
HANDBOOK TRAINING QUESTIONS AND ANSWERS
	SECTION A:  PROCEDURAL SAFEGUARDS

	1
	Q
	Can we e-mail the Procedural Safeguards to the parents using the link from the new handbook?

	
	A
	Yes, as long as parents agree to that and you have a “read” receipt so that you know they read it and received it. 


	SECTION B:  EDUCATIONAL SURROGATES

	1
	Q
	What information do I need to make sure the Educational Surrogate gets?  Progress toward goals?  

	
	A
	Because an educational surrogate represents the student in matters relating to special education, they would receive everything that a biological parent would receive which includes a copy of the IEP within 10 business days of the conclusion of the case conference, progress toward goals, etc. 

	2
	Q
	What if a student is living with the foster parents, but the biological parents still have rights?  Can the foster parents sign or do you need to get the parents signature?

	
	A
	The biological parents should sign if they retain educational rights.  Foster parents can sign if they are considered the parent.


	SECTION C:  REFERRAL/INITIAL

	1
	Q
	On an Initial, if you hold the IEP without parents on the 50th day, what happens next if the IEP can not be implemented without their consent?

	
	A
	The next step would be that someone from the school who has a relationship with the parent would try and a) get the parents to either come to the school for a conference, b) go over the IEP document over the phone with the parent to see if they would agree to a conference, or c) go to the parents place of employment or home to get the parents to agree to the IEP.  If none of these options are available, then a copy of the IEP would be sent home along with a letter which would include the following information:  the child qualified for a particular disability and specific services that were offered and that in order to implement the IEP we would need to get written permission from the parent by a certain date.  If the parent does not respond within the given time frame, the psychologist will turn in the file with the completed IEP and the letter developed and sent to the parent.  The student would then be withdrawn from the student special education management system (CODA). 
 Note:  Services cannot begin without written parental consent. 

	2
	Q
	To whom does the verbal request need to be made for a psycho educational evaluation?

	
	A
	The request can be made to licensed personnel, which by Article 7 standards is, defined as: 
a. teachers

b. school counselors

c. school psychologists

d. school social workers

e. building principals

f. other administrators

It is vitally important that teachers and administrators are aware of the responsibility of responding to that parent request within 10 school days. 

	SECTION D:  ELIGIBILITY

	1
	Q
	Will ECSEC communicate the new policies and procedures with the School Administration?

	
	A
	Yes, all administrators and school guidance counselors received a copy of the ECSEC handbook in additional to an inservice which reviewed  policies and procedures. 

	2
	Q
	SLD – Patterns of strengths/weaknesses – How are strengths & weaknesses in performance measured?

	
	A
	This is a complicated process but the multidisciplinary team needs to look at intra test scatter (within the tests) and inter test scatter (between the different assessments). The team must look at the child as a whole regarding assessments including ISTEP, district wide assessments, classroom based assessments, observations, as well as standardized evaluations to determine if a child is exhibiting strengths or weaknesses in his development. 

	3
	Q
	Scientific research-based interventions – are there lists, databases, web sites that list these?

	
	A
	Florida Center for Reading Research:    www.fcrr.org lists several reading programs that are research and evidenced based that have proven results. Other sites include: Intervention Central, What Works Clearinghouse, and  Reading First.   

	4
	Q
	How is progress defined for SLD?  

	
	A
	Part of the difficulty in deciding progress for a student has to do with assessment which can be curriculum based or standardized.  If the school has completed universal assessments or screens for all grade levels and conduct periodic measurements, the students can be rated against the other students in the grade or more effectively against the other students who are receiving interventions. These periodic measurements can then be used to determine progress for SLD.

	SECTION E:  CASE CONFERENCE

	1
	Q
	What is the preferred page-order of the IEP?

	
	A
	It probably sounds strange that we would like to have the IEP’s in a certain order when you turn them in.  Our office goes through almost 4,000 IEP’s and when entering data into the state program, it helps save considerable time when we are able to locate the information  in the same place for each IEP.  

Please see Section E: Case Conference Procedures-- page E-2 in the handbook for preferred page order. 

	2
	Q
	What happens if a school person (like an OT or BRC) can’t make it to the case conference at the last minute and hasn’t been excused?  How do we mark it on the IEP?  

	
	A
	A change has occurred in this procedure since the time most of you received this training.  You also should have received an e-mail from Mary Beth explaining this change. Related services personnel such as occupational therapists, physical therapists, and speech pathologists are not REQUIRED participants for a case conference.  However, they would like to be consulted prior to scheduling the case conferences.  Additionally, they would like to attend the conferences if they are available, but they are not required to do so.  No mark on the IEP regarding excusal needs to be made, nor does the excusal form need to be completed and attached to the IEP as previously indicated.

	3
	Q
	Does the IEP page order tell us where to include a course of study, age-appropriate transition assessments and or the participant excusal page?  I know not every IEP would have these but if it does, where do they go?

	
	A
	Yes, these additional pages are listed in Section E on page E-2.  The course of study and transition assessments go on the back of the IEP. Any additional pages not listed on E-2 can be attached at the back of the IEP.

	4
	Q
	Is a faxed, signed copy of an IEP acceptable to be turned into ECSEC.

	
	A
	Yes.

	5
	Q
	For the 3 questions at the bottom of page 7 of the IEP – if you are doing an ACR and do not change anything about their services except modify goals/objectives to reflect progress from previous year – do you answer that you are changing services?

	
	A
	No.    

	6
	Q
	Do General Education teachers have to be excused if they can not come to the IEP?

	
	A
	Yes and the parent MUST AGREE PRIOR to the case conference.  It is BEST PRACTICE for a general education teacher to attend the case conference.  The general education teacher can be excused from  part of the meeting but they must be present to discuss appropriate positive behavioral interventions and supports and other strategies for the student, which may include supplementary aides and services, program modifications and support for school personnel. If parent does not agree, the case conference must be rescheduled.

	7
	Q
	Do we need a ‘Consent to Excuse’ form for a student if the parent doesn’t bring the student?

	
	A
	Yes, unless the child is 18.  The student becomes the parent for the purpose of the IEP unless parents have established educational rights. 

	8
	Q
	Should we assume parents agree unless they tell us otherwise?  We should always mark “Agree” unless they clearly disagree, right?”

	
	A
	If this question relates to the parent response page in Encore, you would only mark agree if the parent agrees. If the parent does not respond, you mark no response. If you hold a case conference with parents in attendance, you would know if they agreed or not.  If you send home the IEP at an annual and you do not hear from them, you should assume they agree.  After the 10th day of the conference you should lock the IEP, but still mark “no response” on the parent response page of the IEP.

	9
	Q
	(Removal) Do we write a note (document) that a parent in conversation says that they think their child is LD/can’t hear well to start an evaluation?  

	
	A
	 If parents make a comment to a teacher such as this, ask those parents to come to a child study to discuss their child’s progress and  their concerns

	10
	Q
	What is the procedure if a person not present (excused) doesn’t fill out form?  Who documents this?

	
	A
	The case conference must work together to ensure that the forms are completed and completed accurately.  

	11
	Q
	Is sending the IEP to the parent after a conference the ONLY time that the law refers to “business” days for timelines, and all of the rest of them are “school” days?

	
	A
	No.  Most business days deal with due process hearings and amending records. We have 45 calendar days to respond to a parental request to review records and we must respond to parents regarding amending their child’s records within 10 business days. 

	12
	Q
	If parent doesn’t sign the IEP at the initial case conference do we send home in 10 days also?  Or do we wait for a signature then send it in 10 days?

	
	A
	Ideally, the parent would leave with a completed IEP. If that does not occur, the parent must receive the completed IEP within 10 business days of the conference.  

	13
	Q
	Who is responsible for sending the Consent to Excuse Participant form?  What if you send it but don’t get it back?

	
	A
	If the Consent to Excuse Participant Form is not returned, then the form would need to be signed at the time of the case conference.  If members of the case conference did not get the parent’s permission to excuse the participant ahead of the case conference, all participants will need to be included in the meeting unless the parent gives verbal permission before beginning the conference.

	14
	Q
	Can a ‘Consent to Excuse Participant’ form be signed right before the IEP?

	
	A
	Yes, IF PERMISSION was obtained over the phone or the parent forgot to bring it with them to the case conference.  Bottom line, the intent of the law is the get permission PRIOR to the case conference to excuse anyone from the meeting. 

	15
	Q
	When inviting a ‘related service’ provider to the IEP, what length of time is “plenty of notice”?

	
	A
	Two weeks would be adequate; however, it would be best if the teachers and the related services personnel or speech pathologists were consulted BEFORE a date for the conference is set in order for them to prepare their documents or evaluate the student if they wanted to update scores or progress.

	16
	Q
	Do we fill in progress reports in a case review or an addendum, if there is one?

	
	A
	Progress reports should be completed in the case review event group in ENCORE.

	17
	Q
	Can the date that the case conference is held be the date the parent agrees to the IEP?

	
	A
	Yes!  

	18
	Q
	Consent to Excuse Participant from case conference form – is this just for annual review and addendum or is it also used for initials?

	
	A
	It would probably NOT be used for an initial case conference. 

	19
	Q
	Do school administrators need a signed Consent to Excuse Participants?

	
	A
	The Public Agency Representative CAN NOT be excused from an IEP.  With that said, a TOR MAY wear two hats and be a TOR and the Public Agency Representative in RARE circumstances. 

	20
	Q
	Who is responsible to reconvene if a ‘Consent to Excuse’ form is not done?

	
	A
	No longer are related services personnel OR speech and language pathologists REQUIRED to attend case conferences.  However, they still would like to be consulted regarding the scheduling of the conferences, because in most instances, they do want to attend.  If a TOR holds a case conference without consulting with the OT/PT or speech pathologists, it will be TOR responsibility to reconvene the case conference.  

	21
	Q
	What do you do if parents refuse to continue services at an annual case review (after being in services for a while) if you don’t expect it?  Do you stop the annual conference if the coordinator is not there?

	
	A
	Continue the IEP process until the end.  The case conference notes would indicate that the parents do not want to continue services for their child and that a meeting will be held with the coordinator of special education for the program or the district and the parents. At the time of the meeting between the coordinator and parents, Revocation of Special Education paperwork will be signed.  If possible, call the coordinator to see if a  meeting time can be scheduled while the parents are there.  DO NOT COMPLETE A PARENT RESPONSE SHEET AT THIS TIME.  Future revisions of ENCORE will include Parent Response Sheets that have the revocation option on it.  

	22
	Q
	A minor change – can this change be if parents decide to add transportation or not to have transportation?

	
	A
	You can have a “meeting without a meeting” which means you would call the parent and ask to make the changes.  If they agree, you would go into ENCORE and create an addendum and make whatever change you would need to make and record that this is a “meeting without a meeting” to make the change and document it.  

	23
	Q
	Who do we send IEP’s to first at ECSEC?

	
	A
	Please forward all IEPs to Lee at the ECSEC office.

	24
	Q
	Do private schooled students receive transition plans also?

	
	A
	No, however best practice would be to include information for transition under the “special factors” section.

	25
	Q
	Do our administrators know about E-9 and E-10 pages?

	
	A
	Administrators were given the handbook training and we discussed Excusal Procedures, which now have changed since we found out that related services personnel and speech pathologists do not have to attend case conferences. 

	26
	Q
	Do General Education teachers need to fill out form E-10 if they want to leave early?

	
	A
	If they stay for a majority of the conference and then leave, NO.  If they stay for a short time period, then YES, they need to complete E-10 Excusal Form.  

	27
	Q
	Can services begin before the 11th school day?

	
	A
	Special Education services may begin as soon as the parent signs the IEP for the initial placement.  If the parent does not sign an annual case review, a change in services may start the 11th day. 

	28
	Q
	On ACR’s, do we have to make two attempts or three to include parents?

	
	A
	 If you call the parents and set a date for the conference and you then send home the notice of meeting, we call that attempts one and two.  If the parent does not show for that conference, you then set another conference. That is attempt three.  If the parents do not show up and do not let you know that they cannot attend, then you can go ahead and hold the conference.  

	29
	Q
	Can another Special Education teacher act as the Public Agency Rep?

	
	A
	Yes! However, the Public Agency Representative must be able to commit resources.

	30
	Q
	What happens when a parent wants to look over the IEP before signing and doesn’t return it within ten (10) business days?

	
	A
	If this is an annual, you explain to the parents the written notice says that the IEP will be implemented within 10 days unless they ask for the conference to be reconvened or request mediation or due process. 

	31
	Q
	If the parent is a no show at the initial case review can you make the student eligible?

	
	A
	Yes, you can make the student eligible for special education services at the case conference but you can not implement the IEP without written parent consent. 

	32
	Q
	For an ED request by the parent, do we do a six -week behavior plan implementation? 

	
	A
	Yes!  We would like to try to implement some behavior interventions prior to labeling a student as emotionally disabled.  It is hoped that interventions can prevent future behavior issues. 

	33
	Q
	Who is invited for an addendum?  (I know this depends upon the topic at the conference, but for a “minor change” would the entire team need to be assembled?)  If not, do excusals need to be done for addendums since there is no Page 1?

	
	A
	See minor changes—meeting without a meeting on question number 25.

	34
	Q
	For additions to IEPs, who follows through with these revisions or addendums?  TOR or TOS?  For example, Preschool student has special education teacher consultation and speech and a revision is needed.  Who initiates the conference and follows through with the paperwork? 

	
	A
	It is important for the TOR and TOS to work together. 

	SECTION F:  RE-EVALUATION

	1
	Q
	How do you create consent to re-evaluate?

	
	A
	You create it outside the case conference event in a separate event if it was not answered as “yes” for the re-evaluation question in the case review. If you answer yes to re-evaluation in the case review, it will automatically generate when the IEP is locked.  Please make sure you do one or the other.

	2
	Q
	What if a student is suspected of being no longer eligible, but the parent refuses to sign the consent to re-evaluate?

	
	A
	Procedure dictates that the school take the parent to a due process or mediation.  That would, however, be the last resort.  A better option would be for the corporation coordinator or director of special education to meet with the parent to discuss this situation and to find out an agreeable compromise to the situation. 

	SECTION G:  TRANSFER ENROLLMENT

	1
	Q
	I had a kid enroll over the summer from Elkhart, when do I or do I do a move in conference by??

	
	A
	10 school days from the first day of school.

	2
	Q
	If a student moves in from outside of ECSEC and receives related services, does the TOR need to invite that person to the move-in IEP?

	
	A
	NO, as we have found out, it is no longer necessary for the OT/PT or speech pathologist to attend case conferences, but it is important to consult with them to see if they would like to attend. 



	SECTION H:  RECORDS

	1
	Q
	What about when parents want a copy or to look at test protocols?

	
	A
	If parents want to look at test protocols please ask them to make an appointment with the parent to go over these together at the ECSEC office. 
 

	SECTION I:  SELF-CONTAINED

	1
	Q
	How do I place a student in a self contained classroom?

 

	
	A
	You must work with the district coordinator/program coordinator to place students in any of the self contained classes.  Please see Section I of the handbook.

	2
	Q
	Self-contained placement – What if it’s decided at the last minute and the coordinator is not involved?  Do we stop the case conference and reconvene?

	
	A
	You should finish the conference and discuss placement options. If you can share that you need to get more information regarding services, etc. and reconvene that would be best; but if not, try to contact the district or program coordinator while the conference is in progress to get guidance.

 ( Call ECSEC and have them tracked down)

	SECTION J:  WITHDRAWAL PROCEDURES

	1
	Q
	Is revocation only done with 18 year olds or can parents withdraw students at any age?

	
	A
	Parents may change their mind at any time and can revoke their rights to have their children in special education.  The students do not have to be 18.  If the student is 18, they can revoke their own rights through the same process where the coordinator of the program or corporation meets with the students and the student has to sign off on their rights. 



	SECTION K:  ITINERANT SERVICES (TOR)

	1
	Q
	Will every student have both a TOS and a TOR?

	
	A
	Yes.  All students have both, but many times the TOR and TOS are the same teacher.

	2
	Q
	Who is the TOR for GMS Deaf/Hard of Hearing?  We have two students at GMS.

	
	A
	The TOR currently for all students who are Deaf/Hard of Hearing (DHH)who are not placed in the DHH classes at Oxbow, CJH or CHS is Sara Merkler whose office is located at the ECSEC office. 

	3
	Q
	Why are not both the TOR & TOS responsible for providing and monitoring implementation of services?

	
	A
	Article 7 spells out very clearly what responsibilities the TOR has; however, the TOR and the TOS must work together to ensure that the IEP for the student is implemented correctly.

	SECTION L:  SPEECH/LANGUAGE

	1
	Q
	When should speech services start?

	
	A
	Speech services start when it is determined by the case conference.  An issue is that the state requires that all students in certain grades have their hearing checked.  The speech pathologists work together with one another to complete the hearing screens usually before services start so that service to the student is not interrupted.  General education teachers also make numerous referrals to the speech pathologist to screen or evaluate students at the beginning of the year.  Before their schedules can be set, these students must be evaluated and case conferences held so that their schedules do not have to change.  Going to the 3:1 model hopefully will initiate the start of speech services sooner than previously. 

	2
	Q
	What do you do if your SLP knows the date and on the day of the IEP slips a note in your box that says they will not be there but gives you the goals to go over?  This has happened to me at the last minute.

	
	A
	This is now allowable as speech and language pathologists are no longer  REQUIRED to be at the case conference.  If there are concerns that you would like the speech pathologist to address, please make sure that they are aware of this and you are requesting them to be at the meeting. 

	3
	Q
	Is the 3-1 model for OT, PT & Speech going on all year long?

	
	A
	Yes.

	4
	Q
	Will the OT, PT & Speech have the same 1 week for conferences?

	
	A
	Yes

	5
	Q
	To include SLP, does this mean we have to have conferences during the school day?  How can teachers and parents meet then?

	
	A
	No.  They attend case conferences after school and before school just like other teachers. 



	SECTION M:  HOMEBOUND

	1
	Q
	What is the rate of pay for providing Homebound services?

	
	A
	It depends on the corporation policy. 

	2
	Q
	If a child needs homebound, who finds the teacher?

	
	A
	If the student is a general education student or a mild disabilities student, usually the administrator in the building finds a teacher.  If the student is an “ECSEC” student who is a low incidence student, then ECSEC usually finds the teacher.  If the administrator can not find a teacher for homebound, it is opened up to all teachers who are appropriately licensed. 

	3
	Q
	If a student is expelled and at the manifest meeting it is determined that the behavior is not due to the student’s disability are we legally responsible to give homebound services?

	
	A
	We are legally responsible to provide SOME TYPE of education for the student in order for him to continue to progress. 

	4
	Q
	Is the 60 day case conference required of students who have been expelled?

	
	A
	If homebound is recommended as the LRE during expulsion than the case conference must reconvene in 60 days.

	5
	Q
	Does the teacher that is teaching a student on homebound have to be highly qualified?

	
	A
	The teachers must be licensed in the area of disability for a student who has special needs. 

	6
	Q
	When reconvening a case conference every 60 days for homebound students, is it a full IEP or an addendum?

	
	A
	An addendum can be written, unless the case review is due.



	SECTION N:  FBA’s

	1
	Q
	What permission form do we use for schools to do a PBIP/FBA?

	
	A
	Handbook page C-5 or complete the Behavior Resource Referral if asking for assistance to do FBA and BIP.

	2
	Q
	Will there be training on how to write correct FBA/PBIP so that we get good plan?

	
	A
	You may ask for assistance. Behavior Resource Consultants offer training.

	3
	Q
	Is there a form to use to document data collected for FBA/PBIP?

	
	A
	There is a systematic observation form in the handbook.  You can, however,  gather data on behaviors on other forms

	4
	Q
	What happens when in Preschool, the Kindergarten wants a Functional Behavior Plan done in May. (Not doing an ED referral.)

	
	A
	Preschool staff should complete the FBA, as they know the student. The BIP can be developed in the fall.

	5
	Q
	Form C-5 which is needed to get FBA/PBIP says that child has been receiving interventions.  What if they are not currently receiving interventions?

	
	A
	This form will be revised.

	6
	Q
	If modifying/revising a behavior plan already in place, do you need to get parent permission if this is an area that we will be discussing during the case conference.

	
	A
	No, not if discussing at a case conference.

	SECTION 0:  BRC

	1
	Q
	BRC Referral only to LeeAnn?  It used to go to Marcia as well.

	
	A
	BRC referrals go to the Coordinator and Lee Ann. This is not the ED referral which goes to Marcia, Lee Ann and the Coordinator.

	2
	Q
	If a BRC will be involved in helping with FBA/PBIP do we need the ‘Universal Permission for Observation/Consultation’ or just the ‘Permission for Screening Form’?

	
	A
	Complete the BRC referral and permission form.  You can find this in Section O pages 2 and 3.

	3
	Q
	Can we send home the behavior referral forms without going through the coordinator first? 

	
	A
	NO!

	SECTION Q:  PRIVATE SCHOOLS

	1
	Q
	What happens when a parent chooses to remove their child from a self-contained class – such as functional skills – to place the child in a private school?  Are any services provided?  Does the child still have an IEP?  Who is responsible? 

	
	A
	They have a service plan and usually receive consultation services from TOR. In a meeting with private school representatives, it is decided what services will be provided at each of the private schools.

	2
	Q
	How would you know whether there are students being home-schooled in your district?  Do you just rely on parents to come in with that information?

	
	A
	Yes

	3
	Q
	First time – write FAPE IEP, thereafter Service Plan with CC notes describing FAPE?

	
	A
	No, CC notes are not necessary with the Service Plan. You write a FAPE IEP the first year and then a Service Plan thereafter.

	4
	Q
	

	
	A
	

	SECTION R:  REMOVAL

	1
	Q
	Does a Therapeutic Release count as a Removal?

	
	A
	Not technically, but it must be in their behavior plan. We do keep track of these days as well so that they are not misused. Therapeutic release should not take the place of suspension.

	2
	Q
	10 Day Conferences – Do the 10 days have to have a pattern?  Does “ISS” count?

	
	A
	The purpose of the 10 day manifest conference is to determine if there is a pattern. ISS counts if the student is not being provided all that is in their IEP with respect to services and access to general ed.

	3
	Q
	If a student is suspended from the bus and a parent brings them, is that a Removal?

	
	A
	No

	4
	Q
	Several students with Autism have time in the office or a quiet area extensively as they’re ‘unavailable’ to learn.  It’s part of the Behavior Plan.  Is that a removal?

	
	A
	No

	5
	Q
	What about students who sleep a lot during school?  It’s allowed due to side effects of an RX.

	
	A
	No

	6
	Q
	For an ISS, I thought the law said the student was to be progressing toward their goals – not necessarily with their non-disabled peers?

	
	A
	They must be with their non-disabled peers, unless in a self- contained classroom.

	7
	Q
	How is removal/suspension different from ‘therapeutic release’ or is there no difference.  Also vs. a shortened day?  Is it whether or not it’s written up in the PBIP?

	
	A
	Therapeutic release is only for a part of a day and must be in the IEP/ BIP. A shortened day would not be a removal if it is the recommended LRE and in their IEP. 

	8
	Q
	Reporting procedure – Last year in some buildings principals were to report suspensions, not teachers.  Is this a change?  Who should the teachers contact?

	
	A
	It doesn’t make a difference who reports as long as someone reports to ECSEC.

	9
	Q
	If a student is sent home or kicked out of a community pre-school and therefore misses special education services, is it a removal?

	
	A
	Preschool is not mandatory, so removals are not recorded.

	10
	Q
	If a student is in pre-evaluation time with interventions (not special ed. yet) does the 10 day removal apply?

	
	A
	No

	13
	Q
	If a student is removed from “direct” class for 1 hour, is in an office with a para checking in and materials are provided, is this a removal?

	
	A
	No

	14
	Q
	When a child has been suspended for ten days, who holds the 10 day Manifest – Program Coordinator or District Coordinator?

	
	A
	For a student in a self-contained class – Program Coordinator, for all others – district coordinator.

	15
	Q
	If a student is sent home an hour early does it count as a full day of removal or can different instances add up the time to equal a one day removal?

	
	A
	It counts as a full day. You can not remove a child 6 times at one hour each and then call it a day of suspension.  You would have 6 days of suspension. 

	16
	Q
	Is there a specific form that we give you for a Removal or do we just use the form that out school uses?  

	
	A
	The form that the school uses.

	19
	Q
	Because of a Removal, is a 10 day conference marked as an Addendum or a Manifest?

	
	A
	You might do both. You would probably do the manifest and then do an addendum to address any changes as a result of the manifest.

	20
	Q
	If the IEP states that the student can work in a separate classroom as needed, does that count as a suspension then if/when the student is removed and sent to a quiet room to work or with a para one-on-one?  

	
	A
	No

	21
	Q
	If a student is kicked off the bus but makes it to school on time, one way or another, (walk, ride bike, etc.) that’s not a suspension, right?

	
	A
	Correct; it isn’t a suspension.
	Q
	If the TOR is not notified of all suspensions, is the TOR held responsible for not documenting/sending it in to ECSEC?

	SECTION S:  SECONDARY TRANSITION AND ON-GOING ADULT SERVICES
	
	
	A
	No, however, TOR must be prudent in seeking out the information. You will still be held accountable if no services are provided for students after their 10th day of suspension that school year, so you need to keep in tune with your students. . 

	SECTION T:  TRANSPORTATION

	1
	Q
	TOR doesn’t need to deal with Transportation Forms – our assistant takes care of them?

	
	A
	Ultimately, you are responsible to make sure that these forms are completed correctly and special transportation is a case conference decision and a related service. 

	2
	Q
	I thought we couldn’t kick them off of the bus without providing some form of transportation.

	
	A
	· If a special education student is suspended from the bus, transportation is not identified as a related service on the IEP, and the student has the means to get to school without riding the bus, the suspension from the bus would not be a suspension or a removal from school. 
· If the school knew that the student did not have an alternative means to get to school without transportation, suspension from the school bus would be considered a suspension or removal from school.
· If bus transportation is part of the student’s IEP, a suspension from the bus would be a suspension/removal, unless the school provides transportation in an alternative manner.

	3
	Q
	Are behavior plans attached to transportation forms or are bus drivers informed in another way?

	
	A
	They are not attached. It would depend on how the TOR decides to share that information.  However, it is important for behavior information to be shared with bus drivers.

	4
	Q
	Bus drivers tell me they rarely see the transportation form we submit.  Is it OK to hand them a copy of the form?

	
	A
	Yes, especially if a child’s behavior is such that they have a “need to know”.  In other words, are there particular techniques that work with the child or certain things the bus driver needs to know such as the child can not tolerate “touching” them?

	SECTION U:  EARLY CHILDHOOD

	1
	Q
	For First Steps case conferences or ‘walk-in’ pre-school conferences, do we need a general education teacher to participate in the conference? (These are students who are not currently in a pre-school program with a general education teacher.)

	
	A
	Please consult the Preschool Coordinator.

	2
	Q
	When holding preschool case conferences, particularly transfers or initials, the assignment or acquisition of STN numbers holds up therapists’ access to the student on Encore.  This is a factor with December 1 count as well as using Encore to determine compliance.  Are there any solutions to this?  

	
	A
	As a matter of fact, we are meeting with the technology people to discuss the assigning of STN’s through this office for preschool so that there would not be a delay in accessing Encore or ISTAR.
 

	SECTION V:  SPECIAL HEALTH PLAN

	1
	Q
	If a student has seizures, but hasn’t had one for a long time (according to the parent) do you need to complete a plan?

	
	A
	No

	SECTION W:  CRISIS INTERVENTION

	1
	Q
	When using CPI – “use documentation form” – which form?

	
	A
	The Report of Non-violent Physical Intervention in the handbook, Section W, pages 4 and 5.

	
	Q
	Is CPI Training mandatory?  It sounded voluntary…

	
	A
	It is mandatory for staff in some of our self contained programs.

	SECTION X:  EXTENDED SCHOOL YEAR

	1
	Q
	Does Jump Start count as ESY?

	
	A
	If the student needs ESY, Jump Start can be a way of providing those services. It doesn’t mean however, that a student who goes to Jump Start qualifies as a student needing Extended School Year.  ESY is only for those students who would seriously regress during breaks, or is just learning a new skills such as Braille or signing and needs to continue that during break time. Please contact your Coordinator before committing to ESY in a case conference.

 

	2
	Q
	For ESY should we reconvene in spring or can we do it at the annual case review?  If we reconvene, who needs to be there?

	
	A
	In spring.  The required case conference participants should be at this meeting as well.  Please “clear” the request for ESY with your program or district coordinator prior to the case conference. 



	SECTION AA:  PARAPROFESSIONALS

	1
	Q
	When do you need para training checklist?

	
	A
	When you have a para that is working with a specific student or students, or is assigned to a self contained classroom.  This checklist provides documentation that the paraprofessional has been trained in various areas for liability purposes.  

	2
	Q
	Para training – What about Interpreters?  Is the same form needed?

	
	A
	Yes

	3
	Q
	What if the para works with more than one student, do we write checklist for all students they work with?

	
	A
	You can list all the students on the same sheet. However, would all the needs of the students be the same? If not, then you should have separate checklists for each students.

	4
	Q
	Is there an ASL Interpreter training checklist?  Do we use the para one instead?

	
	A
	Use the para checklist.

	RELEASE OF INFORMATION

	1
	Q
	Do I use the same ‘Release of Information Form’ for mom’s boyfriend or grandma to have permission to discuss the student with me?

	
	A
	Yes.

	2
	Q
	For Release of Information form for Oaklawn, who can be a witness?

	
	A
	Anyone.

	3
	Q
	Is a witness signature needed for Madison Center like Oaklawn?

	
	A
	We believe this would be best practice.

	MISCELLANEOUS

	1
	Q
	How was the ECSEC Stimulus $ spent?

	
	A
	$48,000

· Materials for RtI

· Functional Skills curriculum

· $12,000 for Handbook Training (printing, subs, stipend)

	2
	Q
	Must transition plans be written for students still in elementary setting?

	
	A
	Yes, if they will turn 14 prior to their next annual case conference.

	3
	Q
	What about students who miss 60 school days and are not ill or injured?

	
	A
	This appears to be an issue of truancy and should be addressed through your building administrators

	4
	Q
	Does Central Office enroll all students?

	
	A
	This depends on the corporation; some do and others do not. 

	5
	Q
	Does ECSEC have ideas, forms to collect different types of data?  Would like further information/ideas…

	
	A
	Yes but you can also go on line and gather different ways of documenting behavior and academic progress. 

	6
	Q
	Who provides the support for students going through SLD identification?

	
	A
	If the student is in the RtI process, it is a general education intervention.

	7
	Q
	I am confused as to the purpose of the C-5 Form.

	
	A
	The C-5 form is the parent permission for screening which would give permission for observation, completion of rating scales, and completion of behavior plans for non identified students 

	8
	Q
	Do ‘Business Days’ include summer days?

	
	A
	Yes it does.  Business days would be anytime the administration building is opened. 

	9
	Q
	Can assessments be conducted while intervention is being implemented?  What kind of permission form should be used?

	
	A
	Yes, assessments can be conducted while interventions are being implemented.  Please refer to Section C, page 5.

	10
	Q
	If the students leave 30 minutes before school is dismissed because the bus has to pick them up at that time, is that considered an adjusted instructional day?  If so, is there any way we can see to it that the student(s) can be there for the entire instructional day?

	
	A
	Please work with your program coordinator if this is occurring.

	11
	Q
	Should the Medicaid permission form be a required form in the IEP instead of optional?

	
	A
	It’s required if you checked “Yes”.

	12
	Q
	If a student’s IEP says EDFT and they are in gen. ed. classes what does EDFT mean?

	
	A
	An ED student would be listed at EDFT if they have a para in the general education classes or the student is assigned collaborative  classes for 50% of the day.

	13
	Q
	Who amends the file when parents ask?

	
	A
	Mary Beth amends the files, send the request to her ASAP as she only has 10 BUSINESS days to respond to the request of the parent.

	14
	Q
	Can a student receive interventions (RtI) services if the parent requests a removal from special education?

	
	A
	This would be a general education issue.

	15
	Q
	Can IEP’s be copied back-to-back instead of each page on a separate sheet of paper?

	
	A
	yes

	16
	Q
	What do we do with the “Big Book”?

	
	A
	Please empty the contents and recycle the notebook.

	17
	Q
	Do ‘Business Days’ include Saturdays?

	
	A
	No.


