deny the student an appropriate education, HCCS shall seek resolution through the Bureau of Special Education Appeals.
Upon receipt of the signed Evaluation Consent Form N1A, the Special Education Compliance Coordinator will notify the evaluation Team Members that they may begin to assess the student.  Upon completion of the needed evaluations, the Special Education Compliance Coordinator will schedule the Team Meeting and send the parent(s) the following:
· Notice of Team Meeting N3 (eSTAR)
· Attendance Sheet N3A (eSTAR)

In the event that the parent calls to change the meeting time/date, the Special Education Compliance Coordinator must send out the Notice of Team Meeting Date/Change N3 (eSTAR).  If the student is 14 years of age or older, the Special Education Compliance Coordinator will review the evaluation process, give the student an invitation to the Team Meeting and obtain a signature on the Notice of Team Meeting N3 (eSTAR).  

Evaluation Process for Reevaluation
Members of the Evaluation Team coordinate their assessments with the student’s teacher(s) and other evaluators so that the student is not over-tested on any given day.  The evaluator conducting the assessment ensures that the student is notified in advance of any pullout from class.   The Coordinator ensures that the assessments are completed within 30 school working days of the parent’s signed consent.   One week before the Team Meeting, the Special Education Compliance Coordinator contacts those conducting the evaluations to ensure testing will be completed and delivered to the parents and IEP Team Leader at least two (2) working days before the Team Meeting.
If consent is received within thirty (30) days to forty-five (45) days school working days before the end of the school year, the Special Education Compliance Coordinator ensures that a Team Meeting is scheduled so as to allow for the provision of the proposed IEP or written notice of the finding that the student is not eligible no later than fourteen (14) days after the end of the school year.

A Team Meeting will be held within 45 school days to review the results of the evaluations and determine eligibility for special education.

Evaluation Reports for Reevaluation
All evaluation reports should be written in clear, jargon-free language.  Assessments must also be translated into the parent’s primary language, if the primary language is not English.  Evaluators should interpret/summarize results and diagnostic impressions to help the Team determine eligibility.  This summary should include the student’s present levels of educational performance and any areas of need arising from a disability.  Educationally relevant accommodations and modifications should be identified to ensure the student’s involvement and progress in the general education curriculum.

An eligibility determination needs to be made by the IEP Team, which includes qualified professionals and parents.  The IEP Team must determine eligibility based on a variety of assessment materials.  The IEP Team is required to include parent input in the eligibility decision as well as needed information pertaining to all areas of suspected disability.

Eligibility must not be based on lack of reading or math instruction or on English language learning needs.

IEP Team

The IEP Team

The following are mandated members of the IEP Team (individuals may serve in more than one role as appropriate):
· Student’s parent(s)/ Guardian
· IEP Team Leader/Special Education Academic Coordinator who has the authority to commit to district resources

· At least one regular education teacher who is familiar with the student (if the student is, or may be, participating in the regular education environment)

· The student if age 14 or older

· At least one teacher/specialist trained in the  areas of the suspected disability

· Individual qualified to interpret the instructional implications of the evaluations

Additionally, members may include:

· Other individuals who may be necessary for the development of the IEP at the discretion of the Special Education Coordinator
· If transition services, or vocational education is to be discussed, a representative of said agency

· Other individuals at the request of the parent

The IEP Team Meeting is designed to incorporate school staff, parents, and other invited personal as a unified group to determine eligibility and/or develop an IEP for a particular student.

Holyoke Community Charter School is dedicated to ensuring parental involvement in the Team process.  Every effort will be made to ensure this participation.  If a parent is unable to attend the Team Meeting, the Coordinator will provide the parent/guardian with the opportunity to participate via conference call or tele-conference. 

IDEA 2004 permits members being excused if parent and HCCS agree (written agreement with parent).  If excused member has input, it must be provided in writing.
Student Services Department Responsibilities

Special Education Compliance Coordinator

· Create and manage compliance monitoring systems for school

· Insure all SPED referrals are completed within appropriate time frames

· Schedule appropriate/related meetings

· Prepare all relevant documents for all Team Members

· Any relevant testing or evaluations

· Correspondence

· Relevant reports

· Prior IEPs or related documents

· Organize initial/annual/reevaluation/progress meetings

· Contact parents

· Notify service providers of meeting

· Create invitations

· Send invitations to parents

· Send invitations to staff

· Confirm Team Members will attend

· Book conference room

· Share IEP with appropriate teachers

· Create 3 year review referral

· Follows up to ensure the IEP and all paperwork is signed

IEP Team Chair 

· Review all assessment materials

· Chair and write IEP

· Bring all documents to IEP team for file

· Run meeting

· Create meeting notes

· Have parents sign notes and send them home with a copy

· Create Amendments when necessary

Special Education Academic Coordinator

· Evaluate resources and staffing with administration

·  Supervise the Student Services Department: special education teachers, para-professionals, counselors, speech pathologist, team chair, testing coordinator, and compliance coordinator  

· Collaborate with AQC’s, Student Management department, and regular educators around current progress, documentation, and student concerns

· Oversee and track students’ academic progress

· Advocate for student

· Liaison to parents

· Liaison to Clinical staff and outside service providers

· Liaison to regular educators

· Ensure all staff are informed of their responsibilities for the student

· Chair and organize Progress meetings when necessary

· Coordinate the writing of progress reports at least as often as report cards are sent home
Roles of the Other IEP Team Members

· Psychologists, Speech and Language Pathologists/Therapists, Occupational Therapists, and other specialist to interpret evaluation reports

· Other individual(s) who have knowledge or expertise regarding the student

· If appropriate, the student

Documents to Prepare for the IEP Meeting

The following documents are prepared ahead of time and distributed at the meeting to facilitate communication and comply with special education regulations:

· Agenda
· IEP Meeting Summary

· Attendance sheet (eSTAR)

· Eligibility Determination Chart (eSTAR)
· Copy of current IEP (eSTAR) to write draft of new IEP onto

· Permission to Dismiss or Excuse Team Member Form

· Specific Learning Disability (SLD) form (eSTAR)

· Transition Planning Form (TPF) (eSTAR) for students 14 and over
IDEA 2004 permits members being excused if parent and Coordinator agree (written agreement from parent).  If excused member has input it is provided in writing.

Responsibilities of the IEP Team

The IEP Team manages three important activities:

· Eligibility Determination/Initial and Reevaluation
· Determine Primary Disability

· Development of the IEP

· Placement Decision

To provide each student with disabilities the right to a Free Appropriate Public Education (FAPE) it is the Team’s responsibility to develop an IEP which provides special education and related services and needed supplementary aids and services.  This process will enable students to be involved in and make progress in the general curriculum to the best of their ability. The IEP provides the student with access to the general education curriculum and prepares students with disabilities for independence and employment.   The IEP Team process is designed to work towards consensus.  If no consensus is reached it is the Coordinator’s responsibility to make a decision.  

Eligibility Determination

Eligibility Determination

The Special Education Eligibility Flowchart assists the Team in making eligibility determinations. The flowchart Special Education Eligibility Information (eSTAR) should become part of the student’s record when a student is not found eligible for special education services.  The flowchart also becomes part of the student’s file after every Initial or Reevaluation meeting in order to document the team’s fidelity to the process.
Eligibility Evaluation Guidelines/Timelines
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Identification of a Disability

Identification of a Disability

To be eligible for special education services a student must first be found to have a disability that prevents or impairs his/her ability to make effective progress in school.  The Special Education Eligibility/Initial and Reevaluation Determination Flowchart should be used to assist the Team in making an eligibility determination according to State and Federal Special Education regulations.
Team Members should identify the type of disability from the list below before taking the next step in the eligibility process:

· Autism 
· Intellectual
· Emotional
· Physical
· Health
· Developmental Delay
· Neurological
· Communication
· Specific Learning
· Sensory: Hearing, Vision, Deaf-Blind
Autism

Autism is a developmental disability significantly affecting verbal and nonverbal communication and social interaction.  The term shall have the meaning given it in federal law at 34 CFR 300.7

(i) Autism means a developmental disability significantly affecting verbal and nonverbal communication and social interaction, generally evident before age 3 that adversely affect a child’s educational performance.  Other characteristics often associated with autism are engagement in repetitive activities and stereotyped movements, resistance to environmental change or change in daily routines, and unusual responses to sensory experiences.  The term does not apply if a child’s educational performance is adversely affected primarily because the child has an emotional disturbance, as defined in paragraph (b) (4) of this section.
(ii) A child who manifests the characteristics of “autism” after age 3 could be diagnosed as having “autism” if the criteria in paragraph (c) (1) (i) of this section are satisfied.

Developmental Delay

The learning capacity of a young child (3-9 year old) is significantly limited, impaired or delayed and is exhibited by difficulties in one or more of the following areas: receptive and/or expressive language; cognitive abilities; physical functioning; social, emotional, or adaptive functioning; and/or self-help skills.

Intellectual Impairment

The permanent capacity for performing cognitive tasks, functions, or problem solving is significantly limited or impaired and is exhibited by more than one of the following: a slower rate of learning; disorganized patterns of learning; difficulty with adaptive behavior; and/or difficulty understanding abstract concepts.  Such term shall include students with mental retardation.
Sensory Impairment
The term shall include the following:

1. Hearing:  The capacity to hear, with amplifications, is limited, impaired, or absent and results in one or more of the following: reduced performance in hearing acuity tasks; difficulty with oral communication; and/or difficulty in understanding auditorally-presented information in the education environment.  The term includes students who are deaf and students who are hard-of-hearing.

2. Vision: The capacity to see, after correction, is limited, impaired, or absent and results in one or more of the following: reduced performance in visual acuity tasks; difficulty with written communication; and/or difficulty with understanding information presented visually in the education environment.  The term includes students who are blind and students with limited vision.

3. Deaf-Blind: Concomitant hearing and visual impairments, the combination of which causes severe communication and other developmental and educational needs.
Neurological Impairment

The capacity of the nervous system is limited or impaired with difficulties exhibited in one or more of the following areas: the use of memory, the control, and use of cognitive functioning, sensory and motor skills, speech, language, organizational skills information processing, affect, social skills, or basic life functions.  The term includes students who have received a traumatic brain injury.

Emotional Impairment

As defined under federal law at 34 CFR 300.7, the student exhibits one or more of the following characteristics over a long period of time and to a marked degree that adversely affects educational performance: an inability to learn that cannot be explained by intellectual, sensory, or health factors; an ability to build or maintain satisfactory interpersonal relationships with peers and teachers; inappropriate types of behavior or feelings under normal circumstances; a general pervasive mood of unhappiness or depression; or a tendency to develop physical symptoms or fears associated with personal or school problems.  The determination of disability shall not be made solely because the student’s behavior violates the school’s discipline code, because the student is involved with a state court or social service agency, or because the student is socially maladjusted, unless the Team determines that the student has a serious emotional disturbance.
Emotional disturbance is defined as follows:

(i) The term means a condition exhibiting one or more of the following characteristics over a long period of time and to a marked degree that adversely affects a child’s educational performance:

a)  An inability to learn that cannot be explained by intellectual, sensory, or health factors

b) An inability to build or maintain satisfactory interpersonal relationships with peers and teachers

c) Inappropriate types of behavior or feelings under normal circumstances

d) A general pervasive mood of unhappiness or depression

e) A tendency to develop physical symptoms or fears associated with personal or school problems

(ii) The term includes schizophrenia.  The term does not apply to children who are socially maladjusted, unless it is determined that they have an emotional disturbance.

Communication Impairment
The capacity to use expressive and/or receptive language is significantly limited, impaired, or delayed and is exhibited by difficulties in one or more of the following areas: speech, such as articulation and/or voice; conveying understanding, or using spoken, written, or symbolic language.  The term may include a student with impaired articulation, stuttering, language impairment, or voice impairment if such impairment adversely affects the student’s educational performance.
Physical Impairment
The physical capacity to move, coordinate actions, or perform physical activities is significantly limited, impaired, or delayed and is exhibited by difficulties in one or more of the following areas: physical and motor tasks; independent movement; performing basic life functions.  The term shall include severe orthopedic impairments or impairments caused by congenital anomaly, cerebral palsy, amputations, and fractures if such impairment adversely affects a student’s educational performance.

Health Impairment

A chronic or acute health problem such that the physiological capacity to function is significantly limited or impaired and results in one or more of the following: limited strength, vitality or alertness including a heightened alertness to environmental stimuli resulting in limited alertness with respect to the educational environment.  The term shall include health impairments due to asthma, attention deficit disorder or attention deficit with hyperactivity disorder, diabetes, epilepsy, a heart condition, hemophilia, lead poisoning, leukemia, nephritis, rheumatic fever, and sickle cell anemia, if such health impairment adversely affects a student’s educational performance.

Specific Learning Disability

The term shall have the meaning given in federal law at 34 CFR 300.7 and 300.541.  Specific learning disability is defined as follows:

(i) General. The term means a disorder in one or more of the basic psychological processes involved in understanding or in using language, spoken or written, that may manifest itself in an imperfect ability to listen, think, speak, read, write, spell, or to do mathematical calculations, including conditions such as perceptual disabilities, brain injury, minimal brain dysfunction, dyslexia and developmental aphasia.
(ii) The term does not include learning problems that are primarily the result of visual, hearing, or motor disabilities, of mental retardation, of emotional disturbance, or of environmental, cultural, or economic disadvantage.
Section 300.541 Criteria for determining the existence of a specific learning disability:

A Team may determine that a child has a specific learning disability if the child does not achieve commensurate with his or her age and ability levels in one or more key areas if provided with learning experiences appropriate for the child’s age and ability levels.  If the Team finds that a child has a severe discrepancy between his/her intellectual ability and achievement in one or more of the following areas, the Team may determine that the child has a specific learning disability:

· Oral expression
· Listening comprehension

· Written expression

· Basic reading skill

· Reading comprehension

· Mathematics calculation

· Mathematics reasoning

Holyoke Community Charter School has the authority to use a process that determines if the student responds to scientific, research-based interventions as part of the evaluation procedures the MTSS Team.
Additional steps are required when a specific learning disability is suspected.  

Federal regulations require additional steps in the evaluation process if the Team suspects a student of having a specific learning disability.  Holyoke Community Charter School must take the following steps in such cases:

· At least one Team Member other than the student’s teacher must complete a classroom observation of the student’s academic achievement-the SLD 4 Form must be used to document this
· The Team must submit SLD components 1, 2, 3 and 4 along with the SLD Determination of Eligibility when making a determination of a Specific Learning Disability.
Determining Eligibility: Is the Student Making Effective Progress in School?
The Team makes a judgment as to whether the student is making effective progress in the general education program.  To do so, the Team determines whether the student has:

· Made documented growth, with or without accommodations, in knowledge and skills acquisition including social/emotional development, the learning standards set forth in the Massachusetts Common Core, and the curriculum of the District

· Made growth according to the chronological age, the developmental expectations, and the individual education potential of the student 

When considering if the student has made effective progress, the Team specifically looks at whether the disability is causal to an inability to make progress.  Teams judge whether the lack of progress is a result of the disability.  The Team looks at the evaluation results to see whether the lack of progress is a result of the disability or a result of other factors.  The Team also reviews a student’s grades, attendance and discipline records.  If the Team determines the lack of progress is connected to a disability the Team continues to discuss a possible finding of special education eligibility.  According to state and federal regulation, a student is not found eligible solely because the student is unable to follow the school discipline code, has limited English proficiency, social maladjustment, or lacked reading or math instruction.  These reasons may become part of the Team’s deliberations, but the essential finding of the Team must be that the lack of progress is, at least in part, a result of the disability(-ies).

After there has been a determination of disability, the Team asks the final question:
· Does the student require specially designed instruction in order to make progress?

Specially designed instruction is a modification not regularly provided for students in the general education setting.  Specially designed instruction includes modifications that affect content, delivery of instruction, methodology and/or performance criteria and are necessary to assist the student in participating and learning.  Specifically designed instruction is an absolute requirement for students found eligible for special education.  Related services necessary to access the general curriculum are considered special education and may be provided alone, or in combination with specially designed instruction.  If the student only requires accommodations, then that student is not eligible for special education.  Accommodations are typically provided by general educators within the general education environment.  Preferential setting, pencil grip use, or cooperative learning strategies are some examples of these kinds of typical accommodations.  Accommodations do not involve modifying the material content, but do allow students to receive information in more effective manner.
Section 504 of the Rehabilitation Act of 1973 is a civil rights law that prohibits discrimination on the basis of disability in programs and activities that receive federal financial assistance.  This law protects a person who has a physical or mental impairment that substantially limits one or more major life activities.  Students who are making effective educational progress but need accommodations in order to participate in public school programs may be eligible for accommodations under a Section 504 plan and the Team refers them to the 504 Team.
Extra steps are required when a specific learning disability is suspected.  Federal regulation requires additional steps in the evaluation process if the Team suspects a student of having a specific learning disability.  HCCS must take the following steps in such cases:
· At least one Team member other than the student’s teacher completes a classroom observation of the student’s academic achievement

· The Coordinator with the assistance of the school psychologist and the IEP Team completes the above-named SLD forms in addition to a written report answering the following questions:

· Does the student have a specific learning disability?

· What basis was used in making the determination?

· What relevant behavior was noted during the observation and how does that behavior relate to the student’s academic functioning?

· What educationally relevant medical findings, if any, were found?

· What was the Team’s determination concerning the effects of environmental, cultural or economic disadvantage and does the Team agree that the need for special education is not the result of such disadvantage?

Team Members certify in writing whether the written report reflects their conclusion of a finding of a specific learning disability using the Specific Learning Disability Determination Form (eSTAR).  Any individual who disagrees with the written report submits a separate statement to express their differing conclusions.

Team: Student Eligible for Special Education Services.
If a student is found eligible for special education, an IEP is developed.  The development of the IEP occurs within the same meeting that the determination of eligibility is made.

Any action proposed by HCCS should be documented in the Notice of Proposed School District Action (N1) (eSTAR), as well as on the IEP Summary form completed at every meeting.
Team: Student Not Eligible for Special Education Services 

If the student does not have a disability does not show a lack of progress, or the lack of progress  is not due to a disability, and the student is determined  not to require special education services, then the Team makes a finding of no eligibility.  However, as a matter of good educational practice, the Team discusses the appropriate next steps to ensure that HCCS, through regular education options, addresses any identified problem or concern.

Parents receive a Notice of School District Refusal to Act N2 and Special Education Eligibility Determination Flowchart.  Parents have the right to appeal any eligibility determination to the Bureau of Special Education Appeals, including a finding of no eligibility.  Parents may contact the Bureau directly.
Parent Input with Evaluation Findings.
Team Members should check a parent’s understanding of the evaluation data and their agreement with it.  If parents disagree with any particular school assessment, parents have the right to an Independent Educational Evaluation (IEE).  The Coordinator immediately notifies the Director of any request for an IEE.

Extended Evaluation is an option if evaluations prove inconclusive.
If evaluation information is inconclusive and the Team has found the student eligible, the Team may want to consider an Extended Evaluation.  An Extended Evaluation can only be done if the parent agrees to this evaluation and has signed an Evaluation Consent form for the additional testing needed.
Extended Evaluations cannot be used for the following purposes:

· to extend the evaluation timelines for required assessments
· to deny programs or services to a student

· to constitute a temporary placement

The Team will then write a partial IEP or Full IEP in conjunction with an Extended Evaluation form.  This action ensures, with parental acceptance of the IEP, that a student is not denied services determined necessary at a Team Meeting.

An Extended Evaluation may extend longer than one week, but not to exceed eight school weeks. The Team may decide to meet during that evaluation period.  However, the Team must reconvene as soon as the additional evaluation data is available in order to review assessment data and/or complete the writing of the IEP.
Development of the Individualized Education Program (IEP)

Development of the Individualized Education Program (IEP)
Writing the Individual Education Program (IEP) is the second step in the process.  After finding a student eligible for special education services, the Team develops the IEP.  All IEP sections need to be considered by the IEP Team.  .
The IEP is a formal agreement between a student’s parents and HCCS describing the services that will be provided to the student.  It is important that everyone participating in the development of the IEP understands the terms of the agreement and the services that will be delivered.
IEP development is a student driven process.

The IEP is tailored to the individual student needs as determined through the evaluation process.  Good IEPs are responsive to parent concerns and the student’s vision and assist the student in moving towards independence.

The IEP helps educators and parents to understand the student and how best to work with the student.  The IEP describes how the student learns, how the student best demonstrates their learning, and how the school staff and student will work together to help the student learn better.

The IEP is not intended to be a lesson plan but should provide a clear picture of the student’s current abilities and needs, and identifies key goals and objectives that provide a direction and focus for the students learning over the next IEP period.

Although the IEP development is student driven, individual process, there are some central concepts that should be adhered to during a Team Meeting.  A Team Meeting will:
· obtain parent/student input
· think about the student’s future dreams and goals

· understand how the student’s disability affects the student’s learning

· know how the student performs today

· address only the areas that are affected by the disability

· provide focus for the student’s learning during the year

· reflect high expectations for the student

· stay as close as appropriate to what the student’s peers are learning and doing

· identify supports and services the student needs for success

· ensure that he recommended services indicate the use of specially designed instruction

The Role of the parent in the IEP process:
· The Parent Role in the IEP Process is crucial and is mandated by IDEA
· Parents and students involvement is one of 6 defining principals of the law
· Parents are  important members of the IEP Team
· Parents should be invited to the Team Meetings
· Parents should be involved in the development of the IEP
· Parents should be included in the discussion of placement
· Parents provide consent to evaluation
· Parents can request evaluations
· Parents review and sign or reject the IEP
Teams focus on the whole student.

The Team next reviews the student’s strengths, interests, personal attributes, and personal accomplishment as well as key evaluation results to enable Team Members to keep a whole child perspective when writing the IEP.  Teams avoid a segmented look at the student where individual’s skills or problems are identified in isolation.  The Team keeps the big picture in mind and is expected to consider the student’s strengths in planning steps for the next IEP period.
When developing an IEP for a student with an existing IEP, the Team reviews the content of the existing IEP as they begin developing a new IEP.  The new IEP should be revised and updated as needed to shift goals and services and to demonstrate a progression of learning.  Each year’s measurable annual goals should clearly show a step-by-step increase in a student’s learning outcomes.  If necessary, any lack of expected progress needs to be discussed and addressed.
The general curriculum is addressed in all students’ IEPs.
The IEP is a primary tool for enhancing a student’s involvement and progress in the general curriculum.  As defined by federal regulation, the general curriculum is the curriculum used with non-disable students.  All students, regardless of the nature or severity of their disability or their educational setting, should have access to and make progress in the general curriculum.

Within Massachusetts, the general curriculum is defined as the Massachusetts Common Core in the following areas: English Language Arts, Mathematics, History, Social Sciences, Science and Technology.  Other curriculum areas are discussed if the student’s disability affects progress in those areas.
Holyoke Community Charter School maintains high standards for students with disabilities.  These standards are consistent with the expectations for all students in the educational system.
General educators play a critical role in the Team process as the experts in the general education curriculum and classroom environment.  Their participation in the Team process is required under Federal Regulation.

The IEP addresses other areas of educational need.

The Team also looks at the student’s overall involvement within the school setting including participation in extracurricular and other nonacademic activities.  The Team considers how students communicate with others, how students’ behavior affects their learning or the learning of others, how assistive technology could support effective progress or how the student’s specialized services should be transitioned to  secondary and/or post-secondary activities.
Special Requirements for students on the Autism spectrum.
The IEP of an eligible student with a documented disability on the autism spectrum should identify the disability category of autism to ensure that the IEP Team considers all areas of development that are affected by Autism Spectrum Disorders (ASD).    In development of the IEP, the Team will have a full discussion of the impact of the student’s autism spectrum disorder by considering and addressing each of the following specific areas of need:

· the verbal and nonverbal communication needs of the student
· the need to develop social interaction skills and proficiencies
· the needs resulting from the student’s unusual responses to sensory experiences
· the needs resulting from resistance to environmental change or change in daily routines  
· the needs resulting from engagement in repetitive activities and stereotyped movements      
· the need for any positive behavioral interventions, strategies, and supports to address any behavioral difficulties resulting from autism spectrum disorder
· and other needs resulting from the child's disability that impact progress in the general curriculum, including social and emotional development
Specific Elements of an IEP
Proposed Draft IEPs
The Special Education Coordinator may come to the Team Meeting with a proposed draft of the IEP.  It is important to note that this is only a working draft, not a final document and is used as a tool to discuss all areas of the IEP.

Vision Statement
A vision statement is required for all students.  The character of the statement changes, as the age of the student increases.
The intent of the vision statement is to look forward to future goals, usually 1-5 years in the future.  For younger students, periods of transition from one grade to the next or from elementary to middle school provide a time focus for these statements. The Team steps back from the here and now to take a broader, long-range perspective as it looks to where the student is headed in the future.  Knowing where the student is headed makes it easier for the Team to determine what progress needs to made each year.  

As the student becomes older and more involved in transition planning, the vision statement becomes the hopes and dreams of the student and not the parent and Team.  Also, the statement of older students conforms to federal regulations, is based on the student’s preference and interests, and includes desired outcomes in adult living, post-secondary education, and work environments.

General Curriculum

Teams consider how the student’s disability(ies) affects performance in the general education curriculum.  However, the discussion of the Team centers on those areas of the curriculum where the student’s performance is adversely affected by the student’s disability(ies).  Clear descriptions of how the disability(ies) impact progress will better assist the Team in determining the most appropriate and individualized accommodations and specially designed instruction.

The Team also uses the assessment information and their discussion of the student’s levels of educational performance to focus the direction of the IEP goals and services.  The levels of educational performance are based on current, relevant information about the student obtained from a variety of sources.

Other Educational Needs

The Team reviews the considerations listed on Present Level of Educational Performance (PLEP).  These lists are not exhaustive in nature.  Therefore the Team should describe other identified area(s) of educational needs that affect progress, but may not be listed.
Current Performance Levels/Measurable Annual Goals

Goals are related directly to the areas where the student’s disability affects performance and reflect a focus on those areas that make the biggest difference in the student’s performance.  Goals do not identify multiple curriculum standards in a single curriculum area nor qualify as a detailed weekly or monthly lesson plan.  Objectives or benchmarks are created for every annual goal.  A description of how the student’s progress towards the annual goals will be measured through the progress monitoring of each objective and/or benchmark
Current performance levels and goals relate directly to the previously written Present Levels of Educational Performance.
The IEP is written with a direct connection between the current performance levels and the measurable annual goals.  The current performance levels state what the student can currently do and identify key stumbling blocks.  The goals state what the student will accomplish by the end of the IEP period.  The current performance levels become the starting points for determining the goals and the goals become the end points for student accomplishment for the IEP period.
Service Delivery

Section A: Indirect services represent services that are provided to someone other than the student.  Consultation or training for school staff and/or parents is listed in Section A

Section B: Direct services that take place in the general education environment are listed in Section B.

Section C: Direct services that take place in any setting, other than a general education, are listed in Section C.

Although the Team may be identifying service needs for which services will be provided outside the general education classroom, the Team will not, at this point, determine the student’s final placement.  The final type of placement is determined once the IEP has been developed.  There is an exception to this general rule: If the Team has, in the course of its discussions, determined that the student will need a longer school day or school year, then the service delivery information may reflect services beyond the standard school day and, in some circumstances may reflect a need for residential services.  In all cases, if extended educational services are required, the goals and objectives developed for the student reflect the comprehensive nature of the student’s program.

Start and end dates should be included for all services; indicated on the Service Delivery Grid. 
Placement Decisions

Placement decisions are discussed immediately after the IEP is developed to determine appropriate placement for the student.  The IEP forms the basis for the placement decision.  The placement decision is based on a careful reflection of the IEP, including the services that the Team has identified necessary and the impact of the disability on the student’s learning.   The Team is mindful of the requirements related to FAPE (Free Appropriate Public Education) in the Least Restrictive Environment (LRE).  Only after the needs of the student and the types of services have been discussed and agreed upon by the Team can the type of placement be effectively chosen by the Team.

The first type of placement option considered for all eligible students is the general education classroom with the use of supplemental aids and services.  Students may not be denied education in age-appropriate general education classrooms because the student’s education requires modification to the general education curriculum.  Other options are considered only when the nature and severity of the disability would prevent satisfactory achievement with the general education environment.

The IEP is not written “to fit” a particular placement.  The Team must consider this critical fact when moving through the Team process to ensure that the IEP is written to address the unique needs of the student.

Holyoke Community Charter School may provide educational services at home or in hospital for students with or without disabilities based on medical needs that are verified by a written order from a physician.  The frequency of the services is sufficient to allow the student to continue his or her educational program and is jointly coordinated by the Director and the Special Education Coordinator.
Please see the school’s Implementation of Educational Services in the Home or Hospital procedure in the Parent/Student Handbook.

Financial Responsibility of Services
Holyoke Community Charter School provides all programs and services without expense to the student’s parents.  Under special circumstances, HCCS may propose to access the parent’s private insurance to support the costs of IEP implementation.  In this case, HCCS will obtain the parent’s consent.  A parent/guardians refusal to permit the school to access their private insurance does not relieve Holyoke Community Charter School of its responsibility to ensure that all required services are provided at no cost to the parents. 

Non-Participation, Length of School Day/Year, Transportation

Justification of Non-Participation in the General Education Program

IDEA law requires a clear statement justifying why removal is necessary when removal from the general education environment occurs.  Justification statements focus on the benefit the student will receive from being outside of the general education environment.  The statement refers to any special education and related services recommended to occur in settings other than the general education classroom during the service delivery discussions and not to potential placements.

Length of School Day/Year
Most students with disabilities will attend school on the same daily and yearly schedule as their non-disabled peers.  However, if the student’s need dictate, the Team can recommend a schedule modification.  For example, an extended day or year program could be suggested if the student has demonstrated or is likely to demonstrate a loss of acquired skills and/or substantial difficulty in relearning skills if an extended program is not provided.
Transportation 

Transportation is considered a related service under the Federal statute and is provided to ensure that students are able to receive their IEP services.  A recommendation for a student to receive transportation, as with other IEP decisions, relates back to the effect of transportation (or lack thereof) on the student’s disability(ies).  The Team Members must ascertain whether the disability(ies) prevents the student from getting to the local school in the same manner as the student’s non-disabled peers.  On the IEP under Transportation Services, only check “yes” if the student requires modifications or specialize equipment.
State or District-Wide-Assessments
Eligibility for Assessment Accommodations

Only students on IEPs or on 504 plans are eligible for accommodations during MCAS administration.  

When considering testing accommodations a student’s IEP or 504 Team must determine how the student will participate in MCAS for each subject.  Teams should begin by asking the following questions:

· Can the student take the standard MCAS test under routine conditions?

· Can the student take the standard MCAS test with accommodations?  If so, which accommodations are absolutely necessary in order for the student to participate?

· Does the student require an alternate assessment?  (Alternate assessments are intended for a very small number of students with significant disabilities who are unable to take standard MCAS tests, even with accommodations.)

Annually, in accordance with the Massachusetts Department of Elementary and Secondary Education’s “Requirements for the Participation of Students with Disabilities in MCAS” manual, the team will make a separate decision for each content area being assessed by the method below:


[image: image6.emf]
A list of standard accommodations and nonstandard accommodations can be found in the DESE Requirements for Participation of Students with Disabilities in MCAS at http://www.doe.mass.edu/mcas/participation/sped.pdf 
Assistive Technology

Assistive Technology Procedures
The Individuals with Disabilities Education Act (IDEA) 2004 requires schools to consider each student’s need for assistive technology whenever an Individualized Education Program (IEP) is written. In addition, the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act require schools to provide assistive technology for students with disabilities, when required to assure equal access to school programs and services.

IDEA defines an 'assistive technology device' as any item, piece of equipment, or product system, whether acquired commercially off the shelf, modified, or customized, that is used to increase, maintain, or improve functional capabilities of a child with a disability. (20 U.S.C. 1401(1))

Determining need for assistive technology devices

The IEP/504 Team gathers and analyzes data about the student, customary environments, educational goals, and tasks when considering a student’s need for assistive technology devices and services.  The Team examines:
· tasks the student needs to accomplish in order to meet instructional goals and  fully participate in the academic program and school-related social activities

· any challenges the student has in completing those tasks

· possible ways that assistive technology devices can assist the student to better accomplish those tasks

The IEP/504 Team considers each student’s need for assistive technology using a collaborative decision-making process. Team members with specific areas of expertise that may relate to the student’s disability may take the lead in specific situations.  The Team identifies potential assistive technology that may help the student to achieve the instructional goals set forth for them and participate in school. The Team explores a range of assistive technology devices, services, and other supports that address identified needs.  When more specialized or complex Assistive Technology is being considered, the educational team will seek out consultation from individuals with experience/expertise in the area of Assistive Technology being considered.

The Team will consider coordinating and using other therapies, interventions, or services with Assistive Technology devices, such as those associated with the student’s existing education and rehabilitation plans and programs

The assistive technology consideration process and results are documented in the IEP and include a rationale for the decision and supporting evidence.

Providing assistive technology devices

When Assistive Technology is determined necessary, the IEP/504 Team Chair will create a plan that includes the following:

· recommendations for purchasing, leasing, or otherwise providing for the acquisition of the Assistive Technology device (including designing, fitting, customizing or adapting such device for student use)

· if software is recommended, the Team Chair will contact the IT department for purchase/lease, installation, and setup

· providing training to use/implement the Assistive Technology for the student, teachers/staff, and parents/guardians as needed

· if required, providing training for professionals (including those providing education or rehabilitation services); employers; other individuals who provide services to eligible students; those who employ eligible students; or those who are otherwise substantially involved in the major life functions of the eligible students

If the equipment or software is needed for home, this must be added to the student’s IEP before home use can begin.  If any repairs or maintenance are needed for the Assistive Technology device, the student’s teacher will contact the Team Chair as soon as possible so the equipment can be repaired or replaced.

All district owned Assistive Technology devices will be collected by Special Education Department at the completion of the school year for storage over the summer.  If the student requires their AT equipment over the summer, special permission must be obtained from the Special Education Academic Coordinator.  The equipment will be redelivered the following school year to the student.  Additional training may be provided to the student’s new educational team and the need for the equipment will be reviewed.
Discipline/Bullying/Manifestations

Discipline

Holyoke Community Charter School has a Student Handbook which describes the rules for student conduct for the school.  Students with disabilities are expected to follow the rules of conduct for the school.

Eligible Students with Behavior Problems

If an eligible student’s behavior affects his/her performance in the general curriculum and/or other areas of educational needs, then the interfering behavior is reflected in the IEP.  The Team is reminded that IDEA-2004 requires pro-active steps in behavior management and in the provision of positive behavioral supports for eligible student whose behavior impedes his/her learning or the learning of others.
Bullying Prevention and Intervention

Whenever the IEP Team evaluation indicates that the student’s disability affects social skill development, or when the student’s disability makes him or her vulnerable to bullying, harassment, or teasing, the IEP must address the skills and proficiencies needed to avoid and respond to bullying, harassment, or teasing.
For students who have been identified with Autism Spectrum, Disorder (ASD) the IEP TEAM must consider and specifically address the skills and proficiencies needed to avoid and respond to bullying, harassment, or teasing.
Each time the Team convenes, they will consider whether the student’s disability affects them socially and whether the student has been involved in any bullying or pre-bullying incidents.

If any member of the IEP Team or parent believes that the student is at risk of bullying or being bullied as a direct result of their disability they should reconvene the Team to review and make the appropriate modifications and accommodations to the IEP to prevent further activity. They will also discuss the student’s involvement in the district’s bullying prevention curriculum.

The result of the Teams discussion will be recorded in “additional information” and an N1 letter will be sent home.

Some examples of interventions are:

· Provide instructional personnel or aids when additional supervision is needed
· Identify a “safe” adult to whom the student can go or support

· Provide additional counseling and skill-building support

· Provide communication skills/social pragmatics skills groups

· Provide a Functional Behavioral Analysis and Behavior Intervention Plan that identifies target or aggressor behaviors
· All students are exposed to the Bullying Prevention curriculum K-12 throughout the school year as mandated by the state

Functional Behavioral Assessment (FBA)

A Functional Behavioral Assessment (FBA) is a process for addressing student problem behaviors, the setting under which the problem behavior may or may not be observed, and the function (the “why”) of the problem behaviors.  Functional Behavior Assessments provide an excellent tool for analyzing problem behavior.  The information obtained from collecting data from direct observations are used to develop an effective plan to reduce frequency of severity of the problem behavior.  A Behavior Intervention Plan (BIP) is developed and implemented, if appropriate.  Functional Behavioral Assessments are integrated, as appropriate, throughout the process of developing, reviewing and, if necessary, revising a student’s IEP.  Parental consent is obtained before the assessment is conducted.
Suspension, Record Keeping and Notification

Holyoke Community Charter School keeps a centralized database of all suspensions given in the student management software used by the school (SABIS® Student Management System (SSMS)).  HCCS Student Management is responsible for data input.  In addition, parents/guardians are notified as soon as possible of the event and a formal notice of suspension is created and sent out to the parents/guardians of the student involved.  If the suspension involves transportation, parents are notified and a notification of suspension is sent.  
Suspension or Expulsion of Students with Disabilities/Manifestation Determination Meeting
In the case of a student with a disability being:

· suspended more than 10 days or 

· a series of suspensions that are shorter than 10 consecutive days but total more than 10 school days in the school year and constitute a pattern. 

are considered to represent a change in placement.   School personnel may consider any unique circumstances on a case-by-case basis when determining whether to order a change in placement for a child with a disability who violates a code of student conduct.

Prior to such a change in placement the district must convene a Manifestation Determination Team Meeting. The Team Meeting must include the Coordinator, parent/guardian, and other relevant members of the Team as determined by the parent/guardian and the school.

The Coordinator contacts the parent/guardian to:

· Immediately inform the parent/guardian of the student’s behavior and decision to change placement for disciplinary reasons and of procedural safeguards under IDEA.

· Invite the parent/guardian to a meeting to be held within 10 school days of the decision to change placement.

· Obtain parental permission for the evaluation.

· Discuss an emergency placement if necessary.

All reasonable efforts are made to contact the parent/guardian before the close of the school day. All efforts to reach parents are documented.

The purpose of the Team meeting is to review all relevant information in the student’s file, including the IEP, any teacher observations, and any relevant information from the parent/guardian, to determine if the behavior was caused by or had a direct and substantial relationship with the disability or was the direct result of the school’s failure to implement the IEP – “a Manifestation Determination”.

The Team must determine if there is a relationship between the school discipline policy violation and the student’s disability in order to make decisions about the consequence for the misconduct as well as the student’s continuing educational and behavioral needs. The Team considers all relevant information, including evaluation/diagnostic results, observations of the student, and the student’s IEP and placement.

The IEP Team must determine:

· Is the IEP appropriate, including the behavioral intervention plan?

· Is the IEP implemented as written, including appropriate behavior management procedures?

· Did the disability prevent the student from controlling the behavior in question?

· Is there a direct and substantial link between the student’s behavior and his/her disability?

If the Team determines that the behavior is NOT a manifestation of the disability the student may be disciplined under the general conduct code of the school and the school may suspend or expel the student consistent with polices applied to students without disabilities except the school must offer: 

· services that enable the student, although in another setting, to participate in the general education curriculum and 

· to progress toward IEP goals and

· as appropriate, a functional behavioral assessment, behavioral intervention services and modifications, that are designed to address the behavior violation so that is does not recur.

Once the disciplinary period is over, the student is returned to their regular placement, unless parent and school agree otherwise or if student is lawfully expelled.
If the Team determines that the behavior IS a manifestation of the disability, then the Team completes a functional behavioral assessment and implements a behavioral intervention plan if it has not already done so. If a behavioral intervention plan is already in place, the Team reviews it and modifies it, as necessary, to address the behavior. The school will then return the child to the placement from which he/she was removed, unless the parent and the Team agree to a change of placement as part of the modification of the behavioral intervention plan.  If conduct was a direct result of the school’s failure to implement the IEP, the school will immediately take steps to remedy those deficiencies and compensatory services will be provided.

Not later than the date of the decision to take disciplinary action, the school notifies the parent/guardian of the decision and provides them with the notice of procedural safeguards.

A Manifestation Determination Discussion Summary is completed to record the findings of the meeting, a copy is given to the parent/guardian and one is placed in the student file.

Discipline of Students Not Yet Determined Eligible for Special Education

If, prior to disciplinary action, HCCS has knowledge that the student has a disability, then the school makes all protections available to the student until and unless the student is subsequently determined not eligible. The school may be considered to have prior knowledge if the parent/guardian has expressed a concern in writing; or the parent/guardian had requested an evaluation; or the staff has expressed directly to the Special Education Academic Coordinator or other supervisory personnel specific concerns about a pattern of behavior demonstrated by the student.

If the school has no reason to consider the student disabled, and the parent/guardian requests an evaluation subsequent to the disciplinary action, then the school will conduct an expedited evaluation to determine eligibility. If the student is found eligible, then he/she receives all procedural protections subsequent to the finding of eligibility.

Knowledge of a disability may not be presumed if the district had conducted an initial evaluation and found a student ineligible for special education or if the parent has not allowed an initial evaluation or if the parent has refused special education services.

Special Circumstances for Serious Violations of School Discipline Code

The school may remove a student to an appropriate alternative educational setting for not more than 45 school days without regard to whether the behavior is determined to be a manifestation of the disability in cases when the student:

· carries or possesses weapon to or at school, on school premises, or to or at a school function. 

· knowingly possess or uses illegal drugs, or sells or solicits the sale of a controlled substance while at school, on school premises, or at a school function, 

· causes serious bodily injury upon another person while at school, on school premises, or at a school function.

The Team conducts a Functional Behavior Assessment and Manifestation Determination Meeting in the alternate educational setting.

The Hearing Officer may order a 45-day placement in an Interim Alternative Educational Placement if the school provides evidence that the student is “substantially likely” to injure him/herself or others.

The Interim Alternative Education Placement must meet all requirements- access to curriculum, continued delivery of IEP services, and provides services to address the problem behavior.

Behavior and Interim Alternative Educational Settings

In the cases as noted above in section Special Circumstances for Serious Violations of School Discipline Code, the IEP Team may consider a 45-day Interim Alternative Educational Setting (IAES) in response to a student being in crisis or needing more services than the current school can provide. After the Team has agreed to potential interim placement(s), the student will start as soon as possible. During the interim time of admissions, tutorial services will be given to keep the student on track with curricular requirements. Depending on the severity of the crisis, the Team may ask for a “Risk Assessment” during the interim time to gather more information and clinical insight.

If the Team agrees that the students’ behavior is directly related to services not being implemented, i.e., counseling services not given, then the Team may discuss and create a plan for compensatory services.

Response to Criminal Allegations

When a student with a disability is reported to the police for an alleged crime, special education and disciplinary record are furnished to the police.

The Individuals with Disabilities Education Act Regulations at 34 CFR – 300.529 state the following:

Nothing in this part prohibits an agency from reporting a crime committed by a child with a disability to appropriate authorities to prevent State law enforcement and judicial authorities from exercising their responsibilities regarding the application of Federal and State law to crimes committed by a child with a disability.

An agency reporting a crime committed by a child with a disability ensures that copies of the special education disciplinary records of the child are transmitted for consideration by appropriated authorities to whom it reports the crime.

An agency reporting a crime under this section transmits copies of the child’s special education and disciplinary records only to the extent that the transmission is permitted by the Family Educational Right and Privacy Act. (Authority: 20 U.S.C. 1451(k)(9).

A temporary emergency placement, if necessary (not to exceed 45 days), will be proposed by the school no later than the day following the Manifestation Determination Meeting. No student is placed in an emergency placement without parental consent.

No later than 15 days after receiving written parental consent, a Team Meeting will take place to review the results of the evaluation and determine appropriate placement.

Appeal

Parents may request a hearing to challenge the Team’s placement decision or the manifestation decision.  

The school may request a hearing if maintaining the student’s current placement is substantially likely to result in injury to the student or to others.  

A hearing officer shall hear, and make a determination regarding, an appeal requested.  In making this determination the hearing officer may order a change in placement of a child with a disability. In such situations, the hearing officer may:

· return a child with a disability to the placement from which the child was removed, or 

· order a change in placement of a child with a disability to an appropriate interim alternative educational setting for not more than 45 school days if the hearing officer determines that maintaining the current placement of such child is substantially likely to result in injury to the child or to others.

Placement During Appeals

When parent or the school district requests a hearing, the student shall remain in the interim alternative educational setting pending the hearing officer’s decision or for the duration of the imposed discipline, whichever occurs first, unless the parent and the Team agree otherwise.

All hearings on disciplinary matters must be expedited.  The hearing must be completed within 20 school days from request, and the hearing officer’s determination must be rendered within 10 school days of hearing. 

Progress Reporting of IEP Goals

Progress Reports

The Progress Report is designed to report the progress of each IEP goal individually.  Service providers must report progress for each benchmark/objective.  If the service provider believes that the student will not be able to meet the benchmark/objective or if there is a lack of progress toward the goal, the service provider must notify the Coordinator.  The Coordinator will schedule a meeting with Team Members to review the progress and amend the IEP as needed.  Multiple copies of the form should be used as required to report on every IEP goal.  

Progress reports must answer two questions for each goal:

1. What is the student’s progress toward the annual goal?

2. Is the progress sufficient to enable the student to achieve the goal by the end of the IEP period?

Progress reports are reviewed for content and frequency by the Special Education Coordinator.  The Student Services office will mail progress reports to parent and file copies in the students’ folders.

Progress reports are required to be sent to parent/guardian at least as often as parents/guardians are informed of non-disabled student’s progress.  A Team Meeting does not take the place of a written progress report.

Special Populations

Students Ages 3 to 5

The Massachusetts Common Core begins at the Pre Kindergarten level and children age 3 to 5 may have a disability(ies) that affect their progress in the general curriculum.  The Team should not hesitate to use the PLEP A to reflect the developmental skills for each of the curriculum areas.  Young students’ disabilities also affect their ability to participate in appropriate activities or may affect other educational needs; therefore the Team may need to describe the student’s Present Levels of Educational Performance on the PLEP B.
Students Ages 14 to 22: Transition Plan
Transition planning is required under Federal law and becomes a major Team focus with a student reaches fourteen years of age.  Transition elements are incorporated throughout the IEP for more integrated approach to transition planning.  
The vision statement included as part of the IEP 1 aids Team Members in determining the student’s transition needs that may be reflected on PLEP A and B.  Transition goals should be recorded on the IEP and transition services should be recorded on the service delivery grid.  As a student approaches graduation, the Team must also consider the student’s graduation status, the need for Chapter 688 referral and the involvement of adult services agencies.
Transition plans must be discussed and documented when the student is 14 years old.  If the student requires services or courses necessary to reach the goals, IEPs must have measurable post-secondary goals related to training, education, employment, and as necessary, independent living.

Transition Planning Guidelines

Transition services are a coordinated set of activities that:
· Are designed as a result oriented process focused on improving academic and functional achievement which will promote movement from school to post-school activities, including post-secondary education, vocational training, integrated employment, continuing and adult education, adult services, independent living or community participation

· Build on student’s needs, taking into account the student’s preferences and interests 

· Provide instruction, related services, community experience, the development of employment and other post-secondary adult living objectives and, when appropriate, acquisition of daily living skills and functional vocational evaluation

Beginning at age 14, IDEA 2004 requires a student’s IEP to include a statement of the transition service needs of the student under the applicable components of the student’s IEP.  The statement should focus on the student’s course of study and include a statement of interagency responsibilities and any needed linkages.
The Team determines transition activities.  The IDEA 2004 requires that Holyoke Community Charter School invite the student to the Team Meeting, regardless of age, if one of the purposes of the meeting is to discuss the student’s transitional services needs. The student’s preferences and interests are collected using a Transition Survey and included in the Transition Planning Form (TPF) (eSTAR)._
Discussion about transition services takes place at Team Meetings for ALL students age 14.  All necessary services recorded in the appropriate sections of the IEP.  The Team completes the TPF (eSTAR) and attaches it to the IEP for all students 14 and over.

Age of Majority

As the student nears or reaches age seventeen, the Team informs the student and the parent or guardian that all rights under the special education law will transfer to the student upon turning age 18.  When the student reaches age 18 the Team chairperson will hold a meeting with the student to obtain his/her consent to continue the student’s special education program.  The information is documented under Additional Information on the IEP 8, and a Transfer of Rights form is completed and placed in the student’s file.
Holyoke Community Charter School will continue to send the parent or guardian written notices and maintain the parent/guardian’s right to view the student’s record.  However, the parent/guardian will not have decision-making authority except under the following circumstances:

a.       If the parent has sought and received guardianship from a court of competent jurisdiction, then the parent retains full decision-making authority.  The parent does not have authority to override any decision or lack of decision made by the student who has reached the age of majority unless the parent has sought or received guardianship or other legal authority from a court of competent jurisdiction.

b.       The student, upon reaching the age of majority and in the absence of any court actions to the contrary, may choose to share decision-making with his or her parent (or other willing adult), including allowing the parent to co-sign the IEP.  Such choice is made in the presence of the Team and is documented in written form.   The student’s choice prevails at any time that a disagreement occurs between the adult student and the parent or other adult with whom the student has shared decision-making. 

c.       The student, upon reaching the age of majority and in the absence of any court actions to the contrary, may choose to delegate continued decision-making to his or her parent, or other willing adult.  Such choice is made in the presence of at least one representative of the school district and one other witness and is documented in written form and maintained in the student record.

Qualifying for Testing Accommodations in College
Holyoke Community Charter School provides the College Board with documentation supporting the student’s request for accommodation when such documentation is available, consistent with the Massachusetts Student Records Regulations (603 CMR 23 00).
Students in Foster Care

If the natural parent is unwilling or unavailable for a period of time and the student is in a foster placement, the foster parent may automatically serve as the educational decision-maker.  If the student is in a placement other than a foster placement, DSS may request assignment of an Educational Surrogate Parent.

If a child is living with extended family member (“kinship” home) such persons can be considered “foster” parents for the purpose of educational decision-making. 

When voluntary custody has been given to DSS or a CHINS petition is in effect and no specific legal action has been taken to remove decision-making rights from the parent, the parents retain educational rights.

If the student is referred for an evaluation for special education services, or is already receiving special education, it is assumed that the parent, foster parent or extended family member with who the child lives is the educational decision-maker.

Amendments

Amending the Individualized Education Program (IEP)
The Individualized Education Program (IEP) Amendment is designed to be a stand-alone document or to be used in conjunction with other IEP pages.  The Amendment form is designed to be used for MINOR IEP adjustments that do not change the type of placement.
The explanation of a proposed change includes the IEP section(s) that the change will affect. Team Members may attach an IEP page to the amendment to clarify the recommended adjustments.  The Amendment goes into effect once parental consent is obtained.

Timelines/Accepted/Rejected IEPs
When Parent and Staff Disagree

Every attempt is made on the part of the Special Education Academic Coordinator to resolve any differences of opinion that might arise.  However, if there is no resolution, the Special Education Academic Coordinator should propose an IEP based on the school’s recommendations, making it clear to the parents that they can exercise their rights of due process.

Providing IEP or Summary at the End of a Team Meeting

At the end of each Team Meeting, whether Initial, Annual Review, Reevaluation or Amendment, the IEP Team Leader should provide either:
· a copy of his/her corrected proposed IEP to the parents, or
· a completed Meeting Summary, retaining a copy for school records

Timelines
When HCCS does not provide a fully completed IEP at the conclusion of the IEP Meeting, the IEP Team Leader will provide the parent with a written summary of the decisions and agreements reached during the Team Meeting with includes:

· a completed IEP service delivery grid describing the types and amount of special education and/or related services proposed by HCCS, and

· a statement of the major goal areas associated with these services.  

HCCS should issue a full IEP within a reasonable period of time (no longer than 10 school days) from the date of the IEP meeting.
If a summary is not provided, then no later than three (3) calendar days from the conclusion of the Team Meeting (and five (5) calendar days where weekend days intervene) HCCS should issue a fully developed IEP (from the Program Quality Assurance Services and the DOE’s Office of Special Education Planning and Policy Development, 2006).
Timelines for Parent Response to IEP

· Parent/guardian has thirty (30) days to respond to the IEP.  If there is no response after thirty (30) days the Special Education Compliance Coordinator will contact the parent/guardian.  Until parent/guardian consent is received, the old IEP remains in effect.
· If a parent/guardian does not return a signed or rejected IEP within a week after the Special Education Compliance Coordinator has called them, they will receive a second letter with another copy of the IEP.

· If within two (2) weeks of receiving the second letter and IEP, the parent/guardian does not return a copy of the signed or rejected IEP the Special Education Compliance Coordinator will generate a third letter that will be sent by certified mail, informing the parent/guardian that if they do not return the signed or rejected IEP within the next two (2) weeks, HCCS will consider it rejected and as such send it into the Department of Elementary and Secondary Education as a rejected IEP.

· When the parent/guardian returns the IEP, the Special Education Compliance Coordinator will notify the Team Members of the return.

· If the parent/guardian accepts the IEP, the Special Education Compliance Coordinator will then notify the persons responsible for service delivery under the IEP.  The entire IEP should be implemented immediately.
· No student is placed in a special education program without an IEP signed and accepted by his/her parent/guardian.

Rejected IEPs
· If a parent/guardian returns an IEP or Amendment rejected partially or fully, the Special Education Compliance Coordinator notifies the Team.

· The Special Education Academic Coordinator reconvenes the Team to discuss the rejection and, if necessary, contacts the parent/guardian in an attempt to resolve the dispute within five (5) days.  Any mutually accepted elements of the IEP will be implemented immediately.

· If the dispute cannot be resolved, a copy of the rejected IEP and cover letter is sent by the Special Education Academic Coordinator to the Bureau of Special Education Appeals no later than five (5) days from the notification from the parent/guardian of the rejection of the IEP.

· For Initial IEPs: Until the dispute regarding the IEP is resolved, the student will remain in his/her current placement, and no special education services are provided.

· For Review-Reevaluations: Until the dispute regarding the IEP is resolved, the goals, objectives and services of the last accepted IEP will continue to be implemented.

· Resolutions of disputes: writing fifteen (15) days of receiving notice that a parent has made an official hearing request to Special Education Appeals, HCCS convenes a meeting with parent/guardian and the relevant member(s) of the IEP Team, including the Director, to try and resolve the dispute.  The resolution session may be waived if HCCS and the parent/guardian agree in writing to do so or if they agree to use mediation instead.  If the dispute is resolved at the resolution session, the parent/guardian and the Director sign a legally binding agreement.  Any part may void this agreement within three (3) business days of signing.
Guidelines for Parent/Advocate/Evaluator Visits

During the year parents/guardians exercise their rights to visit classes.  Sometimes the parents/guardians will solicit the assistance of an independent evaluator and/or advocate to visit HCCS to conduct observations of student with IEPs, interview teachers, and attend a Team Meeting.  The Special Education Academic Coordinator is to notify the Director when there is a request of this nature and follow the guidelines below:

When a parent/guardian requests that an independent evaluator will conduct an observation or a parent/guardian request a visit, the classroom teacher(s), Director and Special Education Academic Coordinator meet to discuss the parameters of the visit.  The Special Education Academic Coordinator will review the parent and school rights and schedule the meeting.

Observations are scheduled at a mutually convenient time.  The arrival and departure of the visitor(s) is established in advance of the scheduled observation and ground rules should be discussed.  Visitors are expected to adhere to the predetermined observation schedule, and  not extend the visit.

Designated staff members are to accompany the visitor(s) and observe concurrently.  They document everything observed so that the system has a record of what occurred.
Special Education Parent Advisory Council
An important liaison for the HCCS is communicating with the parents of students with disabilities in the Holyoke Community Charter School Special Education Parent Advisory Council (SEPAC).  HCCS’s SEPAC takes the role of:

· Acting as liaison among the school, parents/guardians, and the community in general

· Advocating for students with special needs and performs in an advisory role relative to special education issues

· Educating, informing, and supporting parents about issues and topics which affect them and their children

SEPAC is founded on special education regulations in Massachusetts which require each community to establish a parent advisory council to advise the administration and school committee about special education matters and work collaboratively with the school system to provide programs of interest and benefits to parents of children with special needs.
Annual Review Meetings

Purpose of the Review Meeting

The purpose of this meeting is to review the student’s progress toward meeting the goals and objectives of the IEP.  The participants in the Review Team meeting develop a new IEP that reflects student growth and current educational needs, as related to the general education curriculum.  If HCCS suspects that the student may no longer require special education services, than a reevaluation is requested, since no decision to remove eligibility can occur without current and complete evaluation information.  
IEP Team Membership

· The student’s parent(s)
· At least one regular education teacher familiar with the student
· At least on special education teacher familiar with the student
· A representative of the district who has the authority to commit resources (i.e. Special Education Coordinator)
· Speech and Language Pathologist/Therapists, Occupational Therapists, and other specialist to interpret service reports (student’s goal progress)
· Other individual(s) who have knowledge or expertise regarding the student
· If appropriate, the student-begin inviting at starting at age 14
Timelines for Annual Review

A review is conducted at least annually, on or before the anniversary date of the IEP.  Other review meetings may be requested at any time by any Team Member.  When a Team Member is not satisfied with the student’s progress or with the student’s program and requests to meet with the Team, the Special Education Compliance Coordinator arranges a meeting to be held within five (5) school days. 
The Special Education Compliance Coordinator is responsible for ensuring that the review is held in a timely manner.  At least ten (10) school days prior to the review, the Special Education Compliance Coordinator sends the following documents to the parents and all other participants:

· N3 – Team Meeting Invitation (eSTAR)

· N3A – Attendance Sheet (eSTAR)

Responsibilities of the Annual Review Special Education Team

There is a printed Agenda for the IEP Team Meeting to facilitate effective communication and help the Team reach consensus.  The IEP Team Leader reviews the purpose of the meeting, outlines the process/format, and facilitates introductions
The Team reviews the student’s progress and determines:
· The appropriate goals and objectives for the upcoming 12-month period

· The necessary modifications and specially designed instruction which will allow the student to access the general education curriculum

If the student requires an increase in services, which requires a more restrictive setting, or if the participants cannot explain why the student does not appear to be meeting goals outlined, or if the student requires services in areas in which testing has not be completed, the IEP Team will recommend a reevaluation.

The IEP Team Leader writes a new IEP which will be sent to the parent/guardian following the review meeting along with the Evaluation Consent form (N1A) attached to a Notice of Proposed School District Action (N1).

Student Records
Regulations and Laws Pertaining to Student Records/Confidentiality

The Student Record Regulations adopted by the Board of Education and the federal Family Educational Rights and Privacy Act (FERPA) applies to all public elementary and secondary schools in Massachusetts.  The regulations and the law are both designed to insure parents’ and students’ rights of confidently, inspection, amendment, and destruction of student records, and to assist school authorities in carrying out their responsibilities under state and federal law.

The regulations apply to all information kept by a school or school district on a student in a way that the student may be individually identified.  The regulations divide the records into two parts: the transcript and the temporary record.  The transcript includes only the minimum information necessary to reflect the student’s educational progress.  This information includes name, address, course title, grades, credits, and grade level completed.  This transcript is kept by the school district at least sixty years after the student leaves the system.
The temporary record contains the majority of the information maintained by the school about the student.  This may include such things as standardized test results; class rank; school-sponsored extracurricular activities; evaluations and comments by teacher, counselors, and other persons; disciplinary records; and other information.  Temporary student records will be destroyed no later than seven (7) years after the student transfers, graduates or withdraws from the school system.
The following is a summary of the major provisions of the Student Record Regulations and FERPA concerning the rights of parents and eligible students.  Under the regulations, “eligible students” are at least 18 years old, they may exercise these rights just as their parents may.
Release of Information to Military Recruiters and Institutions of Higher Education

As required by federal law Holyoke Community Charter School routinely releases the name, address and telephone numbers of secondary school students to military recruiters and to institutions of higher education upon request.  If a parent or eligible student objects to the release of any of this information, the parent/student may state that objection in writing to the Special Education Coordinator and Director of Holyoke Community Charter School by October 1st and the information will not be released.

Inspection of Record
A parent or an eligible student has the right to inspect all portions of the student record upon request.  The record is made available within ten (10) days after the request, unless the parent of student consents to a delay.  The parent and eligible student have the right to receive a copy of any part of the record.

Amendment of Records

A parent or an eligible student has the right to request the student’s education records be amended.  Requests to amend records are directed to the Director and clearly identify the part of the record they wish to have amended and why.

Confidentiality of Personally Identifiable Special Education Information

Holyoke Community Charter School protects the confidentiality of personally identifiable special education information at collection, storage, disclosure, and destruction stages.  The Special Education Coordinator is the designated official of the school district and has the responsibility for ensuring the confidentiality of all personally identifiable information.  All persons collecting or using personally identifiable information receive initial and annual training and instruction regarding confidentiality procedures.

A Log of Access is maintained in the Office of Student Services.  This Log includes the names of the party accessing the records, the date access was given and the purpose for which the party was authorized to access the records.
Copies of personally identifiable information are made only upon written parental consent.

Five (5) years after the termination of special education services, parents are informed that the personally identifiable information is no longer needed.  Parents are given the opportunity to pick up this material prior to it being destroyed.

Physical Restraint Procedures
Physical restraint 603 CMR 46.00 is the use of bodily force to limit a student’s freedom of movement.  Physical escort is touching or holding a student without the use of force for the purpose of directing the student.  Physical escort is not physical restraint and is not covered by these procedures.  Physical restraint is only used as a behavior management tool when other less intrusive alternatives have failed or have been deemed inappropriate.  In the event that physical restraint is required to protect the safety of the school community members, HCCS has enacted the following procedures to ensure the proper use of restraint and to prevent or minimize any harm to the student as a result of the use of restraint.
Physical restraint is only used in the following circumstances:
· When non-physical interventions would be ineffective; and

· The student’s behavior poses a threat of imminent, serious, harm to self and/or others.

Physical restraint is prohibited in the following circumstances:

· As a means of punishment or
· As a response to property destruction, disruption of school order, a student’s refusal to comply with a school rule or staff directive, or verbal threats that do not constitute a threat of imminent, serious, physical harm.  However, if the property destruction of the refusal to comply with a school rule or staff directive could escalate into, or could itself lead to serious, imminent harm to the student or to others, physical restraint is appropriate.
Only school personnel who have received required training or in-depth training pursuant to this policy can administer physical restraint on students with, whenever possible, one adult witness who does not participate in the restraint.  The training requirements do not preclude a teacher, employee or agent of the school from using reasonable force to protect students, other persons or themselves from assault or imminent, serious, physical harm.

Physical restraint is limited to the use of such reasonable force as is necessary to protect a student or others from assault or imminent, serious, physical harm.

A person administering physical restraint uses the safest method available and appropriate to the situation.  Floor or prone restraints are only administered by a staff member who has received in-depth training as specified in this policy and, in the judgment of the trained staff member; such method is required to provide safety for the student or others.
Physical restraint is discontinued when it is determined that the student is no longer at risk of causing imminent physical harm to self or others.
Additional Safety Requirements:

· A restrained student is not prevented from breathing or speaking.  A staff member continuously monitors the physical status of the student, including skin color and respiration, during the restraint.

· If at any time during a physical restraint the student demonstrates significant physical distress, as determined by the staff member, the student is released from the restraint immediately, and school staff shall take steps to seek medical assistance.

· Program staff review and consider any known medical or psychological limitations and/or behavioral intervention plans regarding the use of physical restraint on an individual student.

At an appropriate time after release of a student from a physical restraint, the Director or other appropriate designated school staff:
· Review the incident with the student to address the behavior that precipitated the restraint

· Review the incident with the staff person(s) who administered the restraint to discuss whether proper restraint procedures were followed

· Consider whether any follow-up is appropriate for students who witnessed the incident

The staff member who administered such a restraint verbally informs the Director of the restraint as soon as possible and by written report no later than the next school working day.
The Director or his/her designee verbally informs the student’s parent(s)/guardian(s) of such restraint as soon as possible and by written report postmarked no later than three (3) school working days following the use of such restraint.

Students with Disabilities

· Restraints are administered to a student with a disability pursuant to the student’s Individualized Education Program or other written and agreed upon plan developed in accordance with state and federal law, subject to the following exceptions:

1) The limitations on chemical, mechanical, and seclusion restraint as stated above applies, and

2) The training and reporting requirements described in this policy applies

Section 504 Plans
A student with a disability may be found not eligible for special education.  However this student might be eligible for a Section 504 accommodation plan under the Americans with Disabilities Act.  This is a general education responsibility; therefore this is a separate referral and consideration process and is not directly linked to special education.

Section 504 of the Rehabilitation Act of 1973 is designed to provide for students with disabilities that are making effective progress in school, but who may require special accommodations in order to participate in school.
Referral for a Section 504 Evaluation

Section 504 services are a part of the Holyoke Community Charter School system of services to support the success of all students in school.  The system of services begins with the General Education Team process.  Accommodations are made in the general educational program and data collected to assess the success of accommodations.  If the accommodations were successful no other systems will be developed.  If the student continues to experience problems the student will be referred for an evaluation to assess his/her eligibility for special education or Section 504 services.
Evaluation Guidelines

Evaluations of the student are tailored to assess specific areas of educational need in order to determine eligibility for Section 504.  Evaluation activities should be based on the specific referral questions for the individual student, the need to address whether or not there is a disability, and if the disability affects the student’s learning.  Evaluations must provide information to determine present levels of academic achievement and related development needs.  No single test is used as the sole criterion for determining eligibility.  Rather, a variety of techniques (both formal and informal assessments), including information provided by parents, observation of the student in the classroom, work samples/portfolios, interviews, and review of the record are used.

No evaluations are conducted without parental notification and consent.

Section 504 Team Meeting

Section 504 Team Meetings are convened and chaired by the School Social Worker.  The Team includes the student’s parent(s)/guardian(s), teachers, and appropriate specialists such as nurse, counselors, psychologists, and therapists.  Students are invited to meetings once they reach the age of 14.  The Team reviews the evaluation data and develops a plan.
Elements of a 504 Plan

The Section 504 Plan (eSTAR) includes the following elements:

· Demographic information

· Description of the mental or physical impairment

· Data used to determine impairment

· Documentation of a substantial limitation in a major life activity

· Recommended accommodations

An attendance sheet with signature is kept with the 504 Plan.  A sheet summarizing Parental Rights under Section 504 should be sent out to parents with a copy of the plan.
Parental Signature of Section 504 Plan

The Section 504 Plan has a place for parental signature and it is recommended parents sign the plan, but a parental signature is not required.  If a student needs more supervision due to a specialized service outside of the regular classroom, or a medical treatment, service providers are encouraged to obtain a signature to ensure parents/guardians are aware of the services/treatment.
Eligibility Determination

A student has a documented physical or mental disability to be eligible under Section 504.  The disability must substantially limit one or more major life activities, such as caring for one’s self, performing manual tasks, walking, seeing, hearing, speaking, breathing, learning, and working.

Information used to determine eligibility includes:

· Demographic information
· A description of the information used to determine eligibility including medical records, evaluation information, and effect of mitigating factors such as medications

· Documentation of a substantial limitation in a major life activity

The Eligibility Flow Chart used to determine a student’s eligibility for specialized services is useful in determining both special education and Section 504 eligibility.


Progress Reports for Section 504
Each student’s progress is reviewed annually and a summary included in the file and sent to parents/guardians.

Section 504 Reevaluation

A reevaluation of students on 504 plans is conducted every 3 years and before any change in placement.

Discipline

Students on 504 Plans are subject to the same disciplinary procedures as apply to students eligible for special education services. See the discipline in the Special Education Section of this Manual.

Parent/teacher conference is held to outline plan.  Accommodations and/or interventions continue and teacher reports back if necessary





Teachers document concerns with work samples, anecdotal notes, and examples of tried accommodations/ strategies/interventions.  


These practices are successful.





YES





YES 





YES 





Is there a concern about a student’s educational progress?





YES 





NO








Has the Teacher:


consulted with the AQC


consulted with last year’s classroom teacher, specialist, and/or team member?


contacted the parent(s) and gotten input about the student?


tried various accommodations to the curriculum and instructional strategies?


reviewed the available assessment results?


collect evidence of the above?





Is a student failing to meet grade level expectations


in a particular academic area?


in more than one academic area?


OR


Is the student exhibiting social, medical, or behavioral difficulties


in the classroom?


In informal interactions with peers?





General Education Teacher/AQC meets within 8 weeks.  Additional parent/teacher conference may be scheduled if needed.  Has there been improvement in specified area of concern?





General Education Teacher





Reviews attempted interventions, meets with AQC and develops student learning improvement plans.  Suggested interventions may include:


further assessments 


informal observations 


anecdotal notes


health screening 


instructional curriculum accommodations


behavioral interventions/ strategies/ plans








NO





YES 





NO








NO





NO





Continue grade level program





Complete and document strategies





General Education Teacher/AQC/ Parent refers student to the MTSS Team 
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Other Agency


Individual





Parent





 MTSS Team


Staff





Referral for Student Services Support 


(ED 1, SPED 1)





Building Level Pre-Referral Process commences simultaneously





Send to Parent within 5 days


Parent Input Form


N1


Evaluation Consent (N1A)


Notice of Procedural Safeguards





YES





Receipt of Consent date/time stamped determines start of Evaluation Process





Consent Received





NO





Follow System Protocol and document all attempts to contact Parents





Special Education Compliance Coordinator initiates and monitors evaluation Team process and timelines


Team Members begin evaluation of student


Assigns evaluations to Psychologist or other Specialist


Classroom observation occurs





Evaluation Team Meeting scheduled


Written Notification sent to parent(s) and all participants


Meeting invitations and attendance sheet sent to parent(s)





Does the student have one or more of the following types of disability?


Autism


Developmental Delay


Intellectual


Sensory: Hearing, Vision, Deaf-Blind


Neurological


Emotional


Communication


Physical


Specific Learning 


Health





All testing reports sent to Coordinator and made available to parent(s) or others as needed





If yes indicate disability type(s)








NO





Is the parent satisfied with school evaluation?





YES
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YES





NO





2. a) Is the student making effective progress in school?


(For reevaluations: Would the student continue to make progress in school without the provided special education services?)





YES





YES





NO





NO





Discuss Extended Evaluation and rights to an Independent Educational Evaluation





2. b) Is the lack of progress a result of the student’s disability?





Student is not eligible for Special Education but may be eligible for accommodation(s) for disability(ies) under Section 504 of the Rehabilitation  Act or may be eligible for other services in other programs.





Continue forward as previously discussed








2. c) Does the student require specially designed instruction in order to make effective progress in school OR does the student require related services in order to access the general curriculum?








YES





NO





THE STUDENT IS ELIGIBLE FOR SPECIAL EDUCATION
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Is the student generally or sometimes able to demonstrate knowledge and skills on a 


paper-and-pencil test, either with or without test accommodations? 


Is the student working on learning 


standards that have been 


substantially modified due to the 


nature and severity of his/her 


disability, 


AND 


is the student receiving intensive, 


individualized instruction in order to 


acquire, generalize, and demonstrate 


knowledge and skills? 


Is the student working on learning standards at or close to grade-level expectations? 


Does the student have a complex and 


significant disability* that does not allow the 


student to fully demonstrate knowledge and 


skills on a test like the MCAS? 


Does the student have a current IEP or 


504 plan? No 


No 


Yes 


Yes 


No 


Yes 


to 


The student should take the 


standard MCAS test, either 


without accommodations OR 


with accommodations, if all 


conditions and criteria are met. 


The student should be considered 


for the MCAS Alternate 


Assessment (MCAS-Alt) in one or 


more subjects. 


Yes 


Student is ineligible to receive test 


accommodations or to take the MCAS-Alt. 


Student must take the MCAS test without 


accommodations. 


Yes 


to 


No 
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Massachusetts Tiered System of Support (MTSS) Team   


3 Tiered Intervention Model 
 


 


 


 


  


  


 


  


 


 


 


 


 


 


 


 


 


 


 


 


 


Tier 1 


Tier 2 


 


Tier 3 


 


TIER 1 


General education teacher provides instruction in the 


classroom that meets grade level benchmarks:  


1. Core Curricula (Academics) 


2. Classroom Management (Behavior) 


3. Social Emotional Support 


4. Teacher responsibilities:  


a. Identify students that meet the early 


warning indicators  


b. Provide tier 1 interventions in the 


classroom  


c. Collect data on the issue and the tier 1 


intervention 


5. Determine next step 


 


TIER 2 


If Tier 1 interventions was unsuccessful, teacher/parent can refer the student 


to the MTSS team for a tier 2 intervention plan for academic, behavior or 


social emotional concerns. 


MTSS team responsibilities:  


1. Meet with teacher to discuss tier 1 interventions and data.  


2. Meet with parents to discuss the concerns. 


3. Develop/monitor a tier 2 intervention plan.  


4. Assess effectiveness of the tier 2 intervention 


Determine next steps 


1. If student successful, continue the interventions 


2. If not successful, refer to Tier 3 


TIER 3 


If Tier 2 intervention was unsuccessful, MTSS team can refer the student for a tier 3 


intervention plan to further address academic, behavior or social emotional concerns. 


MTSS team responsibilities:  


1. Meet with the interventionist to discuss tier 2 interventions and data.  


2. Meet with parents to discuss the concerns. 


3. Develop/monitor a tier 3 intervention plan.  


4. Assess effectiveness of the tier 3 intervention. 


Determine next steps: 


1. If student successful, continue the interventions. 


2. Refer for Special Education evaluation. 


3. Request a 504 accommodation plan. 


4. Other options within the district 
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Special Education Eligibility/Initial and Reevaluation Determination Flow Chart 


Student Name:___________________________ DOB________ ID#____________ Date:__________ 


A. Proceed through the flowchart until an eligibility determination is reached… 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


THE STUDENT IS ELIGIBLE FOR SPECIAL EDUCATION 


B. Answer this question for all students 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Is the parent satisfied with 


school evaluation? 


YES NO 


Continue 


forward as 


previously 


discussed 


 


Discuss 


Extended 


Evaluation 


and rights to 


an 


Independent 


Educational 


Evaluation 


1. Does the student have one or 


more of the following types of 


disability? 


 Autism 


 Developmental Delay 


 Intellectual 


 Sensory: Hearing, 


Vision, Deaf-Blind 


 Neurological 


 Emotional 


 Communication 


 Physical 


 Specific Learning  


 Health 


NO 


Student is not eligible for 


Special Education but may 


be eligible for other services 


in other programs 


If yes indicate disability type(s) 


 


YES 


2. a) Is the student making effective progress 


in school? 


(For reevaluations: Would the student 


continue to make progress in school without 


the provided special education services?) 


2. b) Is the lack of progress a result of the 


student’s disability? 


Student is not 


eligible for Special 


Education but may 


be eligible for 


accommodation(s) 


for disability(ies) 


under Section 504 of 


the Rehabilitation  


Act or may be 


eligible for other 


services in other 


programs. 2. c) Does the student require specially designed 


instruction in order to make effective progress in 


school OR does the student require related 


services in order to access the general curriculum? 


 


NO 


YES 


NO 


YES 


YES 


NO 
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Special Education Eligibility/Initial and Reevaluation Determination Flow Chart 


Student Name:___________________________ DOB________ ID#____________ Date:__________ 


A. Proceed through the flowchart until an eligibility determination is reached… 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


THE STUDENT IS ELIGIBLE FOR SPECIAL EDUCATION 


B. Answer this question for all students 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


 


Is the parent satisfied with 


school evaluation? 


YES NO 


Continue 


forward as 


previously 


discussed 


 


Discuss 


Extended 


Evaluation 


and rights to 


an 


Independent 


Educational 


Evaluation 


1. Does the student have one or 


more of the following types of 


disability? 


 Autism 


 Developmental Delay 


 Intellectual 


 Sensory: Hearing, 


Vision, Deaf-Blind 


 Neurological 


 Emotional 


 Communication 


 Physical 


 Specific Learning  


 Health 


NO 


Student is not eligible for 


Special Education but may 


be eligible for other services 


in other programs 


If yes indicate disability type(s) 


 


YES 


2. a) Is the student making effective progress 


in school? 


(For reevaluations: Would the student 


continue to make progress in school without 


the provided special education services?) 


2. b) Is the lack of progress a result of the 


student’s disability? 


Student is not 


eligible for Special 


Education but may 


be eligible for 


accommodation(s) 


for disability(ies) 


under Section 504 of 


the Rehabilitation  


Act or may be 


eligible for other 


services in other 


programs. 2. c) Does the student require specially designed 


instruction in order to make effective progress in 


school OR does the student require related 


services in order to access the general curriculum? 


 


NO 


YES 


NO 


YES 


YES 


NO 
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TIER I 
Universal Screening:  Early Warning - Key Indicators of Underperformance & Drop-out (behavior problems, poor grades, disengagement signs, 


retention, absenteeism, high mobility, abuse/neglect) 


Core Instruction:  All students receive prosocial core curricula (e.g., Second Step) instruction to meet grade level benchmarks and teachers provide 


strong classroom management (e.g., Responsive Classroom strategies). 


 


MTSS Administrator Meetings 


Students with at-risk factors and poor response to Tier I supports 


TIER II 
Short-term Supplemental (e.g., support staff check-ins, behavior incentive plan, self-monitoring plan, additional 


prompts/cueing/proximity, review of select prosocial Tier 1 curricula concepts, group counseling, attendance monitoring) 


Data:  Records review, intervention supports notice to parents, progress monitoring (e.g., intervention data, attendance, 


academic records) 


 


MTSS 


Admin. 


Team 


Good 


Progress 


Continue 


or Stop 


Slow  


Progress 


Modify interventions 


HCCS MTSS Academic, Behavior & Social-Emotional Supports 


MM 


Minimal or no 


progress 


Based on data 


TIER III 
Long-Term, Intensive (e.g., individual 


counseling, behavior plans, mentor, inter-


agency collaborations) 


Data:  assessments, interviews, FBA data, 


rating scales, parent notice, progress 


monitoring, academic records 


Students in Need of Immediate Tier III 
 (e.g., personal safety, family crisis or death, 
abuse, trauma, suicidal/homicidal ideation) 


 
Note:  This should be rare and is not  


meant to circumvent MTSS procedures. 


N 


 


Team in Need of Immediate 
Extended Data 


 
(e.g., Medical and health records, 


request for observations, rating scales, 
intervention summaries; 3rd party 


provider collaborations; court case, 
attendance data; school transfers, 
history of academic performance ) 


 


 


Interview with Counselor, School 


Psychologist, 


 Parents, Teachers and 


Administrators 






