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MONTGOMERY COUNTY -

* INTERMED IATE UNIT’ , ” ~
PRINCIPLES FOR . .
COLLECTION, MAINTENANCE, AND

. ’ DISSEMINATION OF PUPIL RECORDS

The Mo gomery County lntermedlate Unlt provldes special

-,'educatlon classroom programs, .resource room programs, Itinerant services,

and consultatlve servlces for children in the public school systems

s of Montgomery County. information concerning, the child's academic
. progress, level of lntellectu¥i functloning, emgtlonal and health studles,
¥

and family background 1is rout ely gathered In order to provide appro-i
prlate-lnstruction angd supportlve services for each student. Whlle ‘thls

Information may be essential to Insure the best possible program for

‘each student, steps must be takenfto guarantee that this, lnfonmatlon
will not constitute an Invasion of privacy of students and their:

parents or guardians and to guarantee that this information will be used
only for valid_ educational purposcs. | L .
These proposed prlnciples for the management of school records
are based upon Gulidelines. for the Co!lection. Mauntenance, and Dissemina+
tlon of "Pupl] Records publ ished by. the Pennsylvania Department of Education,

Bureau of lnstructional Suppd&t Services, pDivision of Pupil Personnel -
Services (August, 1974) and specify conditions for gathering, maintaining,

L

and releaslng information ‘concerning students receiving services from the '

* Montgomery County Intermediate Unit, Special Education Division.
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N " / COLLECTION OF INFORMATION CONCERNING STUDENTS |
. 4N MONTGOMERY COUNTY INTERMEDIATE UNIT
S SPECIAL EDUCATION PROGRAMS

B Y . o , ) . t
1. No Information concerning a student, his parents, guardians, or - A
’,famlly wlll be collected without pr!or Informed consent as
o , speclfled in the following:
.; . .+ A. The Montgomery County 1ntermedlate Unit Bodrd of School
A ) _— Dlrectors as elected" representatives of the cohstituent :
AR _ “school districts of the Montgemery County- Intermédiate . Y
Unit and of the residents of those school/d‘§tr|cts may

°_ - provide consent. for tbe gatherlng of ertain types of
presentational

5 lnfbrmatlon as speclfied below. .St
) "~ consent will sufflce in lleu of student, parental
guardian's or surrogate's consent for the collection of
. . the following types o?’lnformatlon- ' o : : -,
. 1 Name, address, phone number of student & >
T 2 Parents' or guardian s or/surrogate s name, address, phone ' :

number, place of work

.3 Scores of group aptitude and achievement tests . .
) L Grades on te%cher prepared tests“}eiatlng to subjeot oo * ‘5,\‘
matter currieulump‘d
, ‘5 .Grades on report cards . : . . T
Lo 6 Vocational skill assessment - t '
- 7 Such other information that, is routinely collected and .
deemed necessary by the Executive Di rector or his designee : :f

c
B. When representational consent as specifled in 1-A is provided

by the Montgomery County lntermednate Unit Board of School - ) ‘ .
Directors, studeﬂts and parents or guarduans or surrogates " PR ;
g : must be noti-fied in writing of such. repFesentatlonal consent
;4' . -"provided by the Montgoniery County Intermediate Unit. Board
| of School Directors. Students and thelr ‘parents or guard|ans»
T _.”{ or surrogates must be afforded the right to appeal the decision
. ‘of such representatuonal consent. The appeal will be directed
- tQ a quasi=judiclal panel specified in Admln|stratuon of Securlty. l\l.
‘ When such representat!onal consent is provided by the Montgomery
60unty Intermediate Unit and of the residents of ‘those school -
distrlcts in Heu of lndzvudual consent, students who have




| " reached elghteen years of age or are Iess than elghteen and ?'
N . .‘ - married or thelr parents, guardlans, or-surrogates wilt be otifled
o B ?'annually of ‘representational consent for gathering speclflc types—

. of lnfonmatlon as specified ln 1-A prlor to -the gatherlng -
of Such lnformatlon.ﬂ' o o
‘ C.. When the student reaches the age of. enghteen, or 1s less than
o . 3 ~ elghteen and Is married, his or het Informed consent alone must
'f}'_ A | be.obtalned. This lncludes the rIght to deny parental access

to records.. - -+ oo T , .

‘ B D. Nhen the student Is less than elghteen -years of age, Informed ‘
- -consent of the studenq)s parent(s) or guardlan(s) or surrogate(s) , ¥
must be;obtalned . |
E. 7The prlor Informed consent of students who have reached the age
of elghteen, or who are less than age elghtéen and marrled, or
. - 3 theﬁr parent(s) or guardlan(s) or . surrogate(s), not representa=-
tlonal consent as speclfled In I~A, must be provided for the
. gathering of the fol{pwing types of lnformatlpn undergthe super- ,‘ R
¢ - viston of a certlffed school psychologlist: ' ‘ |
' . B Individual lntelllgence tests administered by a certlfle{ié I ”,
school psychologist
2 Personality tests and Inventories administered by a certi-
1 .- fled school psychologist

@

‘ ;/ / ’3 Interest Inventorles .,. - - , ‘
f | L Femily background information )
5 When necessary, interviews by school psychologists, guidance
* ‘counselors, social workers, and psychiatrists . - .
. 6 Reports of agencles and practitioners outside the educational
‘ systely ’ | | '
, F. When the child has reached eighteen years of age or is less than.
1; : / 4 age elghteen and married, and when the child's teacher, speclal

- education supervisor, the Intermediatg Unit school psychologist
' responsible for the child In conjunctipn with a coordinator of
psychological services have behavioral observations that lead to

» ¢
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ey @;feasoneble doiibt about the student'j;;motlohal or mental caSa-
clty to understand the implications of "his/her giving consent .
. ' . ' kir gathering information, the parents or gyardians or surrogates
- ‘ | the gtudent -should provide individial informed consent in -
” writing. = ) o s -

. 'G6. When the gathering of lnformatlon is necessary for immediate
need of Intervention and when the student who has reached age
. elghteen or is less than elghteen years of age and married -~ |-

refuses to provlde consent, written conSent should be sought

from the student's parent or guardian or surrogate. The

necessity for "immediate needed intervention' should be con-'

strued to mean intervention to prevént the student from harming
: himself or others ln.the school sltuatlqugy/lnterventlon nece~ .
X_ ssary for the immedlate health of the q;udent. '
:' H. {If written Indlvldual consent is noé provided by either ‘the
E student or hls/her parent or guardian or surrogate, further T z
y steps to gather information upOn‘%}lch provision of inter- | -

1 vention is contingent should be lnltlated_qnly if all of the
following conditions are met:

1 "The school psychologist in consultation with a coordinator

of psychological services and the Pirector of Special , ‘
Education, giving full attention to the privacy interests
o N lnvolv&g dcides tt? inter\ention is mperatlve Imperative.
Interventlon»ls défined in G above.
"+ 2 Both the student and his/her parents er guardians or surrogates
"have been fully informed by. certified letter and personal or
telkphone contact that such information will be gathered; and '
'3‘_The Director of'Special Education and the Intermediate Unit o

N

L The student and bls/her parents or guardtans or surrogates are |

Executive Director have p(gvided consent; and

athered.

ig glven the right to challenge the valldlty of the information
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l.. Where information Is to be collected for non-school'purPOSesq
elther by school personnel or.personnel outside the educatlonal
system, as in the case where }t is proposed that the student
population be used as subjects in medical or sociél science re-

e search studies, then the above recommendations for collection of
data should be fully applied, with the further provisions of
‘ prlor permission from the lntennedlate Unit Executive Dlrector .
and the |ntenngdiate Unit Director of Speclal Education and
prior Informed consent from the studeats who have reached age
'elghteen,or are less than elghtee and married or their parents,
guardians, ‘or surrogates. Such Information is collected under . ,
- conditiogs of anonymity as dgflned in Dissemination of Information ‘
Begarding Pupils, VIIl. This fact should not relieve the collecting non- *-
school agency of the.oblléaflén-to obtain approprlate written informed
consent from students if thex.have‘reachea age eighteen -or if‘they-

are less than eighteen years of-age and married or ihelr parents .
. -or guardians or surrogates, : '

- e
F e

-1 Such informed consept must be provided prlor to information
.collectlon, ' o ' -
% The Intermediate Unit Executfva'DIrector‘aﬁd the Director
of Spéc!al Education must review instruments and procedures ’
“> to Fetermlne whether.lnétrumengs or'methods of lnquiry

constitute,a significant potential invasion of,privacyy

The Intermediate Unit Executive. Director and the Director
of Special Education may conclude that :to gather 5uch’fn-

/ formation requires individual writtén informed consent

- ‘ instead of consent provided by the Montgemery Cpunty inter-~
- ".medlate Unit Board of School Directors as rigfésentat|Ves of

students who have réached elghteen years of age or who are

less thapvage eighteen and married or their parents or guardians
i~ . OF surrogates, '




J. ' Student Information gathered for a Speclflc purpos‘e ay be

of Informatiom Regarding Pupils.

“ . o D.lsselnlnai:ion s .
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CLASSIFICATION AND MAINTENANCE OF DATA

L)

3

The Intermediate Unit maintalns a.variety of types of inforé;tioh
on each student ranging Th sensitivity from the student's name and
addr ss to detalled reports of emotional status and famlly background

Such information also greatly varies in terms of veriflcatuon of in-

'formatlon. Differing regulations are establushed to govern security

of and‘access ‘to various kinds of student information.
i. Catpqorx_“A" Informatlon includes official administrative recoids

that constitute the. minumum personal data necessary for operation

of - the educational system., .
A, Types of “A" information .
o ‘Name, address, telepho hmber of studenf* )
_ 2 Name, address, ,telephone numher of parent(s) or guardian(s),’
/ ~or syrrogate(s) and their residence or work '
* 3 girth date- ., , . ‘ o~
b Academié‘wofk=com§}eted ‘ , . -

5 Level of achievement
a) grades .c
b) ‘standardized achievement test scores
6 Attendance data
B. Perlod of maintenance of '"AY 'data is 100 years
€. As 5peciffed under the Admin!stratlon of Security section,

students who have reached age eighteen or who are less than

_eightéen years of age and martied; or their parent(s) or .
guardian(s) or surrogate(s) must be afforded the right to
challenge the veracity of “A" type ipformation. . - ]

3




- . -
. v

'

.lJ. 'CGtegory sy lnformatlon Includes the verlfled information of clear

‘,lmportance for provldlng appropriate: lnstructlon and supporthe -
servlces for the student at a glven polnt in tlme, but not absolutely
necessary to tho school over tlme, in helplng the chlld or in pro-
tecting others. '
A. Types of ''g" lnformatlon . e

1} Scores of standardlzed infelligence and aotltude tests

_— (group and individually administered)

\\\\" _/34:lntéresi inventory results
3 : ~

3 Vocational assessment
4 Health data C . 1 - . -
5 Family background infomation’’ | ' . -
- _6 _Verlfled teacher, counselor, or soclal worker ratings ‘and/or
- _ observations _ ) o S
s ; 7 Verified reports of serlous or recurrent behavlor patterns  ." -
)//”‘ B. Perlod of Maintenance of "B type information SR o

1 e type information wili be reviewed by the Speclal Educatlon
supervlsor and/or psychologlst reSponslblevForgthe program tn
which the student is enrollied when $he student transfers from

) ‘an clementary school level program to 'a junlor: ‘high school

R ’ fevel program and from a junlor hlgh séhool level program to

o a high school level program. " R A _
- 2 In addition to points 2-B-1, 'B" ty;e materfals will be revlewed'
T by the Special Education Supervisor and certified school psSy=~

o chologist responsible for the child's program and the child's

placement prior: to each change of educational -program placement

B (e.g. MR class to regular class, PH class to regular class)

_ _ ot ' 3 After each periodic review of ''B" type lnﬁonmatlon, lnformatlon

S a ‘ which is no longer relevant may, be destroyed e e

N L After the child leaves the Intermediate Unit's school program,‘

Hg type Information may be maintained when:

R ‘ a) good: cause far retention of "'B' type lnformatlon can be'
demonstrated to’ the Director of Speclal Educatlon and the
Intermedtate Unit Executlve Director, and

A4




b) parents are notified of the matgrlafs‘retalned,'d}' §
¢) "B" type Information Is rendered, anonymous and maintained
for research purposes A ’
5 CondltIOns for access to.''B'! type Information are specified
under the Dissemination of lnformatlon section of this document

1. Category uen lnformatIOn lncludes potentially usefuyl lnformation
but not verified or clearly needéﬁ beyond the immediate present;
for example, legal or clinical findings including certaln per-
: sonallty test results, and unevaluated, reports of teachers,
counselors, and others which may be needed In ongoing |nv3§tlgat|ons
. and dlsclpllnary or counselling actlons
v A. Such Information must be dated and signed by the person recordlng .
| that Informatlon before entry into the student's file. ,To file
such Informatlon, teacha(s, soclal workers, speech therapists,
vocatlonal evaluators; and other non-supervisory personnel must
have the written permission of thelr supervisor or the certified
school psychologist responsible for the child before entering
such Information into the student's file.. Permission of the
éuﬁeersor or certified school psyéhologist should be Indicated
by his/her Slgning this Information and dating it. ‘
8. Such Information nfust be:. ’
1 Révlewed at -least once each year by the supervisor of Speclal
Education ahd/or certified school psychologist responsible for
the child and the program In which the child is enrolled and

‘'destroyed as soon as Tts usefulness has ended, or
‘2 verifiled and transferred to category- “B“ status.- If

reclassified as "B"

a) ' the child if he has reached age elghteen or is less
than elghteen and Is married or his parent (s) or !
guardlan(s) or surrogate(s) must be notified and the
nature of the Information explained

. b) the child If he has reached age efghteen’or Is less’ }
| than eighteen and married or hls pa}ent(sf, guardian(s), .
> or surrogate(s)‘must be afforded the right to review

such Informatlion and appeal the glassl$lca€lon change
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" Co IF MCY type lnformathn is, for any reason;,malntalned fbr ’

more than one year, the exlstence of such information must be
" discussed with the child who has reacped age eighteen or is less |
than eighteen years of age and is married or his/her. parent(s),
guardian(s) or surrogate(s) and the reason for maintenahce must -
" be provlded with the right of appeal afforded. '
Pertainlng to c0nfidentlal, personalhflles of school psychologists,
soclal workers, counselors, and psychiatric consultants, the ‘Inter-
medlate Unlt recognizes that, ‘in some lnstances, professlonals
wonk!ng In the school may gainbaln psssonal and confidential files
containing notes, transcrlpts of interviews, clinical diagnoses,
and other memory alds for their own use In counseling pupils., Any -
and all data that are consldered to be the persorfal property of® the
professional should be guarded by the ‘rules glven above In addition .
to those dictated by professional ethics, subject to the terms of the
employment contract between the school and the professiOnal and any

< speclal agreements made between the. professlonal and- the individual

guardian(s), or surrogate(s)

student, parent(s)
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edutatlon of the staff concarning maintenance and access\policnes.

. Aii intgrmediate Unlt personnei '‘having access to records will.re~ '
. . celve parlodlc tralnlng in security with emphasus upon prlvacy

) rlghts of students and parents.’

N | Records should be -kept undgr lock and key at all times under the

i ' e supervlsion of the professional designated in 1, . : ;/f
B ft‘r Jii. Access to computerlzed or microfiche files can be granted only by

ﬁ$f , ' B " the director of pupll records. Such files wil be reclassifled ’ .-

S by'VV' "',  and e, categories and maintained under,the condltlons ’ '

M '  set forth in CIassification and Maintenance bf Records. ) -t

‘ - . The lntermedlete Unit will fegtablish a qua5|-jud|clal review panel

o "‘ " -+ composed of the lntennediatjg%nit Executive Director,‘the Director

: of Special Education, the Director of Pupil Records. and one non~ -

# school. empioyee to be appolnted‘by the. Montgomery County intermedlate
L . Jhelt Board of School Directors to determine_the valldity of category

-~ Hen fnformatlon and to provide for parental challenges “of such in= - ‘i

format?on on occasions where their transfer~to category ''B' Is
held to- be deslrabla. » ,gh“‘ '

L. V., . In chailenglng change of category or verac*%ytof informatlon,

' students who have reached age eighteen, or who are~iess than
aﬁghteen years of age and marrled or their parent(s), guardian(s),’
or surrogaté(s) should be Informed of their right to counsel, _
‘thelr right to present evidence, and their right to cross examine

v o witnesses. Parents should receive reasonable time. (30 days) to g

. prepare for such a proceedlng : R

Kl
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_ vt. Students who have reached age eygﬁteeﬂhqr who are less than
elghteen years ‘6f age and married or- .thelr parent(s), guardian(s),
or surrogate(s should be Informed of “their.right to challenge

. - the declslon of the quas!-JudicLal review panel as speclfled in

'_ IV by presentlng thear challenge to the Montgomery County Inter-
mediate Unit Board of School Directors. Students who have.

- reached age elghteen or who are ‘less than eighteen years of .
age’ and marrleg\or thelr parent(s), guardian(s),, or surrogate(sf
should recelve reasonable tIne (thirty days) to prepare for-this
appeal proceeding. . o
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., ‘ DISSEMINATION OF INFORMATION REGARDING PUPILS

A

. As indicated ln prevlous sections, all information regarding
students and ‘thelr famllies should be collected and maintained under
such safeguards of prlvacy as may be obtained through ‘informed consenf
verlficatlon of accuracy, limited access, selective dlscard and appro-
prlate use. “As long as the -data are retained wuthnn the_ Intermediate
. Unit, it can imﬁ]emenf'these prnnciples ‘with some flexibility of pro--
Lo cedures) The lntermedlate Unit, however, is oftensasked to transmit, student
lnformation to other agencles, institutions, and even individuals,
Such requests may come from schools, co}leges, employers, courts,
police, soclal agencies, and others.- Since\conveyah;e of records re-
moves the data from control of the Intermediate Unit, much more -
stringent precautions are requrred to protect the rights of the
students against lnfringement of prlvacy, mrslnterpretatlon of‘data, .
and tnappropriate use, " . - . — : o
1. The Intennifiate Unit may, w!thout consent of parents or studénts,
release a studié:'s\permanent record’ f(le, including categorles
pn and ugH typ
- A, Other Intérmediate-Unit personneﬁ> ‘including psychuatrists,

information as defined above, to:

within the Intermediate Unit who have a legitimate educational

interest., Al1l personnel desirung access to pupll records,
however, should be requured to sign a written form which would
be kept permanently onrflle, indicating specifically the
.”fﬂssjtimate educationa) interest' that they may have in seeking
y this'lnformation. Such a file should be 'avallable to students -
who have learhed cighteeq or who are les% than cighteen years of
:‘f' l age and are morried and to thelr parent(s), guardran(s) or
surrogate(s) and to the orflciaf responsible for record maun-
tenance as a means of auditing the opcration of the system
B. parsonnel of the constituent districts of the Montgomery County ¢
t R intermediate UnYt,,lncluding.teachers, who also have' a legltimate

26~
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psychologists, social workers, teachers, educational supervisors,

-
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e
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educational Interest. ‘Proceduré'for-access'should follow the

;;’":”*I< L procedhre des¢ribed above ln 1, Section A. 3o - ) :f;.
" * €. ‘The Peninsylvanla state Secretary of Educatlon and hls offlcers, -
‘ ‘ ‘ subordinates or designees, 'so long as the Intended use of the
o o data 1s consistent with the statutory powers and responsibi- P .
.’ﬁv. T ;:> lltles of the Secretary of Education.” The Statutory'powers . .
' o and responslbILtties of the Secretary of Education are ‘defined” -

‘o

in Bas!c Regulattons for Education

» D. officlals ‘of other primary or secondary school systems ‘in which
L : -~ the student intends to enroll, under theggondltfon that the
' o lstudent who has reached age elghteen or the student who Is less
oot ' _than. elghteen years of ‘age and who 1s married or his parent(s), - .
guardian(s) “or surrogate(s) be:notified of the transfer, receive
" a copy of the record if deslred, and have an opportuntty to .
W o - challenge the records! content using the specifled judiclal-

like procedure as defined In the Adpinistration of Security: °

. section of this document. o
11, Thc Intermediate Unit or any Intermed hte Unlt Hfrsonnel may not

e d1vu1ge,~1n any“form,"tOMany“personSAOthef>than»those«11stéd~ir
' A, B, C, D above, any Information contained in the records except:

A, Mith written consent from the student who hasfreached age _— .
elghteen or who is less than efghteen years of age and is -
married, or his/ker parent(s) or guardlan(s) or surrogate(s)
' speclfylng records to be released, and to whom. and with a
copy of the records to be released to the student who Has
_ reached age eighteen or who Is Iess than”e+ghteen years of
o, N ~age and married, or his/her parent(s) or guardian(s) or _ N
‘surrogate(s) if deslred or : ]
‘B. In compliance with judiclal, order. or orders of. administratlve
CL agencies where those agencies have the power of subpoena. < e
' In such cases, the student who has reached age eighteen or Is” |
~ 1éss thap eighteen, years of age and marrted:Tor'hls/her,parentgs)'
or guardtan(s) or surrogate(s) must be notifled of akl such

-

rders and the school s complliance,

‘. - 4
L -

-l

' , . oo ' -
. ". . ' re‘ . ._ -. .
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\‘l‘ ) ) . .
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.‘,ill; Where the pennlssion of the student who has reached age eighteen or

N '\student's record file, as follows: . ‘ : -

, VII% Either @ student, or his parent(s) or guardian(s) or surrogate(s), or

. ) " - . | A o ..“
who s less~than eighteen years of age and is married or his/her -
parent(s) or-guardian(s) or surrogate(s) is required. for the re-
Jease of . records, procedures For obtaining this permission should
take into a;count the,distinctions madéWUnder classification of

data regard}ng differences ‘in the kind of data contalned in the

. Routine, non~-specific (with respect to |nformation to. be-reieased)

-
LA

'cbhsent applies only to category "A':type data.
B, ‘Additionai, separate, and specific (with respect to |nformation
to be reieasedY permlssion should be required for the release '
i ., of any data in category "B’ . O ' HM _
C. Under no conditions, except as specified in 11, Section B, should
v ‘the Intermediate Unit release information gathered by any nan
" . Intermediate Unit professional personnei "but included in the'
intermediate Unlt/reggrd with the exceptjion of date of birth.
This would lbciude for example, the report: of a social worker con-

(f -?'”-N'cernung condition§ in the pupil's home, etc.’

a . . . '

V.- Each matter “of consent for reiea&e of Information must be handied
g \separateiy €or example, blanket perm::si0ns for release of nn-
'iformation withln an extended period of time mgy not be soiicited

lsince they, by definition, do{not prOVlde an’ opportunlty for informed

conSenE ’ . a

» v ?

“.V. The Intermedlate Unit may com[iy with parental request for_the .
release of information to other persons or agencies, subJect to
the qualifications set forth in Section V1 below regarding safeguards
.of the student's rights when he reachesliegai age, | ‘
Vi.  With respect to the problen of a student's age and “his iegai rights,

the following exceptions should be made to the principal of parental

consent: , ; c : '

A. When a student reaches the age of elghteen or is iess than eighteen~
years of age and is married, his/her consent alone must be obtained

B. This Includes the right to deny parental access to his/her records

-

.“' ’ . < N - ‘5 . ‘ .‘.

‘.‘ : fj/f///{ ) db f _lés ":
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thelr legal representatives, may have access to the official ad-

mlnistratlve record (¢ategory “A'"" type informati’po Students who

" have reached elghteen years of age or students who are . less “than

» PTG ejghteen years. of 7ge and married or thekr paren}(s) or gua:dian(s)
L or, surrogate(s) mady have, acéess toucategory "8 type data. Students- TS
N "‘ {",;q mhqfare lébs "tha eighteen years of. age and who are not marﬁled,may ot
. t:g R hav;;access to ¢ tegory B! type information w|th the permlssion

> -

| of ‘théir parent s)\or quardian(s)" or,surrogate(s)
“ o )‘ ) A This rule. is subject to the qualifications regarding age and
| ' c0nsent specified in Vi abqye. - p
. B This right of access includes the right to challenge ‘the validity
. of - infonnation contained in the record through the procedures
' specified in the Admlnlstration of Security section of this
PN E;; o document involvung a formal review process “incorporating due

- process’ prlnciples.

L

Vlll .  The lntermediate Unit may provnde anonymous data from its records

; * for research purposes wi thout consent under conditions where the’
_"¥1 S % n Executive Di rector has determined that the 1ikelihood of identifyling.any..
individual -betause of his unique characterlstics is negligible. A
file may ‘be rendered anonymous by removing the student s name, address,
. ' - name of parept or guardian or surrogate, name of present teacher. -
/ . IX. The Intermediate Unit may face instances in whnc‘bgovernmental,agencies,

A  local, state,-and federal, mandate the release of information on

individuals. h-‘i‘he principle of informed consent should apply in all

cases except

y
13

A. Those cases involv;ng Intermediate Unit responsibil:ties under

@

- ) : . exlisting child abuse ér neglect’ statutues. ' ,

' B. Governmental agencles, in mandating .the provision of informa-
~-tion should abide'by the recommendations herein contained to
‘assure the rights of privacy. Where identnflcatlon of the Cm e
indlvidual Is nevertheless legally required with or without
copsent: . '

‘ 1) Students who have reached age eighteen or ,tudents who are

. o less .than eighteen years of age and’married,or their parent(s)

or guardian(s) or surrogite(s),will be informed of the specific

e Informatjon which has’beEn provided. ) .

\)‘. . . L l“ -]6- - 0 v . »
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2) For category "C" type Information the princ!ples
enumeraged in II-B and 111-C in this section shall apply'

ERIC

A 7ot provided by eric [

[ P .
. '
7 P 4 , B
» \ .
! »
» ’
”
A ¥
’
.
~
i -
.
’
- . »
o
1
A '
* L}
o
a
.
* N
* *
- ) 9
. s
.
~-
. .
N -
N
. , .
’
H
A\l
.
.
»
o

-




AR )
- N ?
i ' / ’
e ) P
' { ‘ - v 5 rd
NOT!FICATION OF ROUTINE INFORMATION COLLECTION - REPRESENTATIONAL CONSENT FORMS:
» T S '
\l. _Mu}ﬂ"gly Handicapped P'ro_gram R :
2, Trainable Mentally ﬁetarded Program .
. 3, Learning Disabilities Program ’ b
- . . . A . 'v 'p

4, Program for Visually Impaired Chjldren. ' .
}'\ ’ ‘ B . - ‘ . N \’ '/ A 5( 2 ”
‘“ 5. Educable Mentally Retarded Program ( - C . i
: 6. Speech Program & ¢

‘[ o School for Childrer.x’?wlth" impai red ‘H'earlng,

. 3 . : ' - " 5/{;:“ . . ~
.8, ‘l_t_Iﬁ'ﬁéi'éﬁt‘ Hearing Program

9. Montgoméry Céu’nthchool for Physically Han‘dicap{)ed Children

10. Legrning and Adjustmeht Program | . ‘
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' MONTGOMERY COUNTY INTERMEDIATE UNIT

. o Special Education Center -
1605-B WEST- MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550

. NOTIFICATLON OF ROUTINE IﬁFORMATION COLLECTION

Date:

Dear Parent: .
T, . .

In. accordance with the recommendations of Mr. Jefome Potter,
supervisor of the Multiply Handicapped Program of -the Montgomery‘ﬂdunty
Intermediate Unit, the following' types of information wi 'l be gathered
‘during the coming school year: : - S

LR

Type of Information: N Purpose: . .ot
Pupil Accldent Emergency Information Emergency parent location information
Record - : in case of accident of illness
Pupll Pennaagnt.Record - Special : - ‘tumulative files of academic progress
Class Placement : - ' :
Private Physician's Report - physical ) Required for admission to school .
WExamination-----oooeeaee o ‘ ' N A .

This Information Is necessary to help the teacher assess your child's

academbe progress in order'to provide an appropriate educational program for |
- your child, '

Your child's scores on these tests will be checked carefully and
maintained in the school record as long as your child attends school in <
this system. Should your:child transfer to another school system, you L
will be.notified of the transfer of his or her permanent ‘record to the
new schodt system. : .

1)

- should you wish to examine -your child's record file at any time you L
may arrange to do so by making an appointment with the supervisor's office. °

-

- ' | N ' Sincerely,

Dennis Harkén, Executive Ditector
‘Montgomery County Intermediate Unit

-

cc: Custedlan of Records
Montgomery County Intermediate Unit

22




TGOMERY COUNTY INTERMEDIATE UNIT
' s - Special Education Center e

" 1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 FHONE 215-539-8550

»

NOTIFICATION OF ROUTINE INFORMATION COLLECTION -
- ' Date: ' | (

Ve R
s . t

Dear garent:

In accordance with the recommendations of Mr. William Towne
supervisor of Trainable Mentally Retarded Program of the Montgomefy County
Intermediate Unit, the following types of information will be ga
during the coming school year: )

Ld 3 4 P . ;
Type of Information: o Purpose:
Pupil Actident Emergency Iinformation Emergency parent ocation information
Form . . . In case of accldent or illness
Pupil Permanent Record - Special . ' Cumulative acadenfic records

Class Placement _ - .
Private Physician's Report - Physical _ ° Required for schpgl admission
Examination of Pupil -

Profile of Trainable Mentally Retarded Diagnostic Educdtional Needs .
Students - Assessment
Program Report Cards for Trainable Reports of academic progress

Mentally Retarded Students

This information is necessary to help the teacher assgss your ’ .
. child's academic progress in order to provide an appropriate educational
program for your child, )

' EDUCATION-BLUE LINE COMMUNICATION *

! Your child's scores on these tests will be checked farefully and
maintained in the school record as long as your child atfends school in
this system. Should your child transfer to another schopl system, you
will be notified of the transfer of his or her permanent.record to the A
new school system,

; Should you wish to examine your child's record file at any time "
you may arrange te do so by making an appoini7nnt wi the supervisor's
office, . ’

< M . ‘ | ‘ f‘?
-
Slncerel%ﬁ
/

Dennls Harken, Executive Director
Montgomery County intcrmediate Unit

;
/

a

- cc: Custodian of Records ;
Montgomery County intermediate Unit /

- - .
; .
- .
¢ H . . ’
5 ! 4 - . Co
L h .
4 .
‘; : .
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MONTG@’MERY COUNTY INTERMEDIATE UNIT

Special Fducation Center
1605 B WEST MAIN. STREET, NORRISTOWN PENNSYLVANIA 19401 PHONE 215-539- 8550

. A

NOTIFICATION OF ROUTINE’ INFORMATION GOLLECTION

A

vr
»

w ‘ ’ " A L IS
a E 'Dat_e‘*,,,

Dear Parent:

In accordance with the recommendations of Dr. leby Goodman,
S@berviaor of the Learning Disabilities Program of the Montgomery County
Intermediate Unlt, the following types of information will be gathered

durung the coming school year:

Type'of information:

> Informal Reading ‘Inventory
* ‘Standatd Reading iInventory
- Key Meth Diagnostic Tests of .
Arithmetic
Stanford Achievement Test
gGates-McKIIIOp Reading Test
burrell Reading Test
Boehm Test of Basic Concepts
" (Primary Students Only) -
Goodman~Hammi 11 Basic Skills
Inventory ‘o < ‘-
Emergency lnformatIOn Form

v

-

s
v

Purpose:

Reading skills assessment
Reading skills assessment
Arithmetic skills assessment

Group achievement Test

Reading skills assessment

Reading skills assessment

Assassment of positional and
numerical time concepts

To assess basic pre-school skulls

Emergency parent location information
in case of accident or’ illness

This information is necessary to help the teacher assess your ’

child's academic progress in order to provide an approprlate educational
program for your child, X

v Your child's scores on these tests will be checked carefully and
maintained 'ip the school record as long as your child attends school in
this system. Should your child transfer to another school system, you -
will be notified of the transfer of his or her permanent record to the
new school system,

Should you wish to examine Qour child's record file at any time /
you may arrange to do so by making an appo:ntment with thesupervisor s .
office, v ¢ a g

Slﬁcerely.

. ) . ’
.24 Dennf's. Harken, Executlve Dlrector
) . Montgomery County Intermediate Unit
cc: Custodian of Records : ‘
* Montgomery County iIntermediate Unit
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'MONTGOMERY .COUNTY INTERMEDIATE UNIT
‘ SR | ' Special Education Center . o
16058 WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550,

NOTIFICATION OF ROUTINE INFORMATIbN COLLECTION '

ate: - ST e
- " . . * . : . - .

. / ) . : ’ ‘ .
Dear Parent: s a

In accordance with the recommendations of Mr. Michael Rejlly and. .
Mr. Spencer Davis, Supervisors of the Educable Mentally Retarded Program
of the Montgomery County Intermediate Unit, the following types of
. Informatien will be gathered during the coming school year:

@

Type of Information: . ’ Purpose:
Stanford Achievement Test ’ *+  To assess academic progress
‘Pupil Accident Emergency Informatlon - Emergency information in case of
Record . _acclident or illness

Pupil Permanent Record - Special Class Cumulative regords of achievement

. Placement . 3 ; : c% ‘ -

A Private Physician's Report - Physical Required for School placement

, Examination of Pupil . u . i
purrell Reading Analysis Test - To assess reading progress
Gates-McKillop Reading Test . To assess reading progress
Key Math Diagnostic Arithmetic Test To assess arithmetic progress .
s Woodcock Tests of Reading Mastery - To assess reading progress , ’

‘ This information is necessary to help the teacher'assess‘your'chijd's

academic progress in order to provide an appropriate educational program ‘for -

ydlir child, _ .
. . ‘ ‘ N\
Your child's scores on these tests will be checked carefully and '

maintained in the school record as long as your child attends school in

this system. Should your child transfer to another school system, you will

be notified of the transfer of his' or her permanent record to the new school

system,
- : _ .
Should you wish to examine your child's record file at any time you
may arrange to do so by making an appointment with the supervisor's office.

‘ . é\\ ‘ Sincerely,:. ,
Dennis Harken, Executive Directo

Montgomery County Intermediate Unit

» cc:' Custodian of Records |
Montgomery County Intermediate Unit

T . 2%

L EDUCATION-BLUE LINE COMMUNICATION-
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MONTGOMERY COUNT’Y INTERMEDIATE UNiT

|  Specjal Education” Center
1605 B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215- 539-6:55(
- ;

NOTIFICATION OF ROUTINE INFORMATION COLLECTION o

- . *

: )
_ \\I o Date:

Dear Parent: . S ‘ , .
In accordance with the recommendation of Mr. Ben WIlllams, Supervisor

of the Program for Visually impaired Children of the Montgomery County

Intermediate- Unit, the following types of information will be gathered during

: the coming sthool year: : »
.~ - - . . (“w
Type of Informatfon: ' . PurEose e
Peabody Individual Achievement Test "To assess academic progress - .
Pupil Acclident Emergency lnfonmation ‘ Emergency parent location information
Record In case of actident or i1lness
Program Progress Report To assess galnSvas a fesult of

Program

This’ informat:bn Is necessary to help the teacher assess yodr child's :
acddemlc progress In order to provide an appropr:ate educational program for - R
.your'chlld : / .

. ! N . -
AY o v ’ ' e R

*EB " Your child’s scores on these tests will be chécked carefully and L e
- maintained in the school record as long as your child attends school in HE
‘F: this system, Should your ‘child transfer to another school ' system, you -
ES i will be notified of the.transfer of his or her permanent record to the
= nerscﬁool system. : )
Z - . N : VAN :
= . Should you wish to examine your chxld's record file at any ‘time ) A
;you may arrange to do so by mak:ng an appoantment with® the supervusor s . oo
‘ ~ office, - _ T A | 1y ;‘
UI ) ’ ' : . * u’ : . LY . ‘ . ‘{x'i;
‘%f . .- . 1 STncereTy, , Yol
= s : ) v
53] ; - . - v .
=
ot Dennls Harken, Executive Director
;q’ -~ ST _ Montgomery County lntennediate Unit
Z ) _ , i v ) < ‘ '
O ~ J LU I
= cc: Custodlan of Records . . T e
ES = Morit gomery County,[ntennednate Unlt I . . \
. | . . - »
:D ’ -' - \ ) A . s
Q ‘ . ..
uJ g o o S -
- \ 2% : ;
< . .




N\ONTCOMEWCOUNTY INTERMEDIATE UNIT

Special Education Center
“1605- B.WEST MAIN STREET, NORRISTOWN PENNSYLVANIA 19401 PHONE 215-539-8550

YA

Ty
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¥

o

L EDUCATION-BLUE [INE

g@MMUN_lCATtoN, .

NOT!FICAT?ON‘OF?REEIINE INFORMATION_COLLECTlON

°
.

batef

Qeaf’ﬁarent'

L

, . tn accordance with the recommendations of Dr. Robert Leiss, Ass stant <

" Director of Special Education and Sepervisor af tle Speech Program of the’ -

/  Montgomery County Intepmediate-Unit, the follow:ng types of lnformatlon will
"be gathered dUring the coming school year: .

v *’Iype of Infonmation

+ACLC Assessment of Children's Language
‘Comprehension

. Screening and’ Diagnostic Tests of

Articulation
Boehm Test of Basic Concepts
Boston University Speech Sound
" piscrimination Picture Test
Carrow Elicited Language Inventory

. Denver Developmental Screening Test

Fisher-Logemann Test of Articulatlon
Competence,

':Goldman-Fristoe Test of Art|culat|on

_ Goldman-Fristoe-Woodcock Test of Auditory
" Discrimination '

McDonald Deep Test of Articulation

- Plcture Form

' McpcnaldODeep Test of Art:culatnon
»Sentenge Form
Northwestern Syntax Screening Test

‘;ﬂral‘taﬁguage Screening Test-Stephens
ﬁeabdﬂy PﬁcturexVocabulary Test

%

g

v

.. s “3
. @ . .

Purpose:

Measures understanding of language .
tdentifies children with artlculation
problems .
Measures positional and numerac%] concepﬁ
Measures ability to hear small "; :
di fferences of speech soumds B
Measures adequacy in utilizing |
expressive-receptive language )/
Measures developmental- milestones,
Measure of speech-art:culatuon T,

Measure of speech-artuculat:on N

Measures hearing differences between
speech sounds

Measure of speech-articulatlon

Measure of speech-articulation 4 -
, . ' v
Measures language adequacy :
Measure of. expressive language skills -
Measures -understanding of language’
vbcabularx .

REEL-ﬂecepxIve-Expressove Emergégf Measure of language adequacy Al
Language Sﬁa%e .o N .
Spedcer-Mchady ;gntence Repetltion - . Measure of adequacy-of expresslvé
. *#  “language skills .
uTemplIn-Darley Tests of Art:culatiod Mea%ure of speech-artlculatnon :
Utah Test of Language Devefopment Measures’ expressive~receptnve~1 nguage
T s, pdequacy T . Ve
jVerbal Language)Degglopment Scaie Measures exprea§lve-language adequacy
Thls lnfonmatlon is’ neCessary "to htlp the' teacher assess your chlfd‘Sf
academic progress, 4n.order to provlde an app?opriate educatlonal program ﬁpr
your ﬂhlid. : ; B R 4 .
5 ) .'u{) .". " B i , Ve ‘:_
> ‘ N L I ) - a° o
. > ” M .-! . .d ( ’ N u“‘ ° .
. R Q . I i 2 ; - - \_ - .
- LR ! : . Qo R
Ll - <z , ~ P ' "
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* . " Your child's scores on these tests will be checked carefully and ¥
‘malntained in the school record as long as’ your child attends school in
- this_system, Should your child transfer to another school system, .you -
i1l be notlfied of the transfer of his or her permanent record to the
. .new school system. - T S .
_37, . Should you wish to examine your child's record file at any time =~ .o«
- ¢ .Yyou may.arrange to do so by making an appointment with the supervisor's .
o »zceo : 7 - E . R . » o T s
"b("?; L ".‘_ @ v . .. - T . ) } E— ) ";
. - . . . » . - o . "‘ ,/'.
o R o ‘ ‘ staygpely. f\&) . . '
- _ ' : | " Dennis Harkeri, Executive DIrector
A ® Montgomery’ County Intermediate Unit
R . . e g S
S ce: chsfo&!anléfﬁkecokds SO - .
- . Montgoméry County intermediate Unit - )
. e ) ' &
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 MONTGOMERY COUNTY INTERMEDIATE UNIT

o Special Education Center
1605'.8 WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA-19401 PHONE 215-539-8550
: .| NOTIFICATION OF ROUTINE INFORMAT1ON"COLLECT1ON

Date: .

Dear Parent:

" In accordance with the recommendations of Dr. Robért Leiss, Assistant
-~ Director of spectal Education and Supervisor of the School for Children with
* Impaired Hearing of the Montgomery County Intermediat& Umit, the following’

- types of information will be gatheregrduring the coming school year:

.
. Type of Information:. . Purpose:
3 ‘Boehm Test of Basic Concepts . . Measures understanding of position
3 L - S , and numerical “concepts
' Peabody Picture'Vocabulawy Test Measures understanding of language -
_ . : vocabulary" g
Peabody Individual Achievement Test _ Measures general educational achieve=
: : . ? ment skills ‘ '
Stanford Achievement Test ” R Measures general educational achieve-
‘ ‘ S - ment skills :
Carrow Elicited Language |nventory . Measures adequacy of expressive-
ST . receptive language .
Word Intelligibility by Plcture , Measures sound discrimination skills
Identification ) ) - . .
sKey Math Diagnostic Arithmetic Test . Measyres numerical skills
.Mastery Level Tests for Ginn 360 Series; Measures numerical concepts
« Houghton=Mi fflin Math.Series; Scott- ‘ " a
Foresman Math Series . - ;
Flsher-Logemann Articulation Test ' . Measures articulation ‘adequacy
Daniel Ling Phonetic and Phonological Measures articylation skills
Analysis , < -
N Carter Buck Articulation Test " Measures speech-articutation skills
informal Language Sample Identifies language problems

- ‘ "» “ . . -
7 This information is necessary to help the feacher assess your child's
academic progress in order to provide an appropriate educational program for

your child, .0

A Your child's scores on these tests will be chekced carefully and
maintained In the school record as long as your child attends school in
this system, Should your child transfer t¢ another scaégl system, you
will be notlfied of the transfer of his or her permanent record to the

new school system,
. -)/ L}

_ EDUCATION-BLUE LINE COMMUNICATION

2y
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Should you wish to/examine your child's record file at any tlme ' .
You may arrange to do ‘sg by making an appo!ntment w:th the supervisor s,
_ ofﬂce. . S R .
. o . LN .
- . A'v : - . . . S . .
; ‘.v‘ [ . n',
' ) - - Ty :
, Sincerely, - .
. -~ . 3 \‘ :
o , S i h =
- e - Dennis Harken, Executive Di rector - .
A s Montgomery County <ntermediate Unit - - ’
'é; - . . . . .-‘ . o C ’ ' -
- CCe i}ustodlan qf Records e : 5 oo
l;!ontgomery County lntermedlate Untt o , / :
B % ) . . - l ‘
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.4 - . { ; :
!\ - '. ° £ %
: L 4 R .
) | - . ) Ly
.‘A #
| 3 . 4,‘&v o i .
- -n, B - -
N a V »
g . . ' M
S o > ~ o f""‘{'l 30 -
- BRI ey L .




I ) "~ . ‘ - . K . . * . y . . .

MONTGOMERY COUNTY INTERMEDIATE UNIT

o Special Education Center
1605-8 WEEST MAIN STREET, NORRISTOWN, PENNSYLYANIA 19401 PHONE 215-539-8550

o : I o NOTIFICATION OF ROUTINE INFORMATION COLLECTION

L 3 > . » < © .
Date:

‘ - Dear Parent'
In accordance wIth the’ reccmmendat:ons of Dr. Robert Leiss, Assistant
DIrector of Special Education and Supervisor of the itinerant Hearing Program
. of the Montgomery County Intermediate Unit, the foIIownng types of information
will be gathered during the coming school year:

‘Type of lnfonnatIOn- ) _ . Purpose: _
COSteIlo Speech Reading Inventory | Measures speech reading skills
"Ultey -Speech Reading Inventory . Measures speech reading skills
Word intelligibility by Picture . - Measures ssound discrimination
H ldﬁntlﬁicatlon ' .
Larsah s Auditory Discrimination Test Measures ability to.disckiminate
, between speech sounds .
_ "Wepman Audltory Discrimination Test Measures ability to dtscrnmnnate _
e : . between speech sounds v
o . Goldman-FrIstoe Audttory D:scrimlnamIon Measures ability to discriminate '
R ! Test. b~ between speech sounds
o ¢ McGrady Memory for Sentences , Measures understanding lahguage by.
o ' length of .stimulus
7. Qprrow Elicited Language‘jnventory MeasGres adequacy in utilizing recep~-
o) ﬁ . : D . tive-expressive language :
».rF:‘ Peabody Picture Vocabulary Test - A Neéﬁﬂres understanding of language
. ES S ocabulary
W/ North Western Syntax Screening Test "Assessment ‘of language adequacy
7 Developmental' Sentence Scoring : ' Assessment of language adequacy -
) Myklebust Written Language Test Measures adequacy of written language
‘ : ability °
%é Informal tanguage Sample - ldentifies language problems
O -Peabdﬁy IndivIdual'Achievement Test Measures general educatlbnal achieve=
O ' ment skills
oW } goodcock Reading Mastery- Tests . Measurement of reading achnevement level
4 ey Math Diagnostic Arithmetlc Tests . Measurement of numerical skills .
et t1linois Test of Psychollngunstlc : : Measures basic language adequacy skills
L gs Ability N ‘ :
= Detroit Test of Oral Comm!s%?ons Measurement of receptive language 1
e Knox CUbe Test - ‘ Measurement of abstract spatial .
BEERE I - . . - relationships . 2
: Eg Digit Span Test ’ " Measures adequacy of audntory memory
o span . .
:'Qgé o2 ThIs information is necessary to help the teacher assess your child's B
e academic progress in order to provide an approprlate educational program for
O your childe - P . ;
SRR | LB .. : - o
! \‘l‘ . i ‘ = ) 3.1. *
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. : , . , . , o
\ ~ Your chlld's scores-on ‘these tests will be checked’ carefully and P Y
malntained in the school record as long as your child attends school In ,

. thls system, Should your child transfer to another school system, you ’
will be notified of the transfer of hls or her permanent record to, the
' new school “system,
) Should.you wish to examlne your child's record flle at" any time =~ - -
you may arrange to do so by making an appolntment with the supervusor's
offlice, . ‘
S ' o b sincerely, o S
N . . o - . . Dchhls_Harken; Executive -Director N
", Montgomery County lntennediatp Unit - ’
! ( A S . i . ) 0\3& o I
"~ cc: Custodian of Records : “
S Montgomery County Intermedlate Untt “ _
.“", ¢ @ . . e
» * - . 74}71} ~ \
% ; M .‘
; R . . '-: .
- '. S s
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- AONTGOMERY COUNTY INTERMEDIATE UNIT
-y L ~ Special Education Center , ,
1605-B° WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 ,

€

_ NOTIFICATION OF ROUTINE INFORMATION COLLECTION

«

[

pDate:

»

Dear Parent: . ‘ » o
. hd . )

1n accordance with the recommendations of Mr. Peter Boardman,

Assistant Director of Special Education and Supervisor of the Montgomery

Couniy School for Physically Handicapped Children, the following types

of Information will be gathered during the coming school year:

i

Type of Information:

J , Pupil Permanent Record Card

General Atademic Progress Report
N N
Annual Therapy Report

Purpose:

Previous academic performance an#
attendance S

Required educational and therapeutic
yearly progress reporg _—

Required educational and therapeutic
yearly progress report

Stanford Achievement Test Grop Test to-assess educational
progress . ‘
To assess reading progress
To assess arithmetic progress
To assess educational mastery of
. reading skills
To assess reading progress
To assess educational progress .
To cassess reading progress
To assess math progress :
To assess current psychomotor skills

Palo Alto Reading
Heath Math
indivdual Monitoring System (P?lo Alto)

{nformal Reading inventory .
Peabody individual AchievemenyﬁTest
Woodcock Reading Mastery Tests
Keymath Diagnostic Arithmetic/ Tests
: Therapies = Motor Performancé Test;
\ Test of Fine Motor Coordiifation
(as Ayres); Observational jJest of
Gross Motor Function : :

\ \ ' L J

. . ‘ .
This information .is nec§§sary to help the teacher assess your child's
academic progress in order‘to'proviqﬁ an appropriate educational program for

Ny i
v

your(child,

ts will be checked carefully and
 as your child attends school in this

“Your child's scores on these t
_ maintained in the school record as 1
system. Should your child transfer iManother school system, you will be
notified of the transfer of his or hdd%ermanent’ record to the new school

system, ' ‘ ‘ . !

i ‘ . : . . - t
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Page 2 ! Y
~ should you wish to examine youp child's record file at any time
you may arranae to do so by making #n appointment with the supervisor's
office. - B ,
> <Ly
’ . Sincerely, -
. u N
I | pennis Harken, Executive Director
; . ~ Montgomery County Intermediate Unit
’ ‘ . oo ‘ n
: .cc: Custodlan of Records ? ‘
Montgomery County intermediate Unit
L b
™ | ’ .
SN .
; | , ‘




MONTGOMERY COUNTY INTERMEDIATE UNIT
,‘ : ' Special Education Center ¢ |

| | 16058 WEST MAN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550
B’

NOTIFICATION OF ROUTINE INFORMATION COLLECTION

Date:

Dgar Parent: .

. - In accordance with the recommendations of Mrs. Nancy Anderson,
Assistant Director of Special Education and Supervisor of the Learning ’
and Adjustment Program of the Montgomery County Intermediate Unit, the
following types of information will be gathered during the coming school

year:
Type of Information: ' Purpose: )

f Key\eiph Diagnostic Arithmetic Test To assess arithmetic skills and progress
Woodtsck Reading Mastery Tests. To assess reading skills and progress
individual Reading Inventory To assess reading skills and progress
purrell Reading Diagnostic Test To assess reading skills and progress
Gates-McKillop Reading Diagnostic Test To assess reading skills and progress

* gtanford Achievement Test Group test to assess azcademic progress
Achievement Expectance Sheet To assess potential academic achieve~
: ment ’
Emergency Information FOrm Emergency parent information in case

of accident or i11ness

v

~€5 This information is necessary to help the teache; assess your child's
= -academic progress in order to provide an appropriate educational program for
'._. i .
: CS your child. '
if Youf child's scores on these tests will be checked- carefully and
) maintained in the school record as long as your child attends school in this
' ? system, Should your child transfer to another school system, you will be
: notified of the transfer of his or her permanent record to the naw school
- O system. '
U '3 . » 2 ‘
Sl should you wish to examine your child's record file at any time you
2; may arrange to do so by making an appointment with the supervisor's office.
-
i
D \\—m—-’
wed
i *' ' /
Z ' Siné%rely, ) ]
ol - \
= \ |
ES i Dennis Harken, Executive Director \
- Montgomery County Intermediate Unl& ‘
o |
B cc: Custodian of Records : B
B | Montgomery County intcrafediate Unit 52 1.
ERIC Montgomery County /( - 30 %

-C
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ivamuAL CONSENT,_FORMS: T
’VI. Request for Permlssion to cOilect Personal Data - Psycho!ogucal Evaluation
Réquest for Permiss]on to CQllect Personal pata =~ Educatlonal Evaluation
Request for Obtaining Ancitlary Evaltations . S
L, .keqﬁést of~lnfoﬁmétlon
5. Refeése of information >
A 6. Record of Inspection of Pupul Rccords ’
7. - NotiFication of Transfer of Permanent Pupil Re'frd to Another School System
. . i s
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MONTGOMERY COUNTY INTERMEDIATE UNIT
_ S ‘ o ’ Special Education Center s
1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19407 PHONE 215-539-8550

REQUEST FOR PERMISSION TO COLLECT PERSONAL DATA - PSYCHOLOGICAL EVALUATION

' T ’ ' T : Date:
4 N a 4 ) . .

Dear . - T .
Your child, - " hag been

referred for a psychological‘evaluation by P .

o The reason for this referral is: ‘ ' '
- " ¢ ' , . ’ .

This evaluation Will be provith by s v, '

a Certified School Psychologist of the Montgomery County Intermediate Unit,
~ end the results of this evaluation will be discussed with you upon
. completion of the evaluation. This evaluation will be performed at your
child's school during scheol hours and the results of this evaluation will
be maintained in confidence and shared only with appropriate, authorized
‘school personnel. : .

To accomplish this evaluation, one or more of the following techniques will bé;

3

used* . , . ‘ ) ) !
Z |} .
§2 ~ On the form below, please check the appropriate line indicating your
= approval or disapproval of this evaluation and return this form in the
KZS f enclosed envelope. Should you have any questions or comments, please feel
> free to contact me at 539-8550. _ y
g Sincerely yours,
O] L
%f (Slgpature)
= i (Title)
LLd
D ..l....l.ll.......l‘.l..........l.ll.llll‘..ll..llv'l.lll?lll..lllllll...lll"lll.l
e
- @ | Dear
i .
%g : | hereby grant permission for the psychological evaluation '
= as indicated above. o ,
; ES'- { hereby deny permission for the psychological evaluation as
S ) Indicated above. | ' : :
Nal ’ ¥
”u{ .

Signature of Parent(s) or Guardian(s)

. 37 | o

U . (pate)




MONTGOME@Y COUNTY INTERMEDIATE UNi

* Special Education Center
1605 B WEST MAIN STREET, NORRISTOWN PENNSYLVANIA 19401 PHONE 213’ 539- 8550
/ - - A
REGUEST FOR PFﬁMISSION TG COLLECT PERSONAL DATA - EDUCATIONAL EVALUATION

5

; ‘ v‘ . ;' H / . E Date:

Dear _'" C i 9 ) . , . .
B \‘,‘ . ) ) ) \
Your child, -, . has been,

"_referred for an educational evaluatiOn by ’ .
“The reason for this referral is to determine the child's academic functEOnlng
to help develop an approprlate program for him or her.

Y -
. This evaluation will e ppOVIded by K -
"of the Montgomery County Intermediate Unit staff and the results of this
‘evaluation will be discussed with you upon completion of this evaluation.
‘These results will be maintained in confidence and shared only with

appropriate, authorized s¢hool personnel. s

R Y
. .

To accompllsh‘thls valuation, one or more of the following techniques will be |

used:

¥

|

In order to gather this information, your written permlsann is
requlred Please check %he appropriate line on the form provided below.
Should you have any ques‘ions or comments, please feel free to contact me

at 539-8550. :

-

Sincerely yours,

- . ‘ . (signaturs)
Title) - e

N

0.“.oooooo..itoboooo~.ooo/ooo.ooooooooo’ooooo..oooooo-o.oooo..o‘o.oooo.ooioooooo.m\_
. M . N -
)

Dear ;/
| here?y grant my permission for:the eduqational evaluation
. as tndicated above.

- . I\ her by deny my permission for the educatlonal cvaluation ‘ ’
as inglcated above. . '

!
‘ﬁ R 4 1 e

] . " (Signature of Parent(s) or Guardian(s)

38

¢

- (Date)
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”MONTGOMERY COUNTY INTERMEDIATE UNIT

Special Edlication Center .

- 4

 REQUEST FOR OBTAINING ANCILLARY EVALUATIONS

’ Date:

Deal' " ' . ’ _— . ¢ - l\ ]
. \ ‘
Your child has been referred for the followlng type(s) of
evaluation: R .

Soclal WOrk Evaluation s , .

Neurolqglcal Evaluation °

Psychiatric £valuation
______;_Audfologlcal Evalua}lbn

- 4

The results of this evaluation will be shared with youw upon .
completlon of the evaluation, These results will be maintained in
confidence and shared only with apprépriate, authorized 'school
personnel Should you have any questions about this evaluation,
please contact me at 539-8550. In order to.provide this evaluation,
‘your written permission is required. Please complete the form below
and*return this letter to me as soon as possible, -

1605-B'WEST MAIN STREET, NORRISTOWN, PENNSYIVANIA 19407 PHONE 21‘5‘539-_8550\

z 1 .
: gg Sincerely yours, .
"Eg S
. ; : i

,gg {signature) : ‘ '. ‘ o
| (Title) - “
) .Q.-....QQ.QQOQOOQUO!tt.\.tutn!i’!tt.“‘.lQaatt ------- S0 a8t eE 0 8,00 00P00 0080t oo
B! ' .

e Dear
Z "

pos { t hereby grant permission for the evaluation as

gﬁ Indicated above.
"ag | ’ | hereby deny permission for the evaluation as

Indicated above,

g

1

STgnature of Parent(s) or Guardian(s)"

(pate)
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MONTGOMERY COUNTY INTERMEDIATE UNlT

Special Education Center
1605+ WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550°

» . .
Py N . -

REQUEST OFlquGRNATION

Date:

. Dear

Please release thewfoliowi;g‘in?orﬁééﬁ&ﬁ;

. to . , (Title) . . of
" The Montgomery County Interhediate Unlt for my child

" . . . Ve ‘ ) . .’ v
s Thank you,

.- (Signature)

(Relationship)®

cc: ‘Custodian of Records
Montgomery County intermediate Unit

w

|=, EDUCATION-BLUE LINE COMMUNICATION

s
I=
S
(




MONTGOMERY COUNTY IRTERMEDIATE UNIT

Spec:al Educatlon Center
1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-53. -

»

N RELEASE OF |NFORMATION

Date:

] : [N

Montgomery County Intermediate Unit
Special Education Center

1605-B West Main St. NN
Norristown, Pa, 19401 ' R

. Dear N
% A . o .
f | hereby grant to you permission to release the following information:
to: concerning my
chiid ]
D o
Thank you, ’
p - (Signature) -

ﬂ\\

(Relationéhip)

cc: Custodian of Records _
Montgomery County Intermediate Unit

“




MONTGOMERY @N‘w INTERMEDIATE UNIT
’ |  Special Education Center -
. ,1605 B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215- 539-8550
| ‘ . ‘f?" |
.\ .ﬁECb'RDVOF‘INSPECTIFI)N VOF P\UPIIL RECORDS ‘ ’ N '
o , bate::
’. Re@rdg Examl‘ned: | ) : "
. 7‘ | (Name of pupil or pupils) ; -
Records Exam!ned Bys - ) . _ o
| Purnose~ L . _ . | . ' d
, N
" e I
s % . ’
SR A
;’A. ‘ )
L .. 42 3 :




MONTGOMERY COUNTY INTERMEDIATE UNIT

. who Is my (son) (daughter) (legal ward).

Special Education Center

1605'B WEST MAIN STREET, @RR!STOWN PENNSYLVANIA 19401 PHONE 215 539’8550
. : :

[

NOTIFICATION OF TRANSFER OF PERMANENT PUPIL RECORD TO ANOTHER SCHOOL SYSTEM

-

%553 ' E Date;

Dear Parent:

b
+

You are hereby notifled of the pending frénsfer of,

's permanent schqol record to - .
| | 'n | i . . _.
z A
A Should you wish to receive a copy of the record to be trans-
férred, please return the bottom portion of this form with your
slgnature by N . .
-! : " (Date)
) \ Sincerely, ‘ - S
1 ¢ " . :

I

Barton P. Proger, Ed.D -
~ Custodian of Records
‘ Montgomery County Intermediate Unit

-

.....'l.....'.'.l......l..l.....l..l.ll.ulﬂl.l.l‘..ll.l.l'.l............‘..".‘

E

,Barton P, Proger, Ed,D, Custodian of Records
Montgomery County intermediate Unit
Special Education Center v
1605+8 West Main St. B . 4§

ﬁ, Norristown, Pa, lShOI

_Dear Dr. Proger: _ ) L

R wish to recelve a copy of the school record of

{Please print name of pupil)-

a

Signature of Parent(s) or Guardian(s)

viDate)-

~

'%g.kddcéss to which transcript should be sent:




T
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T
\

»

 EDUCATION=BLUE LINE COMMUNICATION

MONTGOMERY COUNTY INTERMEDIATE UNIT

Special Education Cénter
1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550

s

bt

~  Thank you for filing all information necessary for referring
' ___to the
Program of the Montgomery County intermediate Unit,

| reviewed this
and forwarded the file to I -
Supervisor'of the Program requested,

\

Coordinator of Psychological Services . RN
Montgomery County Intermediate Unit

file on

-

élncerely yours,

o

T

mec

" ce:




" .’  OPERATIONAL GUIDELINES: A
| - DEPARTMENT OF PUPIL RECORDS '~ - S

. HONTGOMERY COUNTY. INTERHEDIATE UNIT 23 P Nl
T .DENNIS U. MARKEN, PH.D,, EXECUTIVE DIRECTR =
.7 LESTER MANN, PH.D., DIRECTOR OF SPECIAL EDUCAT 10N

~ = BARTON'B, PROGER, ED.D., DIRECTOR OF PUPIL RECORDS
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OPERATIONAL GUIDELINES:
' DEPARTMENT OF PUPIL RECORDS

‘

by
Barton B, Proger «2)

’

' ) ' N RS

Montgomery County Intermedidte Unit No. 23

-1605-B West Main Street -
‘Norristown, PA 19401

-

Septgmber; 1975

- - - PP - B - L P

Version of November 7, 1975 Ce s




PREFACE
e ®

 ?¥*:’ This booklet is meant to. servgj;;}a set of operational guidellneSj

| that the Department of Pupil Records and all other staff members of o
he Division of Special Education can use in their attempts to
mplement the local polica on confldentiality. In particular. this N
document eerves.as a clar;flcatlon of a prev1ous document entitled. 'f |

Pringiples of 0011ect10n, Maintenance. and Dlssemination of Pupll

Records. prepared by - Dr, Ronald Fischman and Mre. Shlrley Bilker and ’
| other members of the Psyehologiﬁal Services Department.\ The Prlnclples

were given interim approval by the Montgomery COunty Intgfmediate Unit

Board of School Directqrs at its monthly meeting of Augusﬁ’Z?. 1975._
b

The assistance of the latter two people in preparing the present

document (Operational Guidelznes) is greafly appreciated. 5; '7
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| . to) the Central Student Record Gollectlon, Learnlng and Adgustment
- Active Student Record CollectionJ Learning Disabilities Active

. Ccllection. and WMSEC Record Collection. Itlnerant Speech and

- cabinet (s) containing the records. This means that henceforth

A_;record collection wiIl be ihe ! nlg one’ to retrieve records fro

R “RECORD COLLECTION - 1'--,' s
S-All student record collections maintained by Intermediate Unit
-ytacilities throughout the Counmy are to operate in accord with
 the "Principles of 0011ection. Maintehance. and Dissemination
.'or Pupil Records" given interim approval by the Intermediate

.'are alsgo +0 be covered by the procedures contained in this

_are covered by these “two documente 1nc1ude (but are not 1imited

:Student Record Gollection. Lansdale Speech and Hearing School
JRecord 00lleotiqn. PH Scndol Record Collection, MH School Record

;Hearing Active Record Collection. and Itlnerant Vision Services

}~Each student record collection opeﬂated by the Montgomery County .

'}Intermediate Unit is to ass;gn one person (usually a secretaryi
'to watch over the agcess to the collection. This assignment is

ewthe duty of the program—area administrator who has ultimate .

' Aresponsibilii§”;or that ccllection of student records. Only suoh .

a designatcd person (or persons) is to have direot access to tha

_the(e will not be allowed any unlocked etudent record file cabinets
H in any part of “the Intermediate Unit for any extended period of

Cmg Y

/
L 2
GENERAL PROCEDURES ~ ~ /. =
FOR OPERATION OF - T
'EVERY 1.U, STUDENT - |

Y

Unit Board on Augast 27, 1975, All student reoord colleotions

document unless noted otherwise. The record colleotions that

Active Record Collection.‘ N T . ’b;f‘“,

'
-
\

time. whe person eo designated t0 watch oVer eaeh eeparate stu

o - » 2 ;1
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the cabinets: henceforth no other staff members will be allowed'

u t record collections.
éw etc.. are to ' .

telephone thelr requests to the person assigned operational

| . vtreedom ofvaccess to these many.separate st

- This means that 15 the future all psycholOg

respdnsibility for the student record collectiong and only that
" person will retrieve the record (the_exact steps are outlined
'below). The single exception to this procedure will be:in‘thev\
j@f*;w’p" ~ case of the Learning and’ AdJustment Active Files, here. because
of the large volume of requestor traffic. the secretary assigned
g Q:' to watch over the records will keep cabinets locked but will allowt'
.‘qualified staff members to have the keys upon request 80 that the |
- fe° staff ‘members themselves may look up the records. ‘ .
| Eg_' 3(3) »Only those people listed on the eligibility list and any of its
B later updates (see Appendix*x) are allowed to ask for student
> recordsa no other staff members or outsiders are allowed access .
to these'records (as discussed 1ater in this document. Dr. Proger~-A
;;W, o . as Director of Pupil Records =-- will handle all future requests for |
‘v release of records by “outside" sources such as dlstrict pggg;e*§\§
‘ private schools, out-of-state sources, and §0 on), |
(4)"A gtandardized log-book for sign~out purposes will be kept separately
fe~¥ue B by each person responsible for watching over each Intermedlate Unit
record. collection (see Appendix B for format which is to be followed
as-of September 2, 1975, onward by all collections). Every single
hands-on usage of any student record will be- documented in this
.log book except routine additions of new paperwork to a file (i.e..‘ﬂ
vsimple filing). Every time a file moves out of -the cabinet an’ :
'entry will be made by the person who watches over. that collection.-,e

No exceptions are to: be made for anyone. regardless of position.

o

ﬂ," ) 4&‘&‘ ‘»‘




been disoussed above in (2), . Bés;cally. regardless of which

,call him to ask for resurn of the documents in ggrson. If the i

v

Any potential user of student records is totbe bound henceforth
by the procedures ontlined in Figure 1 and/or Figure 2 ( if the -
master collection is also to be cdnsulted). The single exception

is the active Learning and Adaustment files, which have already

particular collection is being consulted, the requestor is to phone
in his request to the  person charged with watching over that
collection:‘.ht.that time the following'information is to be giveni
| (a) rbquestor s name . '
~ (b) reagon for request
-~ -{ec) mame of -child - '
(a) c rent program of child or other status
:ﬁool district or other location
| (f) ldst time evaluated (if known) . |
From that point onward, the person watching over the collection is ’
responsible for . carrying out the steps listed’ in Figure 1 and/or
Figute 2, The‘reguestor is to wait until the person watching over

the collection phones back to abprise him of the status of the

request. If the'record is‘foundk\it is the reSponsibility‘of the
-requestor to*go 2o the person-#atching over the collecdion and to

- sign out the documents. The person watching over the collection

should not be expected to bring the re ord to the requestor, and 'in
4 ) Sf , ot

no case will student records ever be 1é¥t in mail boxes or in un- -

: guarded, open places,

At the point of sign-out of the records by the requestor in person,
the records can be borrowed for a period of two days. At no tinme '

are the records 80 borrowed to 1eave the building ind which they

are normally housed (whether it be the Special Education Center.

WMSEC, IL&nsdale Speech and Hearing School. ete. ). e

The person watching over the collection will contlnuously monitor :

her log book each .day.and when a two-day borrowing period is exceededb

for any requestor. the person watching over the collection will

\
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‘ FIGURE 1 ,& '
o / . ’,
\ REQUEST FOR RECORD
TO ANY ACTIVE COLLECTION ’
. " | Person Making
. Request by Phone| ’
Person Watching
_ Collection
Checks Active -
File = - .
If Not Found' If Found
. j . . A
L
Checks with program B - ’
.area Director - ’ :

~Director of Pupiy
Records Gets Records
.. ftom District '

Program Staff Member

Cchecks with other

.

If Not
Found

° ~

“Checks with Central | °
Master File (See - o

Figure _ 2 ) R

o .
. . - . “

s

Phones Back -

. Requestor to

- Come and Get -

Recoxd and
Sign Out
T
,
- If
A Found




”E‘;‘IGURE .2— B SO e s,

REQUEST FOR RECORD
FROM CENTRAL FILE"

. Persqn Making
Request by Phone

erson'WatchingQ
Collection

s e L . .
;7V§%§i J/f - . * | Phone Back ' .o

tor to " .
C-Vck%BMicrdfiche ¢ Requesto 1’ ,
- Collection '

Come and Get |
Record and
. sign out . o

If Co , R . * Yy .
Found |~ _ : : , - o
. .- - _ ——y
L : Check New Reports |7 I Eoun
. *nu’ If | *- awaiting L
L S ¥ - 2| Found >|_Photographing | If Not
.Lhecks Pddid\iStorage| ) B //’ : Found’
' Pa?eﬁ\é ion - |k N[T1f Not | - .o ‘
v . "+ | Found 1 - , " _ :
X .o ,- . ‘ »1 -c.c) - ) ) ' If Found ]
. kﬁ//// —1f. , ' ¥ Checks Private 7 S
JCnecks Microphotography"?.Found oo S°h°°1 Files. \\:9 If Not
“Log for Possible out-0f- Found

‘Sequence Photographin& PIMIf Not '

. v Found o
o . | ) Check Each Actlve [::::::!LJ'
L;z”/////7  Tt e Satellite I.U, 1L Tout

— 5 Collection as 1
‘Checks Master Card Index . resort ast T Not
of All Files 'to 9/74

Found

Director of Pupil
Records Gets Record T
.} From District. o

» ' ) ' ‘ ) If Not 1f round
; - : Fdund E;——————-]

R

;Ghécks Case Summary
| Card Index

. - . : . “ -
Ad ‘. : ’ : v . N . .
. > . . h ) .

’ ¥ Phone Back Requestor .
| Give Requestor |
" Bad News - C To come and Get‘Record

Y
L8

=
B .
~ oy

. Nt
¢

-and gsien out




another two-day period.

logbook.

' redundancy of .effort.

B " . B A - B . R
. : p) - .
L . .
: . : .

documents are needed for more than two days, the requestor is tc

A
-

go to the person watchlng over the records and to sign out for
Periodically. the. person watchlng over the record collcctlon and
the logbook w1ll have the logbook pages duplioated. cut apart, and

insefted into the approprlate student flles so as to show usage

“of records ‘within a child's file. as well as cummulatlvely in the

A notation should be made on each original logbook page

-

- as to when this duplication of pages occurred so as to avoid

Any complaints or comments on the operational procedores of all
Intermediate Unit student record collections, or on the personnel .
assigned to watch over the collections, are to directed to the

Director of Pupil Records. Dr. Proger. If no satlsfaction is’

.obtained, such complaints or‘comments are to directed to Dr. Mann,.

>




(1)

OPERATIONAL PROCEDURES
FOR MAINTENANCE OF. ,
INFORMATION IN STUDENT
- RECORD COLLECTION

pd <

In the “Principles of Collection.QMaintenance. and Dissemination

of Pupil Records" (adopted August 27, 1975 by ‘the Montgomery County

- Intermediate Unit School Board), under "Classification and Main-

. (2)

-~

- -(3)

~

(%)

tenance of Data“. three categories of 1nformation (A,B, and C) are’
‘descrived, Of particular note to all staff members eligible to
have access to the records are the facts that Category B. data must
. be reviewed at. ma jor milestones in the student’s career (transfer
from.elementary schoql to Junior high school and from-junior high .
s&hool. to senior high schoolaand at terminatien ‘of Intermediate |
Unit: uontact) and that Category C data must be rev1ewdk annually.'
The rev1ew oquategory B and Category C information will be

"carried out by those who know the child best at the administrative '

levels, namely. the superv1sors assigned to the children $ teachers.
In effect. the review of Category B Information (whenever that’

type -of data falls due for review as specified in Part 1 of this |
Section) is best done at the same time as the annual CategOry C

review,

For Category B information. a special setlof procedures has been

'“tdevised. Appendix c contains a form entitled, "ReV1ew of Category

=
..

"

B Information," " The supervisor is to use this form in connection

‘with a given child's folder. The form serves the duat purposes~of

internal recordkeeping on what has occurred during the rev1ew prooess

and of notifying the. parent on’ what is happening. It is the

ible

superV1sor 8 responsibility to schedule these reviews fo all
students under his jurisdiction. The supervisor is resngs

for completing the Category B form in Appendix C. foq having it
duplicated, for sending . the original to the parenx, and for 1nsert—

£ o, ‘ L
){1 o o . R




(“5‘)

" (6)

" (7)

‘As the time of Category B. review. the supervisor will stamp
_‘the stamp tentatively given in.hppendix D and will fill in the

in future-reviews.'

gection).

Category B would be an intelligence test protocol sheet anl a §%§2.
'vhealth data form with no confidential social‘history aspects on it.
- The basic principle is that a document will .not ve "cut up" into
v A.B. and c parts.

‘moving as much information as possible 1nto Category A, and whenever
©any. document

Jcontaihed in it should be the determining factor,

- C stamp that has been devised for the purpose of av01ding redundancy‘

‘(Category A).

e T T

s "

ing the'duplicate‘into thevchild's file,
every document that he has listed on the Category B form with

blanks appropriately. The stamp will avoid redundancy of efforts
It will. frequently be the case¢ that a document has all three

categories of information in it (A,B, and C), In this case, the
entire -document should be considered of C type, and the entire ‘
document will be listed on the C form ( described: later in this .

Examples of "pure" document® that would fall into g

A

In'effect, both the Category B form of Appendix
¢ and the Category C farm of Appendit E are for the purpose of

is in question. the most stringent level of 1nformat10n
For .Category C .
information, a similar but separate set of procedures has been ‘
devised (see Appendix E) It is the responsibility ol.each '
supervisor to schedule an annual review of Category c 1nformat10n
for Ohlld under his Jurisdiction.”Appendix F contains ‘the Qategory

-

of effort by*later reviewers.,

0,

The B and C Review ‘Porms of Appendices c and E are only for the
purposes of placing such information up into "permanent" status
This procedure is to be followed whenever possible. -

However,. if. the program supervisor does not feel thht his chances

o8- L . ’
. Lt ‘ _ Py :».mw"
. 1

!x, 'u'"..‘;. . . v




@f g@tting appr@vnl;ar@ g@o& f@r a cqgtain hype @f.ﬁ@@ument
(perhnps a psy@hlatfie‘repont), then he ds not only t@ use“the
f@g@l@n B aﬂd ¢ Review F@rms butaig als@ t@ use the MOdlfled B -
@nd M@dzfled 1 Revaew Farms giVGn in Appenﬂlaes G and H, respeetivery.
\ “n@ mOdifi@d Baana M@Hiﬂiﬁd o Review Fonms transfer sush 1nformaﬁa‘
not up t@ A status but only up to B status @@bv10usly a less deslrable
' operataon because thls very sam@ 1nformatlon ‘has “to be rev1ewed iy
again at the nsual B. nllesﬁones mentlon@@ er\i&ér) whanever a
&@@ument has %eenﬂaensidered tq‘be sultable bnly "0 Mﬂdxfled B or
N@difiad c feV1ew@ then the appr@priate stamp glven ln Appendlx D

(second stamp on that page) and/br in Appendlx F (second stamp on o -

}\

<Y

%¥4f55~—~—m—%h@§;page) as~to ba: used -in those cases o alert future revzewers

f®r~avpld1ng nedundancy. N\

-

(8) It is; %he re@ponszblliﬁy of the superv1sor to keep track of what |
o parents ‘have sent back thelr signed and complé%ed "B“ “'C“g Modlfled
;5552 Bg and Modlfled C rev1ew forms (Appendlces Co. ED G@ and H), %f a -

: paren% has not’ returned a form w1thin a reasonable amount 63 tlme,~n;ﬁ
then the bupervxsor is to send oun a remlnder along thh a copy of
th@'approprlate review form %hat was lnltlally fllled 1n by ‘the e

superv:.soro .o malntain such a tracklng system, it would seem o
most efflcient fOr eachqsuperV1sor $0 keegfseparate Iolders 1n hlS

personal files for WB“'a'nd wge’ nev1ew purposes with a llst ef all

children under his Jurisdiction 1n botn folders, Then, as rev1@ws

- are eompleﬁed “the supervisor can 1ndicate thusly 1n his worklng

Q

folder as t@,when the partlcular review form was sent to . the parento .

Ea@h time a panen% %end back a compleﬁédkreview form9 Dr0 Proger

R \-»:7.“
will notify the appropriaﬁé superv;sor py means of a fbrm LAppendlx,°~

1) that the. rev1ew form has been return@d and placed in tng cha.ld0

i

fil@o The smpe@v1sor should %hen make(an enﬁry in his own log=booka

type file oFf that da@e of returnon Périodicaliy the superVLSon énbuld‘

I

@he@k over his pensonas “B* and “C” review f@ldars to see what

db S
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(3)

printer machine will be able £0 make a photographlc copyo Th;s

" gopy in turn will be signed out in The usual fashion as a new

. -
. - <
N .
v, - - . N -
EN -

SPECIFIC OPERATIONAL .

PROCEDURES FOR USING . :
THE CENTRAL STUDENT .
. RECORD COLLECTION '

The student folders in the central record collection in the

p@@i&l Edu@aﬁlon Center have been underg01nn microfilning@ Apart
from the ph@tographimg of the document itself onto film9 the persorﬂ
assigned t@ watch over the microfilm room has had to stuff eagh o
ghlld®’s strlp of filn into a microfiche jacket so -that each sﬁudenﬁ

will have a physically separate “nicro=folder“ that can .be updat@d@

purged of “B”® and “C" data in. accord with the “Principlesopo of\v/

Pupil R@cerdsﬁ@ and in general physically moved around for rout&ne

‘usage witheut impinging on all the other records. '

Henceforth@ any staff member who needs a record whlch ‘he believes

+

“has ‘been-placed in the central collection is to contact that room 1n

the usual manner descrlbed for any other collection earlier in this

doeumen‘to However, once that sfaff member has been notified by the -

Mlcrofllm Room>that the document is availableE he is to personally ;

go up to the Microfilm Room andg after signlng out in the usual

vway@ is to read the document in microfilm format on one of the
. r@aderaprlnter machines located in the roome In other words, there’

no longer will be paper versions of student records placed in the

central collection avallable for routlne usage as in the actlve
satellite record collectlons@ (In effectg the paper version w1ll

g+131 be avallable untll we have double=checked all records to @@@

if all docun@nts have been photographed properly, but ﬁhese pap@r

records are no 1onger for routlne usage due o space problems)qu

Iﬁ an Intermedlate Unlt staff member who has. come to the Qentral ;;'

'@@lle@%ion to use a nlcrofilmed,record feels he wants to take: back

a @opy of a portien of the child’s record ﬁo his desk9 %he read@r=

N
4§
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| . document, and the two-day return stipulation applies to this
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MISSING FOLDERS | . _ a .

(1) wWith Intermediate Unit operaﬁions of the 8ize @urrently in effect,
| {‘ it is inevitable that some Btudent records will be lost, . misplaced,
ﬁwmisfiled@ or otherwise go into "mi331ngwinfactlon” statuio This’

iz a fact of life that all Intermediate Unit staff members must

»
eontend with,

(2) -Nissing f@lders have occurred because of @everal reasoﬁ§:—\First;
during the microfilming process of the céntral collection, recent
p@péfworﬁ pn'earlyaalphabet children had $o be photographed'éut‘of_
normal alpﬁabetical gequence and this oécasionally led-to misfiling
of the old paper versiong until that film portion is fina;ly stuffed
lnto mlcrofiche jackets, 1t may be dlfflcult to provide the requesﬁbr
with the original paper version,. Second, somq of the folders in thé
original central collection fileoéabinéts did\not have any documents
in them, ThirdD some folders have 'simply been misplaced by vir%ue
of the fact that they have been borrowed freely in the past by
various staff members and may have been left in some Intermediate
Unit offiece anywhére in tbe County. Fourth, some mi¥sfiling
occasionally occurslover the yigizafzfre seve:alétédent reéords |
were cliﬁped together and the person filing them did notvcheck %0
‘see if there was mofe than one child“in that packet, o |
(3) 1In the past attempts to reconstruct miss?ng folders have 5een made
) in 1nforma1 ways, Staff members often had routine periodié contact;
with D.s.stric'ts9 and dupllcate records could be gotten through those

3

~ sources,

N3

#n Figure 1

(#)5'In the future, whenever a record cannot be obtained‘a]M
_and/or Figure 2, Dro~Prbger will use the form given in Appendiﬁﬁz
0 formally contact the appropriate‘diStricte No other staff )

" members are to make these contacts, It is the reéponsibility of

o the requestor or the person watching over the particular record

I L




-

pg—

By
»

o .
collection in question %o notify Dr, Proger promptly when a record

cannot be found and he in turn will immediately send out the

" appropriate forms.

.

/

A

(5) Arraé&ements have been made with each distriet to make them aware

of the necessity for such atirocedure of reconstructing missing:

files as;impligd ih the form of Appendix .

-
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Imcm‘m FOLDERS

1) 1% is the resp@nsibﬂliﬁj of ‘the pr@gram area aire@tora and

@upcrvi@@rs to n@%ify the person wa%@hing,ea@h @f “the active

safellite re@@rd @@11e@ti@ns; of any child who is»golng into
: ina@%ive s%aﬁmsa - } |
- (2) -I% is the resp@ngiblliﬁy @f the person watchlnv over that r@@ord
h@@llc@ti@n ﬁ@ in turn forward.arn 1ma@tive folder t@ %he éent 2l
r@@@rd @olle@ti@n for phot@graphingo | | Qiqp
[ i ‘\
s
» A\
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RELEASE OF
STUDENT RECORDS

(1) A%t the %ime of initial referral and placement of a ehild, records

-will be eonveyed'between the In%ermediatQJUniﬁ and the enrélling

gehool district, as per Section I, Parts ﬁAand D, under »Disseminatio:

_w;/ of Information Regardiné Pupils® contained in thé “Pripcipies of |

1 . Collection, Maintenance, and Dissemination of Pupil‘Reéords”'which
were granted interim approval August 27, 1975, y'the Montgomerj
Counﬁy Intermediate'Unit'Board of School,ﬁirec'ﬁorso 'Intefmediate
Unit péycholog?sts and other staff ﬁeﬁbers will at?end to this

matter,. This phase of record release is probably the‘least

aggravating in terms of the conmunicatlon that is involved° This
type of release is viewed as an absolutely necessary conveyance @f
| records to allow the respons;ble educational agencies ( the dlstrlct
- " and the Intermediate Unit) to program ‘appropriately for the child,
It is hoped that districts will view ‘the missing.recordé form ’
(Appendix\Ki that the Intermediate Unit will be sending to the

districts in this same” necessary lights During any such release

of records (either initial placement iransactions or later missing-

‘record requests from the Intermediate Unit)} the parents should
always be kept informed of what records have been transmitted, but

parental releases for conveyance of the records will not be required

except for documents loaded with volatile Category‘é information,
(The initial parental approval for referral of the child o the

(2

Imtermedigﬁe Unit covers the necessary notification appropriatgly)g'

e .

(2) Releases of information that occur sometime after the transfer of

~

reeords involved in initial referral and plaeemen% are to be

@onsidered transactions that require much more stringent precautlons

than in (1) aboveo -

.
o«

: ,bkﬁﬁ ' ‘ . ' 1




. @3» P@r r@lnascg as des@rib@d in ( )p the gom@r@l prin@iple@ uged &rem

“  @@un%y Internedlat@ Uniﬁ B@ard @f S@h@@l D&roctorﬁ on.
"A@gu8%~2?g 19?5) will be aéh@r@d t0, esp@@zally as

N d@t@rmined in a@@@rd with & ﬁarcntal releasa and elig;biﬁ¢i

'@cn&ain@d xn *he @e@ul@n, “Dauaem;maﬁlon @f Infornatl@n

of , f@@u@st@r9~ p@siti©ne»

v
K ow

»

The guldelin@s set down in the d@@umenﬁ “Prlncipleg
@f @@11@@%i@n, Maintenan@@. and Dx@g@ninata©n of Pupll

R@@@fd@“ (gfan%ed xnﬁéfim appr@val by the M@ntg@mery

Eogaﬁlna@y‘©f ea@h‘requegt f@r 1mx@fna$i@n will be S

=)
© Rogarding Pupi?@ w
- @T@)
N (e)
. themselves)e
. (a)

ylisu@h ) reque@b will sxmply indl@ate ﬁh@ @xasten@e @f

“ nedi@al reports ‘the r@unSucr w111 be told where he can.

'_ ‘the fa@t what 50 mamy @theer@@ n©nﬁhr@a%@ning, r@utime

 fUh1t was n@ﬁ ‘the @flgiﬁﬂ%iﬂg @@ur@e (1aeu, a r@ply +@

' re@@ra@ su@h as a digtrl@tagen@rated psy@hol@gl@al r@porﬁ

or a prlvat@ s@hool@s progress repori or a prlvate gllnl@‘@
“{@bt@ln such rep@rms but w111 not be g@jﬁn the docanents "

,@n a @hlld who hau b@@n.enrolled 1n @ne @f ony classes -

_-releasedeand 4o whom (%, @,, n@ n@re blanket raleases)g.

" Fhe r@as@n.f@f b@iné%c© @trinﬁ@n@ in all @ases is sinply

;-imf@fmati©n (fanlly @ituatlonso pers@nallty @vservaﬁiang,

ote,) that one is f@r@eé t@ be extraa@argfmlﬂ dﬁé

No r@@©rds Wlll be released f@r which the Intermedlbie j

AE of August 27, 1975, for any feiéasés of information

for some Tenﬂth @f %ine, the lnﬁernedla%e QPlt will, r@qm&ré

szgncd parenﬁal r@leases gpec&fylnm all documents o be

reports contain at leas% Q@m@ instan@ea @f cat@g@rx G : 5

»Immerm@diﬁ%@ Unit h@pes %haﬁ di@%ﬁi@ts and other r@qu@atinﬁ

W,




?ageh@i@g ﬁhdérst&nd ﬁhe?pcéitioh of t@@llhtérm@diaﬁ@ ;
Unit taking this g@@ningly QV@rly cautious stan@@g and s
R S will try o conply acaordimglye In turng the Intermediato
| Unit will try t@ @@nply with other agencies® @onfidentialit‘
5 o p@li@i@@e ) _
':A; o (@)_Jﬁll r@léases for infornatlon are 0 b@ pr@@@ssed through the
| Direqtor of Pupil R@gords, Dr. Proger.. This sﬁlpulatlon is
.+ required to ensure internal Intermediate Unlt,compliancg with
‘ ‘its_own "Prin@iélea;co of Pupiltﬁec§rdso“ The only two ’ )

exceptions t@'this procedure oceur during the initial reférra%5"

and plaeement process of a @hlld en%@rlmg an Intermediate Unit

- clags (where the.district personn@l are relea@inﬁ records %0
us rather than viece versa) and durlng the return of a ehild
who was in an Internediat@ Unit clags back %0 a normal

Montgcmery County di@tfl@t clasg (documents consisting maihly

- of Ca@egorles A and B informatlon can be routimelyatransxerred |
 back %o the district). However, if a child:is %o‘move't@ ,%‘f
-~ a‘district outside Montgomery Countyg this s%zpulat;on no
longer applies and an itemized parental releage of all docunentw
nuse be given %0 the Intermediate Unit . (the latter type reque&ts
.again must go through Dr. Proger)o
§5) The most frequently ocecurring release Bltuaﬁlons both Anternal R
and ex%ernal to the Intermedlate Unlt and the procedures
heeded 7) proeess %he releases are as followss

{a) An eliyible Intermediaﬁe Unit staff member needs

Lo consult a student”s fol_ér for his own routine

iobarelated responsxbilitieso ALL that is requir@d

'ﬂ' ' . ' R the sign-out procedure descrlbed &vovea

(b) A~§$gggnL is enterineg a program directly operated

by _the T?termedla?e_uniﬁ and a fold@r»alreaim
Q i ' | ﬁﬂiﬁigo If the Intermediate Unit has aeeumulated

65




. a file on Bu@h a student in the paat@ then %h@

Vg

L&

/i‘will be +ran§ferred to %he appr@griate agtive
. sateliite fil@ f@r “+the program in which the @hild

© will be enrolled@ H@weverg the @ign=out procedure

(c)

. a public distrl@t within Montgomery Coun;x)w in such

£ B R

o

‘magter file or the appr@priate satellite £ile .

is still required. - -

-

A Montgomérv County district staff member involvad

,in pupil personnel services (Dlrector of Pupil

Personnel Servmceso Psycholgg;st@ﬁ Superv1sor§)

reguest 1nformatlon on an-lntermedlate Unit child
{

who will be returnlng to elther a dlstrlcteoperated
_xummwdkﬂrﬁgyaglalgglassa_Ehis 81tuation is one of

the exceptions noted in (@) above whereby Dr,'Proger

does not have %o get dlrectly involved in the release
of r@cordso Some examples of this situatlon would be.
the routine reiurn of a child currently in an
| Intermedia%e Unlt operated learnlng dIsabllltlgk
‘or learnlng and adgustment classg back to the
normal class setting in a Montgomery County dlstrlcte,
It should be noted that this could be eigher back , |
%o the district in which the child was originQIly
enrolled or to a‘different distraét but still wathxn
Montgonery County. In such @asesg programaarea
taff members are to process whatever transfer of
records as long /as it 1nvolves basically ohly “A"

and “B" information (if the @hlld remainsg w%thln

a case, we would allow & psyehological report to
be @onveyed t0 the dig%ri@t bmt not"a famlly hlaﬁoryfx
'formo psychiatric report@ andzother documents that

ar@ elearly. of “C® type (itemized parental raleases

- BB

[}




(a)

are needed in the latter cases. )

‘records within Montgomery County public settings, ﬂ\\<§‘

‘Unit staff member who has processed such transfers

An_Intermediate Unit staff member has'requested

It showld be noted that while Dr. Proger, does

involved in such cases of transfer bf

two of his forms for transfer of records (Appendlces
I.and M ) should stlll be used in all such casess
Q -

Furtherg in such instances Dr. Proger is always %o -

recéive a copy of the forms arnd the termedlate

of records is %o make sure coples of those two.
forms are placed in the child’s file,

i N
Si%uatlon (e¢) should be carefully compared %o

situatlen ce)9 whlch requlres carefuily prepared .

parental releases for all information and must

be .processed through Dr. Proger.

a f£ile from either the central'master collection
J .

or from onewof the sa%ell&%e collectlons ‘and has

been unable %0 obtaln all or part of the r;gulred

informatlon g;at should be "thereo In the past the

F»

In%ermediate Unit =staff member would have- called

the district that might have a £ile on sueh a childo

-

However, because of our concern with centralization
, @&

3
-

und increased confidentiality of our student records,

Dfo Proger will ﬁénceforth cbptaeﬁ‘%bejﬁistri@%:to'

- obtain ‘the file, He will do 86 in writing (Appendix

k), Jjust as we are requesting districts to eontact’

&7 - IR




s in writlng when they nesd files, (g;‘one other ?;‘é

" i
public agencies for records on chlldren from €his

i .

R [ than Dra.Proger is to contaet any district or non-

* -

point forwarda',
A

(e) An,In#srmedla%e Unit sfaff member receives a request

%

. for a child’s record from any public ageneies outa

- side Montgomery County or f?om anyssrlvate ageneies_
) . . . ty .

@1ther in or out of thd countyo Regardless of who, ;v

TS
receives such a requestg it should be forwarded

. _immediatgly 40 Drs Proger with'a notp explaiﬁing.
the circumstanges surrounding the request, The

;ﬁemized pérqntal~re1ease should be included, if
: N )
; . > 3 s . (] K
o - L -available, Dr., Proger will forward the information .

i - @irectly to the agencies making the request, along |
with appropriate certification of authenticity. °
I¢ should be. noted that this situation will most

1

likely occur in-connection with~routine 4ransfers

- X3
P Y
*

"of children currently in Intermediate7Unit=run

A . ..  eclasses as thelr pérents move outside Montgomery
- » N v
County to gither public or private shcool settings.
. - . 3y

-~

:Wﬁils teehnically'informatipn of "A” and “B" type
@bsid ] t€ansmit%ed wifhgmt parental reieaseg %hsf“
mere fact tﬁ?t Such a.receiving school is no longer

/ part of the Montgomery Couht§'publié edusatioh é)_

) ‘;) A gystem (the Intermediate Unit and its constltuent




(6)

the form of Appendix N-to be used by the requestor in obtaining
: S

4

. N . 2. C . v
districts) forces the Intermediate Unit to be

' quite cantions. in everything it sends out., There=- .
fore, Dr. Proger will ask'for‘itamized parental
- releases for all items ?o be conveyed, if such a

release has not already been received,

- . N

i

(f) An Intermediate Unif stéff member initiates a change

of placement from either a.districterun program

within Montgomery;gpunty or an Intermediate Unit D
@ | R | | o
T Program %o a different Inté}mediate Unit program.

Siﬁce the child in elther case will be going into
. o 3 . -
. one of the Intermediate Upit programs, all that is
needed is a sién—ouf<pfocedure'on‘tﬂe pa;t‘;f.%hc~‘
Intermediate Unit staff member making the requesfo
'}@hevoriginal pdper file or a paper copy of tﬁe
,micréfiched f%levwill‘bg—physically transferred frém v
the central master file to the appropriéte active
satellite file, ‘ |
Two other mis?eilgneous forméf%o bé use& in a routine'way are
gi;en in Appendices N and 0. Apéendix N xcontains tge fo?m PSEd_
when‘inédequate pefiissidn for reléase of studeﬁ; recoréé occur;s.
Appéndix 0 cqn£aids thgfform used vhen a requestor has not.proVi@ed

proper release permﬁssion for pecords; this form is enclosed with

" d
* . *

appropriate permissiom;' .o -

B
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R BORROWING FILES,

¢U3RE$T<ELiCi§ILxg§'




L.

NTG.ERY C@UNW ENTERMED!ATE UNH"

: Specczzai Education Center ;
%05 B. WEST MAIN STREET NORRISTOWN PENNSYLVANIA 19401 PHONE 215- 539-8550

R . 1U ‘PERSONNEL 'AUTHORIZED TO REMOVE RECORDS. .
. = L . ) F ROM, THE MICROFICHE CENTER ® '
. . o R . : U
: Dr. ester Mann, _Dr. Robert Leiss, Mr. Jerry. Potter, Mr. Peter
o _ Bo§rdman, Mrs. Nancy Anderson, Dr. Barton Proger,,Mlss Donna DePietro,
: "Mr31 Judy.Rlzzo . - o i
A “ » L. " I’ . ’ . - ¢ a !
Special Education Supervisors: N - ‘Psychiatrists:
br. Goodman = - Mrs. Neely - * - - . ' Dr.‘Marréne .
; Mr. Reilly . . * Mr, Davis . N Dr. Rusk . = ,
o . . Mrs! Price Mr. Simek L Dr. McIlthenny g
§;f&'J- Mr. Toyne L Mr. williams . | o o ‘Dr. Marcovici’ .
‘ Mr. Potter - -Mxr, Ridgway Dr. Schneider | - e
o Mrs. KRefr. . Mr., Siegel’ M _ Dr. Houghton
TS Mrs._McBride Mr. Morley o ' ‘ " Dr. Scholever
) _Pé?chélégists: .o \ o .. . ’'Social Workers::
. P ' _ .
~ " . Dr. Fischman Mr. Foley ' \ Mrs. Schultz Mrs. Bernstei
ce Dr. Duffey . 'Dr. Fedner B * - Mrs. Schankel .Mrs. Rowland
- . ~-Mrs. Bilker / Mr. Pickholtz., 7~ S e Mrs ., Papp Mrs. Porter
Miss Geisdor" .- Dr. Rolnick - ‘Mrs. Kolsky °  Miss Metz
PR Mrs. Massari Mrs. Sacks. 7 Mrs. Horn Mrs. Parks
Mrs. Kauffman \_ : Miss Knight: -Mrs. Hurwitz
- . : ‘Mrs. Hutchings Mrs. McWhart
- Ty,
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REVIEYW OF GATEGORY B
" ° " INFORMATION --TRANSFER T0
o “PERMANENT® STATUS (CATEGORY A)




MONTGMERY COUNTY INTERMEDIATE UNIT

 Special Education Center
46053 WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE, 215-539-8550

REVIEW OF “CATEGORY B” INFORMATION

»
A\l

F

'\\'\ . RBs Updsfing the Record File of the Child .

b(category B Review Must Occur When Student Moves from Elementary Program'
4o Junior High School Program and from Junidr High School Program to
. Senior High School Program . and/br upon Leaving the Program)

e "are requlred 0 review periodically the informatlon that is
-@@ntained in your chlld@s fileo The purpose of this review is to remove o
and destroy;@ny items that are no longer of‘fse ‘to us in providing |
services .to your chlld and/or that are possibly damaglng to you or your
S @hlld (1nva91on of privacy) Your chlld,s record folder at the ‘

o Internedlate Unit .is divided into three areas of informations Category Ay -
nCa‘tegory B, and Category C° " The purpoé%?of the present letter is to

inform you of the resul%s of our most recent review of Category B

information and to ask your permission to m@ke certain items a part of

your child’s permanent record folder (Category A). - However, befo#e we
get into the results of our rev;ewg we want you to’ unders+tand what types
of information are kept in each‘of the three categories, ' \\
Categofy A contains (1) name, address9 and telephone number of
gtudent, (2) name, address, and telephone number(s) . of parent(s) or
guardlan(s) or surrogate(s), (3) birth date, (%) academlc work completed9
(5) academic grades, (6) standardized achievement test scores, and (7) A
attendance data. | o
Gategory B contains (1) scores of standardized intelligence and -
aptitude tests (group and 1n&1vidua11y administered), (2) 1nterest |

- inventory resulis, (3) vocational assessment, (4) health data, (59 75

ﬁanily baekground inf@rnationg (6) verified teacher, counseloro or

Y - -




° ]

Bl

social worker ratings and/or observations, and (7) verifiéd reports of
gerious or recurrent behavior patterns.,

 Category C contains temporary information such as (1) legal matters,
(2) clinical findings (medical reports9 psychiatric reports, and so on),
(3) personality test resul'ts9 (4) teacher reportso and (5) counselor
reports. o

We have completed the review of Category B information recently and
£ind ﬁhat there are some 1tems of lnformatlon Whlch we want to make part
of your child’s Q@rmanent pup11 record (Category A)s g

Psychological Reports

s

Sdpporting teat daih for psychological repért
School Health Records

Teachqr Observations

Progress ﬁéports

Psychiatric EKvazluation 3

i
Supporting test data tor peychiatric report

)

Visual Evaluation

Suppurting testi d&ta.for audioloiical
Speech Evaluation rS
Suﬁporting test data fo; speech evaluation

Language Evaluation

Supportlng data for languape evaluation
. 7




vThy»l@al Therapist Report
Occupational Therapist Kepert
Medical Rebort

‘Neﬁrblogical ' ‘ fj; o .
Samples of Student Worlk
Report Cards.
Scores'pf group aptitude and achievement teéts
Vocational skill assgésménf

) Faﬁily background information
Atendance data v

Crucial Correépon@pnce relating to the child

ot - ;

N

J . . - \ -

-}

Wewassur@v&ou that the above items will not be allowed to be used

R -m

in‘any damaging wa; %0 you or %o "your‘childo We sincerely feel that
the above items will be useful to us for assQéﬁlng you in providing the
vest @ducatlon possible for your child., The above 1nformation Wlll
never be released té anyone unless we have'your permission in Writing;b
telllng us who you want the 1nformatlon released to. /} |

7 Therefore, we would like you to sz.gn on the t:o*i;’tom32 par't of‘ 'thls
form if you approve of maklng.the above llst of items a permanent part
-of your ehild’s records., If you have any queéﬁith»or disagree with ' -

any of the items, please call | - at your = °

\@anveniencee You have the rlght to challenge or question any of ‘the
above items or any oﬁher items in your Chlldes records, and can make

\an appoin%nent wi%h Dr. Bdrton ‘B, Proger to see the @ontents of your

ehild’s folder, i

9




Sincerelyé’

g - - " 'r - o
(Date Reviewed) . - . (Signature of Reviewer)
‘ : ; (Position)

i

I have read this form.GOmpletely and understand what it means. I agree.

to allow the Intermediate Unit make the above items a permanent part of
my child’s records..

(Date Signed) ‘ (Signature)
Please return all pages of this form Circle Ones Parent

guardian

T0:' Dr, Barton B, Proger A :
Director of Pupil Records surrogate
Montgomery County Intermediate Unit :

1605-B West Main Street | ‘ : :

Norristown, PA 19401 .. )




APPENDIX D.
REVIEW STAMP FOR.
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M.NTGOMERY COUNTY | NTERMEDIATE UN!T"

" Special Education Center
’ueos-la WEST MAIN STREET, NORRISTOWN, PENNSYLYANIA 19401 PHONE 215-539-8550 -
“REVIEW OF "CATEGORY G° INFORWATION

. up

REs Updatlnn the Record File of the Child___ o

(Category C Review Must Occur Annually'gnd upon LeaV1ng the Program)

Ve are required to review periodically the 1nformatlon that lS

p* contained in your child’s file° The purpose of this review is to remove
and destroy ﬂny items that are no longer of use to us in providing

© services %o your child and/or that are possibly damaging to you or your
child (1nvasion of prlvacy) Your child’s record folder at the A
Intermedlate Unlt is d1v1ded into fhree areas of 1nformations Category Ao,
Category B, and Category Co The purpose of the present letter is to '
inform you of the results of our most recent review of Catevory ¢
lnformatlon and to ask°your permission to make certain items & part of
your_ child’s permanent record folder (Category A), However, before we
get into the results of our review, we want you to ‘understand what types

of §nformation are kept in each of ‘the three categories,-

Category A contains (1) name, address, and telephohe number of

studentg (2) name, addressp and telephone number(s) of parent(s) or
~ guardian(s) or surrogate(s)o (3) birth date, (L) aoademlc work completed,
(5) academic grades, (6) standardized achievement test scores, and (7)

attendance datas . . z \\¥

Category B eontains (1) scores of standardized intelligence and

L aptitude tests (group and indlvidually‘admlnlstered)g (2) 1niereut
»'inventory results, (3) vooational assessmentg (4) health data, (5) .
O  family background information, (6) verifled teaeherw eounseloro or

i
8(D | " \ . ,. . o - ~\,




14

soclal worker_ratiﬁgs ahd/or observations, and (7) verified pepofts of
serious or recu?;%nt behavior pat%ernsy

Categofy C. contains temporary information such as (1) legal matters,
(2) clinical findings (medical reporfso‘psychiatric reports, and so oq)g
(3)ipersonality test fesultsol(a) teachgf‘reportsq and (5) counselor.
reports, o . ' |
We have completed the revieﬁ of Category C information recently and

[}

'find that there aré some . items of information which we wart to make part

-

oy

of your child/s permanent pupil record (fategory A)s

- - Psychological Reports
Supportirg test data for'psyCHélogical'report '

School Health Records

feacher Observations
Progrcss Reports

> Y%sychiﬁtrac Evaluation
Supporting test dnta for psychiatric rcpurt';” : -
Visuval Evaluation \ ' |

o Sypporiing test data for audiclogical AN

-

Speech Mvaluation

Supporting test datn for ﬂpéoch_é§%luution
Language Evaluation S

. ' ' : - ? [ - .
Sumnorting datn Tor lanpuase cevialuation ﬂ‘

.~




" % | !
. Thysical Therapist Report ¥ ) >
'Qccupational Therapist kupcrﬁ

L TMedical Report

/ Neurological
 sanples of Student Worlk
Report Cards
Scoreé of group aptitude and achievement tests
Vocational skill assessﬁémﬁ d ‘
o i Family baékg?qunq iﬁrqrmatiOp

. e

" Astendance data

' QruciaereresponQi?dc relating to ‘the child.
! ‘/ e . . -

We assure you thét the above items will not be allowed %o be uéea
: in any damaging way to you or to your child..We 31neerely feel that

the above items Wlll be useful to us for assisting you in provzdlng the

\a‘

best. educa%ion p0331b1e for your child° The aboVe information wilI

never be releaséd.to anyone unless we hapre your perm1351on in ‘writing,

L

4elling us who you wan% the informationlgeleased to.
Therefore, we would like youmto sign on the -bottom part of thls
-”f@rm if -you approve of haking the above 1lst of Ltem@ a permanent part.

- of your child’s records° if you EQVe any questions or disagree wzth

_ any of the itemsy pl@ase call . L~ _ at your

convenieneeo You have %he rlghﬁ to challqnge or qu@stlon any ‘of * the

a

. above items or-. any 6%her 1tems in your ch11d°s recordsg and can make

‘an appoin%nent with Dr. Barkon Bo Progeré%o see the contents of your

°. oniid’s folder. | 3 |
N L véiz g f : ?
“1234(: | e | _ . L




L4 ~

S&neerelyou

(Date Reviewed) '_ " {Signajure of Reviewer)

“ ¥
N
N [

(Position)

I have read %¥this form completely and understand what it meahéo I agreg
%o allow the Intermediate Unit make the above items a permanent pard of

my e¢hild’s records,

=

'Tbate Signed) — * (Signature) | i .
g o ' ‘ .Circle One: ~ parent
Please return all’pages of this form ‘ guardian
. : . . . surrogate
T0: Dr., Barton B, Proger , v . -
Director of Pupil Records o _ '
T Montgomery County Intermediate Unit N .
o 1605-B West Main Street : ~
' " Norristown, PA 1901 . = ¢
. - \ 4 .
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© Regular °B® Review (information changed o "A° status):
u . . . ‘ ] - 5 ’ (u_/ ' '\‘ . o a «
T e, " REVIEWED FOR, .
BN ‘ B CATEGORY' ~ .- |
\ . , : INFORMATION . . :
R Date_.. . i . R
) Rev1ewer . , _ éﬁf_i i
o A APProved as "A“ . : i ’ e
v (Montgomery Cooy: PAg IgUe 23) O . .
v 4 P ! « L S
- i ) < M w v
- * “ ?‘ - ; s ' - ' - , r N
. e e i . . y
. , . - . Lo | - i ‘ .
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- Lty ) | :
7 Modified ¥B” Review (1nformation kept im “B® status)s . - v ;- 7 Wy
. . ’ Lo ) . o ‘;;;:v ,.
‘ ¢ . i - ’t i '1
x Y, A Y ‘]
. st L cw © i . o z. m
P - " REVIEWED"FOR - g . ’ e
¢ - B CATEGORY . :' - - LI -
> ' ; “INFORMATION - - el T L e
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i Reviewer ‘ ' . SR
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Regular “C" Review (information chahged %o ®A® status)s

E

REVIEWEDSFOR

. ¢ CATEGORY
. INFORMATION
' . Date_,
o - _ Reviewer

Approved asg ‘"A"
(Montgqgfry Co., P4, T.U, 23)

-

o - . ¢
* \ ’
» . . i L&
I
’ .‘::7‘i

\ i

Nodified "C® Review (infqrmatiopféhanged;to "B" status)

REVIEWED FOR .

€ CATEGORY s SRR
P (/ INFORMATION .
Date S o
Reviewer -
[ed

-

Approved as npw .
(Montgomery Coap PAy Io Us 23)
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M.NTGOMERY COUNTY INTERMEDEATE UN T

| $pecial Educat:on Center
1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550 "

LA

REVIEY OF “MODIFIED B® INFORMATION -

~

T0s. ) L ] .

A\

. RE; Updating the Record F11e of the Child

~(Modlfied B Review Must Qccur Vhen Student Moves from Elementary Program
40 Junior High School -Program and from Junior High School Program to
Senior High School Program and/or upon Leav1ng the Program)

e We are requzred to rev1ew perlodically the lnf%?matlon Yhat is

“eontained in your child’s fileo The purpose of this review is to remove

w

and destroy any items that are no. 1onger of use to us in prQViding

Q

:meerv1ces t@ your child and/or thatﬁwye possibly damaglng‘to you or your

13

[

ehild (inVa510h of privacy). Your ch11d°s record folder at the

i hl

o

- Category By and Caﬁegory C. _The purpose of the present letter 1is to
1
' 1ﬁforn you of the results of our most recent review of Category B

Intermediate Unit is divided into three areas of infg;z:tlons Category Ay

1nformat10n and to ask your perm1351on to’ contlﬁue 4o hold these items

in your .child®s folder untll he or. she reaches age 21, at whlch time

4

the 1nformatlon would be dest;eoyedo

§ _. Category A contains yIT\ﬁQSZQ address, and telephone numbexr of j\\:::l

4 .

3
etudentg (2) name, addressD and Yelephone number(s) of parent(s) or

%§rdian(s) or surrogate(s), (3) birth date, (4) academic work completedgu
oo (5) acadcmic gradeé9 (6) standardlzed achievement test scores, and (7)
.- attendance data, ’

Category B eontains (1) scores of standardized intelligence and “'{-'
ap%itude tests (group and individually administered) . .(2). interest 3 :}
;nventory results, (3) vocational assessmeptg.(hl health dtas (5). ,

ofamily background'informgtion% (6) verified teacher, counselor, or

, | 8y
A P-4
. ’ R . . ‘e [
M .
n Q




- s6cial worker ratings‘and/br observationsg and (7) verified repofts of
serious or recurrent behavior pattern '
Category C contains temporary informatlon such as (l) legal matters,
(2) @linlcal findlng (medlgal reports,  psychiatric reports, and SO on),
o (3) personality test resulis, (&) teﬁcher reports, and (5) counselor
" peports. o iv—\ -
© We have'eompleted the review ;} Catégory B information rece;;ly Y
and that %here are some items of. infOrmatlon which we want to continue
_ %o hold in your child’s folder until he or she reaches age 21, - at which
_time 4he information would be destroyed: o

> 9

" Psychological Reports
- Supporting test data for psychological report

School Health Records

*

Teacher Observations {

"""" g
___ Progress Reports v
) — Psychiatfic Evaluation

\‘ -~ Bupporting test data for psychiatric rcport
R Visual Evaluation ) s ' ,
I Supportiné test Aata for audiological
o Speech_ﬁvaluation
9 Suppo;ting testwdatnlépr speech evaluxtion
______ language Evaluﬁyiqn '

- _____ Supporting data:fdfllgnguane evaluation B (}'




*

rhysicallwgérapist Roport Ny .

.Occupational Therapict Re%crf

Medical chori ) :
Neu;ological . ' : : .
Samples of Student Work . . EE .

. Report Cards : v .

Scores of group aptitude and‘achievement tests
Vocational skill agsessménﬁ, ! | - ] -
Pamily backaround informaiion ?%
Avtendance. data _ | %

Crucizl Correspondence reiafing to ‘the g&ild

o’ - . :
M <

[y

. . ~
f 1
- ¢

ﬂwé assure you that the above items will not be allowed to’ be used
in any damagihg way to you or td.your child. We sincerely feel that
the above items will be useful to us for assistihg you in providing

the best education possible for your child. The dbove information will

never be released to anyone unless we have yoﬁr permiséion in writing,
telling us who you want the information reléased to.
Therefore, we would like you to sign on the bottom pdrt of this

form if you approve of making the above list of items a part of your

child’s, record until age 21, at which time the items will be destrbyed;'

If you have any questions or disagree with any of the items, please call

o

at your convenigmge. You have the right to
. . . SN

chalienge ox questibn'any of the above items oxr any other items in your

3 4 .

child's reéords, and can make an appoiﬁtment with Dr. Barton B. §roger

fo see the cbntehts of your child's folderx.

N L v .

g1 | L

>




Sincerely,

hY
‘.

v"";(D&te‘RGVi@@ed) ‘ ' . (signature of Reviewver)

Pad

{Position)

I have read this form completely and-underéfhnd what it means. I agree
to allow the Intermediate Unit make the above items a part of my child's
records until he2Fr she reaches age 21, at which time the items will be

destroyed.
{(Date Signed) ) (Position)
‘. Please Teturn all pages of" this form ° Circle One: parent‘
T0: Dxr. Barton B. Progei . o guardian
piredtor of Pupil Records . ,
) Montgomery County Intermediate Unit . surrogate

: , 1605~B West Mdin Street
' o Norristown, PA.” 19401

s . !

9




Sy . -
D X » n
‘ T * 0 ’
¢ . -
’ . . .v‘ _' . ... .' . . )\ . ? N » ' “oe . . . . : ")»‘
N . e A - =
. o ‘ APPENDIX H '
. . “LJODIFIED* REVIEW FORM FOR
T o ~* CGATEGORY C INFORWATION - .
) TRANSFER TO “C® STATUS
14 " ' S i i . ' . v -
.' ¢ - T «
o . k. ‘ -
9 "‘. . ’ ’ ‘
B - 5 Ve %_.25
4‘ x . ’ , : ’ ;A_? ! "




M@NTG@MERY COUNTY INTERMEDIATE UNIT

SPecyaﬂ Education Center

16@5-!83 WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHON . .

'RE; Updating the Record File of the Child

:autltude tests (group and 1nd1vidually adminlstered)@ (2). 1nterest

REVIEW OF "MODIFIED C" INFORMATION

TOs

(Modified C Review Must Ocecur When Situdent Movés from Elementary Program
to Junioxr High Schoo;BProgram and from Junioxr/ High School Program to
Senior High School Pr gram and/or upon Leaving the Program)

We are required to review periodically theuinformateﬁn that is .
contained in your child’s file., The purpose of this revi w &5 o femove

and destroy any items that are no longér of use %o us in providing‘

eefyioes to your child and/or that are possibly damaging to you or your

ohiid (invasion of privacyﬁo Your child’s record folder at% the

In%ermediate Unit is divided int¢’ three areas of informations Categofy Ap;

Categorv By nﬁ& Category C., 'Tnv purpose of the present letter is to
1nform you of the results of our most necent rev1ew of Categorj C

informatlon and to ask youy permission to continue to hold the e.items

’
9 e

in your ohlld”s folder uritil he or she reaches age Zlgga% which tlme
the information would be destroyedo . ‘
Category A copnfains (1) nameg address, and: telepﬁpne number of

s

student, (2) naa-} address, and telephone number(s)*of parents(s) or-

E 245- 539-8550

‘...

guardlan(s) oF surrogate(s)o (3) blr%h date, (4) academlc work compleﬁe&g

(5). academic gradesD (6) standardlzed achlevement test soorese and (7)

aﬁtenda ice datas ) o

3

Category B contains (1) scores of standardlzed inte111genoe and

i'nventoiry results0 (3) vocatlonal assessmen‘tD (4) health data, (5) e

" family background information, (6) verlfled teacher@ oounselorg,or

»

" L4
a . -~

oo . 94
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. I . . L4 . : N . - .
, .

4 ’ . ? . . i o

’ . L N * . ¢ ¢

. . _ ) . . ] , .

sbcigl worker ratings and/or observafions,land (7) 'verified reports
. '~‘(' N . “n .
ras, - ' -

-

of. sexious orx recurrent<h§havror patte
. Category Cﬁconatins temporary inﬁbrmaqion such as (1) legal matters,
2 ' T oa . * L
' . . N Voo _ : p .
(2) clinjcal findings (medical reports, psyghiatric reports, ‘and so on),

v ) ) ; ‘ ) &
(3) perscnality test results, (4) teacher reports', and (5) counselor

3 . . ' ; X .
reports. s ‘ - : 0 o ;

We have comp\leted the review of Category C information recently
. ‘and find that there are some items o$ information which we'want'to ,

continue to hold ih your child's folder until hé‘or she reaches agerzi,

at which,tiﬁe the frformationvwould be gestroyed:Q

/ e

“ ¢

f: . Psychological Repor%s' / .
_ﬂ;__ Supportiﬁg £és§’data for péycholo@iqal géport' b
e ;Schqoi ]Ie.altrlx ,.Rccoi"d's T . U
;~j”* ‘Teacher Observbfionsf |
;o :T;__A_‘Progrcgs Reporis \ ' .
_____ Psychiatric Evaluation
° Supporling test dafa for psych@ntrio'report ,‘ :3 X q
: " visial Evaluation L A ’
;“ supporting test 2ia for agdlologjcal | 0
.Speech EValuat;p )4 . qv' , .
g :', —— Supﬁorting ﬁesf data for épeech cvaluation T
) c Language Evaluition u :
;% ‘Supporting data fdr language evaluation
| o \
. . 5 .




.

o
e

-child’s records, and can make an appointment with Dr. Barton B..Proger‘
. . - - 7.
- B - N - \ ;
to \see. the contents of your child's folder. '
» .' ¢ ) - S .o -
L B T T N O

‘the best educatlon 90551b1e for yo 1x chlld.

* L v S o : ' .

Physicél ‘hnrapiat Report :

L ..

Yocabional skill assessment

hd

Family background information

-

Attendance data

___;f Occupablonnl xheraplbt Hoﬂcrt ) ‘ .
—____ Medical Reporti~‘ o L ' '
e Neurological . i ‘.: .- R -
e~ Samples of Student Work ‘ oo o :

- Ropor: Cards ‘_f ) )
_;____ Scores of guoup hpti@gde and achiev?gent %ests P ’

Cruciél Correspondence ,relating to the child
N . K

2 s
.

We assure you that the &bove items will ngt be allowed to be o
used in any damaging-way to‘you"br'fb your child. Ve sincere%§ feel

i

that the above items w1ll be useful to us for aéclstlng You in prov1d1ng

The'above information wilf,*
‘¢ =Y .

B "

never be released ‘to anyone unless we have your permission in writing,

There fore, we would like'ydu to sign on the bottgm part :}\{hls B
form 1f ‘you approve ‘'of making the above list of 1tems -a- part of your

child's record ,until age "21, atiwhich time the items will S&/destrbyed.
.\ ’. \

1f you have any @uestlons or dlsagree with any of the 1tems, please call

)

felling us who you want the information released to.

b &

’ l

.

at your COmveniencé.\

You have the ;ight to

ch&ilenge or question any of the above items or anyvother items,in igur-

» . . . »




. (Date Reviewed) .

=

Sinceyely,

A

S

(Signature of Reviewer)

(Position)

. . de
- c,

) I have read this form completely and understand what it means..;I agree
T to allow the Intermediate Unit. make the above items a part of m¥ child's

records until he or she reacheg age 21,

e destroyed.
Fa
:" oo B
RN (Date Slgned) “ Q‘ )
/) .
. o Plgase return all gages of thls form
) TO: Dr. Barton B. Proger o
' Pirector of Pupil Records : :
.. Montgomery County Intermediate Unit
. ' 1605~-B West Main Street
: ;. .MNorristown, PA ~ 19401
- a N
o
. L
a ) €
‘b ﬂ ,
B .
]
N " & ‘

at which time the items will be

. 2
(Position).
. . - L
- Circle One: parent
guardian T
surrogate
. bl
; &
[}
‘ N L
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MONTG@MERY COUNTY HNTERM[EIHATE UI\!H',

Spec:al Education Center
16058 WEST MAIN STREET, N@RRISTQWN PENNSYLVANIA 19401 PHOME 215-539-8550

]
( .
] V. , " NOTIFICATION TO SUPERVISOR OF -
"B" AND "C" REVIEW FORM RETURN - - .
3. ero ‘ot upt.
FROM: Barton B. Proger, Director ofﬁgupil Records
TO: - ) ’
) On 4 ) the review form
° .o . »
-of the child ' was returned to me and has been
placed in the child's file. Please make an entry to-this effect in your'

personal log ~-book file folders dealing w1th "B" and "C" review processes
) o '
e . . 6

x

Thank you. _ : '




CONFIDENTIAL

*

‘. This,%ocument is not to be

$ . duplicated or have its content

’ ] revealed in any fashion, Other | .

. , 'requests for this same document . |
| are to be forwarded to the
. . Director of Pupil Records, : 1
' Moritgomery Comty Intermediate
. Unit No, 23, 1605-B West Main
Street, Norristown, PA 19401 ,

k73
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M@NTG@MERY C@UNW HNTERMED /\TE UNH

. | Spec:al Education Center .
1605 B WEST MAIN STREET, NORRISTOWN, PENNSYLVANM 19401 PJHONE 215-539-8550

" 3

. REQUEST FOR MISéING RECORDS
) - . o
} Date: °
- ,\/ P % :
o -

e

™~

Dear
R

We are currently in the midst of reorganlzlng our-student record
collections for all Intermedlate Unit operations. We have a central
collection in the Spectal Educatlon Center and several satellite ‘
ncollectlons located in the program area faclll&mgs (e. g s Physically -
‘Handicapped Building Collection). We recently tried to" locate the report
of , from your district. This report is currently
unavailable from our files and we w1sh ‘to reconstruct its contents .as
soon as possible.

¢

]
w

Whlle the Intermediate Unit and the district in which the student
is (or will:be) enrolled can exchange records of "A" or "B" cateqory .
freely. Thus, we are assuming no parental permission is- neoesgary in
this case. .

3
e
-

, Would youw be so kind as to furnish us with a copy of all documents
in this child's file that you received originally from the Intermediate
“Unit and any other documents that at one tlme you may have given to the
Intermediate Unlt? Usually the missing file turns up later (most often
in a misfiled area within the thousands upon thousands of files that the
Intermedlate Unit mgintains), Eut until it does the situation does not

allow us to attend to the best welfare of the child. . “ *
5 \ 2 . " ”
If you have specific questlons on this issue; please contact me at
your convenience. Thank you for assisting us din this matter. N

Sincerely,
]
_Barton B. Proger, Ed.D.
- "pirector of Pupil Records '~
BBP/jar ) k

ce: Dr. Lester Mann
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M’NTG M[ERY COUNTY HNT[ERM[EDH/\T[E UNW

Special Education” Center
WEST MAIN "STREET, .NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539- 8550

NOTIFICATION OF RELEASE or- AR
EX ‘ . .
. Pupal Records : ’ C
~ ) 4 &
.ty Date
: AP, > ' -
‘ PO ¢
TOs “ri Gy 7o
Y ' =
B PO ’ 2 \
‘I ‘,,":" > e -‘ - .
; ;  : hEe" ﬁeleaSQHOf Your Child®s Recprhs. .
o ‘0 R ok o - ) v ,
L . .Dear 2 - 3 3 70 ]
L et feaen il
[ ‘ I receiv%g a request fr of
N Cal \ A ‘
’ dated
./j ) ,requestingacentain records from our permanent files‘on'your
1 child, : : . Accompanying this

. D
request was a release-of-information form signed by

and dated ’ o

. In response to the request and the release, I want you to

know that on o , I sent the following

« ’ o
o

reportis to

Psychological Reports \/
Supporting test data for psychological report

2 S STy, ¥ G L

School Health Records . .

Teggher Observations f
Proé;ess Reports

Psychiatric Evaluation

Supporting test data for psychiatric report

Visual Evaluation

" L EDUCATION=BYUE LINE COMMUNICATION

f'r]
4

IRAERREN

100




/ . Suppeﬁt;ng test data for audiologlcal o
Speech Evaluaxlon o o=
8 Supporting test data for speech evaluation

b

Lanugage Etaluation - . /
Lk > ° v
~ Supportlng datd for 1angque evaluation
P
Phy51ca1 Theraplst Report - X
' - Occupational Therapist Report'
Medical Report
S 7 : ' . l
. ' . Neurological :

‘Samples of Student Work ) o )

Report Cards .

‘.1

Scorés .of group aptltude and aéhlevement tests
\ ’ ’ Vocatlonal sklll assessmgnt

Family backgound 1nformat10n
. e Attendance data S N

Crucial -Correspondence relating‘to the child

4 - : «

- @ If you wish %o ha~ 4 zopy of tl:e records that were jort cut,

please notify me in writing\by specifying exactly what you want

(in complete detail gs it is’ listed above) and by signing and '
dating your request, If we do not heaf from you, we will assume
ybu are 'satisfied with the way in which we havg handled ppis matter,

| If you have any quegtions‘on what we have done or on what our

* procedures are;‘pleése gpptact me at your convenieﬁceg We will try
4o do everytbing'we~één to help you and your child.

t

> o Sincerely,

: v '\ P
- Barton B, Proger, Ed.D». -
_Director of Pupil Recora S

BRP/

MC ’ CC1 (s‘
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M@NTG@M\ERY COUNTY NT/ERI\/\\_[EDHAT[E UNHT

Special Educat/on Center .
16058 WLST MAﬁN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550

=3

: LISTING OF RECORDS e
‘;'f ": ' Date
:" ! )
TOs oy
, : -
RE&-"Récords on
.‘ Sy
j 1iréceived a request from you dated
‘ g :
' and a'rélease of information signed by
. F' ' regardlng the records of . Im

response to your request, I am sending the following documents
‘*wh1¢h'%re allowed ynder our current "Principles of Collection,

Maintenance, and. Dissemination of Pupil Records” (adopted August

P

L

27, 1975.)
,Psychological Reports

-~ 10s

Pl B ) N

=\ — Supporting test data for psychological report

;5 : quSchool Health Records

i%% Teacher Observations

%é, . Progress Reports

iEB 7 Psychiatric Evaluation

fzz j " Supporting test data for psychiatric report

i__J A .

%Ei f , Visual Evaluation

é ' Supporting test data gor audiological'

il —

Z | ; : 2t

ol o Speégh Evaluation . .
E% \ __ " Supporting test Jata for speech evaluation

_ég : - g‘ Language Evaluatibn

: - ) ' . ' . . ?’
L] : < guprorting data for larguage evaluation

— ! T . ‘ 4
<o 1 Y . '

CERIC ¢ “




. o .
Physical Therapist Report .

Occupational Therapist Report
. Medical Report
T Neuroiogical I LN -
Samples of Studcg?QWork \
Reporf Cards ) ’ ,‘ . | , .
Scores of grOup'nptitude and Hchievemant ?ests
Vocational skill assessment .
Family. background inﬁgrmation
_ Attendance_data - ' .

“Crucial Correspondence rclating to the child

Besidec the above records, we cither possess or are awarc of
the following documents on this child completed by cutside agencice

and thus not releasible under the "Principles.”

- In Our Only ,
psscssion Awarec Of

'

~Puychological Reporits

Supportiry test data for psycholopgical rcporl

o ——— -
[

senoonl) Healtih Roecords -
Teacher Observations

Progreass Reports
' - ___ Psychiatric Evaluation - ‘ 9
3 ; . l

“; . .9 B ’
Supporting test data for psychiatiic report

B e
- . Visunl Ev%%uution :
3 . Supporting teust data, for saudiological
. 0 ‘ Speech Evnluyﬂion
4 ' ’ ) L

Supporting teut—data for speech evaluation

‘ R {E

Language Bvaluation

% FRIC _ Supporting data for lanpuage cevaluation
—— . .

' ? -




y o .
Physical "whrapist Report

S Occupationsl Thépapict Repert - N - ‘
S . ' . : : -
. Medical Report '

t - . _ Neurological,' i RN : -

. Samples 6? Student Work f ' o
: ‘Rcedrt Cards = .. el
: v L v "gcoras of. group aptltuac and ac nlevument tests
e ————— - ] ’)
,k- . VocaLJonal s5ill assé bgnent S s,
z&,. . * hl
N : Family background informatio
N Ly [48 b J ich L, n -
' Avtendance data® . - :
A?—- s gt . . . . . \ o
. - . < l. N 4 (d
o - . Crucial Corresgondencc‘relatlng to the child
- ' -t . )
. \ ! L
. For the abéve-mentionsd "out ide agcncv" reportvo we request that
IR . ' ‘ . ’
: you contact the appnopri?te agetnwecyy we arc not legally allowed to
LI L “ - ! :"ﬁ R \ .
- release such information, . '
r N 0 "
¢ * .
Iy ‘ )
N . § . — )
We hope the items we are gnclosing are helpful in providing
- _ .appropriate programing and services for thieéphilda If you have

& .
any questlons OQ\thlS child®s records or or. our procedures9 %lease

. )

* gontact me, We will do everything poss1ble to assist the parents

and you 1n prov;dlng for the c:hild0

Sincerely,

oo - Barton B, Proger, Ed, Do
X - v » Directof of Pupil Records,
Enclosures ) i

ccs Dr, Mann
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M@NTG@MEY C@UNTY ENTERMED ATE MNH

. Special Education Center
1605-B WEST MAIN, STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE,215-539-8550

4

\ Date

TOs Person Who Has .Requested Release of and/or Transfer of
Student Records , .

‘FROMaA\Dro Barton B. Progero Director of Pupll Records

REq . Inabillty,of Intermediate Unit}to ‘Comply At This Time

Name of Person Making Request

Affiliation and Address

—l

Dear 3 S . . .
"I have received your request dated - 8 . for. !
/
release and/or transfer of the student records of ‘
to v As of September 2 1975, we are

=
3 K —

required hy the Commonwealth of Pennsylvania to abide by the Montgomery
- County Intermediate Unit’s "Principles of Collection, Maintenance, and
Dissemination of Pupil Records,®™ which were adoptedi-as a legally blndlng
contract by motion of the Intermediate Unit Board of School Directors
at their Meeting of August 27 1975. For one, or more of the follow1nv
reasons, we cannot release or transfer the student records concerned
in your request In an effort to safeguard the rights of privacy of .
the student and his parentsD guardians, or surrogatesD we are forced
40 await a newly submitted request from you.
+  Parertal release submitted to us does not specify the categories

of information desireds; ask parents to complete attached form

Parental release submitted to us incompletes ask parents to
complete all relevant parts of attached form, especially 1 12

-

No parental release supplied to ug; we require such releases
due to frequent intermingling of Classes AyB, and C information

so as to meet legal requirements surrounding Class C datas
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M@NT@@M[ERYC@UN Y HNT[ERMHEDEAT&E UNW

Special Education Cenler
1605-B WEST MAIN STREET NORRISTOWN, PENNSYLVANI/\ 19401 PHONE 215- 539 8550

=
- RELEASE QF INFORMATION

Dr, Barton B, Proger. .
. Director of.Pupil ‘Records ,
- Montgomery- Cdunty Intermediate )
Unit, #23° oy

Ji ' Special Educatlon Center o - ( o e .
L . 1605-B West Main Street . '

-3

Norristown, PA 19401
Dear Dr, Proger.
(. - I hereby grant to you perm1ss1on to0 release the follow1ng

informatlon to

. concerning the child. . ) . o

¥

(chéck whichever items you §Ye willing to have us send)

, Psychological Reports -

\¢ é&pporting‘test data for psychological report ,
: :ﬁgé School Health Récords ! - :

TeacnngObaefvagions |

Prd%&eég-Reports

Psggﬁiatric Evaluation |

Supporting test data for psychiatric report

Visual Evaluation

Supporting test.data for audiological

\ Speech Evaluation

Supporting test data for speech evaluation
Language Evaluation

! Supporting data for language evaluation
&

)"Eq
—




Al T o
Ce . -
. \ V . ’ ’
. L

, Physical TWerapi % _Report ‘ q
| - Occupatlonal TheLapist-Report '
| Medical geport ’ ’ | : / i
Neurological o “\

-

“Samples of S%uden@!Work'

e v . ,"'.',.. s S ‘ e
i N . Report Cards S ) : : e -
.. \ Scores of grqyp aptltude and achievement tests‘

r < <

Vocatlonal skill asgessment .

' Fami%y background ianrmation

—
‘ Attendance data®
. Crucial Correspondence-rélating to the child
e ’ ' . )
) R I understand that I am consenting to the release of this

infprmatiqh to be used only in a professional fashion by the person

who has requested it.

 Tate ' ‘ : Sigred -
& N Lo
Relationship to child: |} parent
\ ' | \ ’ [T legal guardlan

»

(| surrogate

PPe. I8
{

115
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MONTG.M[ERY CQUNW INT[ERM[EDH/\T[E UNW

, , Special . Edugatlon Center
- 1605-B WEST MAIN STREET, NORRISTOWN, "PENNSYLVANIA 19401 RHONE 215-539; 8550

£

\
-
‘
\
L

-,

4

EXAMINATION OF PUPIL ' s

1 v e
o RECORDS BY PARENTS

.\.
b

KJ

“.
0

‘You have asked to see your child's record folder. We are

. reguired by the state of Pennsylvania to abide by confidentiallty
guidelines which became effective September, 1975. Because of
those guidelines, we are not allowed to,show any person a record
that was produced- by outside sources. However, in an effort to’
assist you,ye are listing below tHe documents we have ( date,
who wrote 1 and where it can be obtained).

&

Psychological Reports

Supporting test data for psychological-report | .
s School Health Records - . : .
Teacher Observations . | ﬁ
Progress Reports

Psychiatric Evaluation‘

| , Supporting test data for psychiatric report
Visual Evalua%ion e

Suppbrting testfaata for audiological g
. Speech Evaluation ‘ ‘

Suﬁporting test data for speech evaluation .

Languape Evaluation

Supporting data for lanpuage evaluation o -

N .
. vt

AL EDUCATION-BLUE LINL COMMUNICATION

1
_:Fﬂ
B
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|

|

BBP/

cc:,

Phyasical Therapist Ropért

Occupational Therapist Report

‘Mcdical'chortﬁ

\

Neurological ’
Samples of Student Work

Reﬁort Cards.

Scores of grouy aptitude and achicvomsnt tect:s

Vecational 'skill assessment
> Family backgrounﬁ infbfméfiong
_Attendancé data,
Crucial Corresporndence fdlatipg

<

Dr. Mann

g

P

——m
¥

kv °

‘to the child

Sincerely,

Barton B. Proger, Ed.D.
Director of Pupil Records

-
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"MONTGOMERY COUNTY INTERMEDIATE UNIT

| Special Lducation Center o
1605-B WEST MAIN SIREET, NORRISTOWN, PENNSYLVANIA 19401 PHONL 215-539-8551)

-

. ' . October 23, 1975 .
- ? st {
TO: * Intermediate Unit Staff Members N
{f;}q - '
FROM: Barton B¥Plroger, Director of Pupil Records o
A : )
9§
RE: Release of, Information in a Routine,'On—Going_Manner'ib
the Same Individual (Update No. 2) ' :

On Wednesday, October 22, 1975, ir. Boardman brought to my

. attention operational problCm% surrounding the above topic of
confidentiality. I will first briefly outline the situation, which
all of you will be meeting sooner or later. 1f your staff finds

it necessary to communicate with a private physician (or any other
'H . private agencies) of the parents‘.cﬁoice, whereby such communication

will occur frequently thtoughout the school year in a routine manner
(stch as having had the parents request us to send progress reports
to their owu\physician), then we would appear to be in conflict

with Section IV on Page 15 of ‘the Principles of Collection,
Maintenance, and Dissemination of Pupil Records if we tried to

vge only one relcase to cover an cxtended timaﬁpériod. Literally,.
we should be obtaintng new specified relcases”for every time you
were requested to. send information on-a continuing basis to a

person of the parents' choice; the papetwork would become eveun more
horrendous than it is now. I believe certain individuals on our
staff (such as social workers, 0.T.s, P.T.s) will have ‘to verbally
and/or in wpiting communicate with such individuals on'a'continuiﬂg
baéis either out of Intermediate Unit necessity or by parental
desire. ' : -

(:D-

.
5%

The procedure to be uscd is as follows. If you can ascture
yourself that the individual to whom vou plan to release informatien
in accord with the confidentiality guidelines is definitely under
the control of the parcnts (such .as a physician of their choice),
then a single specificd release of the type we have been discussing

j since September, 1975, would be sufficicnt, with the followving
extra stipulations. First, the mcthod-of communication should be
stipulated as '"ecither in writing or verbally." Second, the time

frame of reference should be specified as '"during the 1975-1976
school year.'" (The latter provision is what appcars to violate on
¢he surface Scction 1V of Page 15 of the confidentiality policy, but
this has tbeen firmly determincd to not have been the intent of

the original confidentiality puidelines.) Of coursc, the catcgories
of inflormation still must-be specified in the release in the usuil
way (such as cducational progress reports, physical therapy progress
reports, behavioral progTess reportsy . Clearly, louvk ahead to

ON - BLUL INL COMMUNICATION
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- {

s
in question (

such approval is obtained,

The above procedure was
1975) with Mr. Philip Salkin,

_ " .
Rl T Tl S it D) 7 id AR ARSENTA ) e T
])\ur P N Y L U TS L T |y T PSRN N Y »
< > F

.y ] various phases of your planned ongoing contact with the individual
’ ch as the physician).
single relecase can you then begin to correcspon
writing with the given individual in a continuing fashion.

actual release of documents’. .
.(Appendix* L) is mailed and also put in t%ﬁ chi

in keeping with the intent of Section 1V of Page 15.
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’

Only upon rececipt of this

d verbally or in

' Once
do not have to be involved in the
Just make sure that the parent form
1d's folder. ‘

e

cleared WCdgﬁdday@cvenihg (October 223, |
Board Solititor, and is said to be 7
(However,

it should be

noted that if the person to whom information is to be

released 1s

not under

the d

separate rclcase must be obts

cct control of the parents, then a
inecd for every occurence of release

of information, albeit to th

~
1

Finally, I want to reitedrate the ®*alrecady existing procedure
whcréby in the usual, once-and-done releases to. schools and -agenciles
(othér end-of-year progress reports or similar exchanges that .are
sent on all children as a routine procedure) should be processed
by me. Please note that the new procedurc described in this update
. " pertains only to continuing contacts and not to the usual once-
and-done relcases. '

¢} same person or agency).

-

A=

Should you have any questions, phone me at your conveniecnce
and I shall respond immediately to specific situations. Thank
you for your cooperation. al

(;) cc: Dr. Harken '

" Dr. Mann E ‘ .
Mrs. Rokos ‘ )

ﬁcg o 12y . o ;
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M@NTGCMERY C_@UNW HNTERMEDHATE UNIT

Special Education Center '
1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550

Novefiper 3, 1975

TO: All Professional Members

~ . ' *

. g . 3 - : ! .
FROM: Barton B. Progefi Director of Pupil Records

»

L . RE: Annual .Review Procedures for Student Records (Update #3
on Confidentiality) R ’
s A%\all of you are aware, the confidentiality guideiines require.

that Category C information be reviewed on an- annual ba51s to
determine whether the information will be destroyed or shall be
kept (the- latter with.parental permission). Further, you are also
aware of the fact that Category B informatiosn must be reviewed at
i major milestones in the child's reducational career (changing from
. elementary school to junior highH school, changing from junior high
school to senior higgh school, transferring to a different school
system, dropping out, or graduating). In both of se categories
of 1nformatlon, we wenpt over btriefly during our in- erv1ce meetings
JJ ' the procedures that could be used in conducting this review process.
. You will recall that in the “Operatgonal Guidelines for the Depart—
ment of Pupil Records," there were a series of- forms contained "in o
Appendices C through H. These forms would _seem to take care of,
. almost any need of Intermediate Unit staff "to review student
- doctuments aa\per ;he ‘above schedule.

&

] In a meeting of %actober 16, 1975, with Mr. Salkin, Intermecdiate
Unit Board Solicitor, we discussed several issues surréundlng student
reé2ord collections in general and confidentiality procedures in
particular. * One of the crucial topics that was brought up by me
in questioning was exactly what time frame of reference do the
confidentiality guidelines pertain to. First of all, it should
be noted- that the review process for Categories B apd C is not
| . retroactive and thus we do not need to concern ourselves about
the students who are inactive in our central record collection.
The question then arises .a$ to when a document was inserted into
- an active child's folder. Fortunately, as I had hoped, Mr. Salkin
agreed that only those documethts that are made part of the child's
record’ folder after September 2, 1975, are subject to the review
process. This means that if you have a very thick folder on a
currently active child, you probably do not have to review the bulk
of it, but only the newly irputted documents of the current school
year. This greatly reduces the amount of vwork that is expected
of a supervisor who is charged with the responqlblllty of rev1ew1ng
student record folders.

OMMUNICATION

I have been discussing the specific implementation of what
. the -above fdcts mean for the review process with several people
over the past few days. In one such conversation, Mr. Potter and
I evaluated the potential of a checklist scheme for keeping track
'9f what/documents of Category B and Category C were inputted during
, the prelent school year (and for each school year in the future).
ikj ~fhe cheéklist method holds great potential for further reducing the
. ! M & .
T ’ . 121- . : . - |
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A workjameociated with the review process "I amstherefore agking
o " ‘thafs as ~»{ this time forward each student record collection ariea
o oo sho {ld keep a checklist of all students. who have had new papers,
! ' ent red during therpresent school year by name and by category of
; ‘ 1n£brmation (see attached appendix Q). The attached form is put
f?rﬁh as an example . for all active student record collectlon people
P t Qollow. Each program should examine this form carefully for
Edsing items; I shall assume these forms to be in operation effective
immediately. Staff members who‘are\placing new documents into any
actlve folder~should always make it a practice henceforward to
recoxd on this Jchecklist what has been put into the folder. I1f all
gtaff members ide by this operating policy, the review process
. will be greatly simplified and would not seem to pose a great
hu&den to any parﬁlcular staff member. A supervisor whbo-plans to, |
review active student folders at the end of the curredt year could <
begin by looking at the checklist to see which students were affected
by the input of new documents. After reviewing carg¢fully those _
documents on the checklist, the supervisor could then quickly leaf
through all his children/s folders to look for other documents dated
September 2, 1975, or later that may not have been listed on the
checklist. ' '

I want to point out that the form letters that .were devised ===
for the purpose of review. procedures will probably receive some
dqgree of equal usage. The reqular B review 'and C review forms

<« both attempt to obta{n permission from the parent to move information
up tg the status of Category A (that is, for permanen re‘i‘:entlon)§§E

Genérally, I would encoyrage the use of the regular gﬁview form i

for no other reason than that once in Category A, it i$ never to

be suwbject to review paperwork again. However, if you anticipate

that parents would, be reluctant in specific situa@ionsAto allow a

document to be permanently stored in our record system, then the

,modified Category B review form and modified Category C form were

-« . devised to .specify the period of time retention as only until age 21.

(Please note that if you choose the latter course, and if the

parents agree to it, then this document need nét be rev1ewed ‘agdin

until the child reacheihage 21.) 7 - ' : :

Voo
<

As I have mentioned several times in the past during in-service
meetings on confidentiality, the review process.can be 51mp11f1ed te-
- " somé> extent by using a "canned" version of the four review forms. . ..
" - In particular, if in spite of the checklist procedure described abo%
"for keeping track of only the new documents that aTe entered into: g .0
! chiild's folder, the program director and supervisors still feel the* \
. amouht of paperwork will be overwhelming, then they could elect -to v
Tsystematlcally check off the same items on the four review forms
(Appendices C through H) and send out the same review form to all
o parernts. In other wor e program superV1sors would not actually-
- look ‘at~the specific documen s, but'would assume the same types ot
docum nts td exist in all children's foldexs, I would tend to .
discolyyage this "canned" procedure: in tha¥ I st111\§$e1 the prev1ously-
desctibed optlons 'are quite v1able. However, please 'be aware that
cy this proceudre w1ll .be legal’

.

i Finally, I w1sp<to emphasize the'impo&tance of all staff members
in thd Intermediate Unit'operating from a common basis of understand-
inq oﬁ what types ‘of docume;ﬁs are of Cateqorv nr, Category B, or

« ' / 1:)51 . . ' .
ERIC : - S ~ !
JAFuitext provid: c N ' ’ LT ’ :
+ . ~
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. though they were belonging to the Category level which they are

.as opposed td the form placément in Appendix Q; these cases are to

<Category C. The attached appendix should assist in this precess &

‘the “document to be of Category C status. A question that also willv:

‘to coffsider that document as being of unverified nature. Therefore,

,ddbument at all into the file. The near fact that a supervisor
Qb z’"?gnust 51gn anecddétal reports and teacher observations before they cap

-docum nt is considered verified, If an Intermedlate Unit:staff member
wishes_ to turn a teacher observatlon or arnecdotal record into "

[

Category C Status. ppendix Q, attached to this memorandum, embodLes
in it the usual interpretation of the most. common documents, I
would encourage you to treat the listed types of documents ,as

placed under. Items have come to my attention over the past few
weeks that some staff members loo ang at the same type of document
do not agree as to the Category to*which that document belongs.
There will, of course, be excgptions to where a document is placed

be dealt with on an individual basiqg, and perhaps the safest thing

to do will. be to give me a call to clarify the situation. (For
example, we normally would like to 1nterpret psychological evalﬁations
as Category B, presuming the personallty observations and behav1oral
comments are kept very minimal; however, if the latter cohsiderations
would begcome a major part of th,ﬁreport then the document clearly
should be considered as Catgg&ﬁy&éﬁ Staff members should consult

the checklist form to see what documents are typically found in

each of the three " c;tegorles of “tnformation. In this way, we will

all be on the same.understanding. * -

2a

\
—— -~

*e

There are decisions which will be difficult at times a .
what constitutes a document under Category A, Category B, or

in most decisions. However, whenever a document is "loaded %ith .-
a lot of Category C data, even though it may normally be considered
a Category B type of document, then you should automatically consider

come up as you attempt to 1mp1ememt ﬂ@e use of Appendix Q ‘that is
attached is the difference between a“%erlfled and unverified documenf.
For instance, when is a teacher ane&dotal of an incident ‘considered

to be verified? - If another school official of either district-or
Intermediate Unit nature witnessed the incident, ther I think there

is no doyb%® that once that persons signature is obtained upon the '
document along with the date of signing, that this would be considered
a verified doéument. On the other hand, if only the person who is
writing the "unverified" document actually saw an incident or certain
type of behavior occur, then I think there is no_otyer recourse but

the latter type of document will normally be considered to be of /
Capegory C status. There is a distinction to be made in this :
particular situation. between verification and the entry of any S

e efitercd into a childs file does not meab that the content of this

“verlfied"“sgatus, he must have a witness to that event .sign off on
the docum@ht'ﬁ;self and.dated and put .the words "verifidéd by" in : ..
the 'same place. The Thormal superv;sory srgnatﬁre for merely ente ing
a document into a file 51mply means that the admission of that de ument
1nto thaf file has Qeen approved by the-oupnrv1sor._ Whenever
supervigprs are, glgnlnq off for the latter purpose, they should place
the words ﬁapproyed “for admissioh into file" with thelr signature -
and date. Thms may seem 1ike hair splitting, but “should a document
ever be'needed as avidence in a legal proceedlng, then we must have’

a clear 1ndxcat10n@as to what the sécond perSOns 51gpature meapt
(ver&ficatlon 3r-. swmply admissibility approval) +.Should there-'he

any sbec1flc quéﬁ ions on what cohstitutes a. ver;fled and unvwflfled
1aport,ff pe addressed to me immediately. . eﬁ




finally, I recommend that no review of student records be
completed until near ‘the end of the currefit school year unless you
are absolutely sure that no new documen/ will be placed into a glven
child's folder. 1f you know that only /Yery routine documents
(such as annual progress reports) are[to be placed in the student
folder, then you can probably complete the review process for such
children even ahead of the final inclusion of documents. Otherwise,
I believe it would be risky for any staff member to engage in any
written correspondence with the parent during the middle of the year
and possibly be forced to come back a second pime at the .very end
of the year. : ,

1

Should you have any questions on any ©f the procedures’ associat-
ed with the review process, please feel free to conhtact me. Thank -
you for your cooperation. - i

Attachmeé%"’

Dr. Harken- : .
Dr. Ifann . . '

Dr. Leiss

Mrs. Anderson

'Mr. Boardman ' Qh r\\/%/

Mary Jane Butler

Delores Faust ) ‘ .

Nancy McLain ' .

Asfn Marie Rokos . , : ’ .

Ginny Schoenberger )

Mary Chantry ) o
Sylvia Katrina

Peggy Flenders

Betty Hohl . b

Mary. Lou Mitchel
Mrs. Sames

~
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Special Education Center
1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215-539-8550

k R ' 5 November 4, 1975,
TO: Dr. Goodmanﬁ‘Mrs. Anderson, Mr. Towne, Mr. ,Boardman,
Mr. Potter; Mrs. McBride, Mr. Siegel, Dr. Leiss,
Drs. Fischman §

FROM: Barton B. Proger, Director of Pupil Records

RE: Represehtationgl Consent Forms for 1975-1976 (Confidentiality
update #4) '

-

S

As you are aware, when we first began disdussion about
confidentiality with individual staff members and during group
in-service sessions, we described the purpose and nature of the
Representational Consent Forms that were to be sent out té all
parents of children in our own programs. T am reminding each of
you that you should have been processing the mailing of these
requests in your individual program for the 1975-1976 school year.
The forms were contained in the confidentiality policy that Dr.
Fischman and Mrs. Bilker put, together (nox in 'the "Operational
Guidelines”" booklet that I put together). / If you look at the
document eftitled, "Principles of Collectilon, Maintenance, and
Dissemination of Pupil Records, " you will find the representational
consent forms for the var@@us programs. I am requesting that if you .
have not already done so, please get your representational'forms out
to your parents as soon as possible. For those that are still in
t@fe process of mailing out these forms, I caution you that you must
use without any alterations the forms that were attached to the
"principles” document of Dr. Fischman and Mrs. Bilker. The reason
for this *stipulation is that the forms were approved at the August
27, 1975, Intermediate Unit Board meeting and therefore cannot be’
altered without resubmission to the Board. It is important thati you
get these forms out as soon as possible if there are any cnildren
left to be done yet. I think we will still be in time, relatively
speaking, with regard to the long-range schedule for this year,
consfdering“that ~this is the first yéar and that there are a lot of
growing pains associated with it.

( There are only two major types of procedure that have been
designeg.‘ One procedure concerns the self-contained class and
respurcé-room operation.- The prgceduré here is nothing more then

to send out the form 1etter\for your particular program for all
children that arec involved in either of these tvpes of placements.
The second procedure concerns the itiperant services’. Because the
largest program in this regard is that of speech and hearing, a -

. .few words on how this situation was handled should serve as a model

- for any FPuture questions in this regagd. It was decided that the
requirements of confidentiality would be met if the routine mass

T

wt
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screening process in kindergarten and first grade could be assumed -
under the district representational consent forms. (That is, the
testing was done at the request of the district, and in turn the
districts are fesponsiblg,énr taking care of all necessary paperwork.)
However, if any of those children who were to be initially screened
would be in an Intermediate Unit Special Edu&ation Program, then

an exception was made and the representational consent form was sent
out by us. For more detailed testing (that is, followup on potential
candidates ;identified in screening), the representational form of the’
Intermediate Unit speech and hearing program was then sent out to

the parents of such children; however, it is 5till considered to be
routine, necessary testing and not of the heavier, diagnostic type
which would normally require an individual consént form. This, then,
was the manner in which the itinerant requests were .handled. -

For those of you who are still wondering exactly how the
representational consent procedure is implemented, the letter for
your program which was contained in the "Principles" of Dr- Fischman
and Mrs. Bilker, should be retyped on a master stencil and have
Dr. Harken's signature placed upon it. After ogtaining his signature, .
the letter can then be duplicated and sent out as appropriate. This
should'be all that there is to the procedure of representational
consent .

? \\ R . . R A

Should there be any questions oﬁﬁthese final details of the
representational process in Montgomery County Intermediat% Unit,
‘please contact me.

gc: Dr. Harken v
' Dx. Mann

Ann Marie Rokos

Mary Jane Butler

Delores Faust

Nahcy McLain _ ’

Ginny Schoenberger

Mary Chantry

Sylvia Katrina

Peggy Flenders !
Betty Hohl ’ )
Mary Lou Mitchel . . !
Mrs. Sames ) ’

W
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MONTGOMERY COUNTY INTERMEDIATE UNIT
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~ RE: Representational Consent Forms for 1975-1976 (Confidentiality

-altered without regubmﬁssion to the Board. It is important that you

-designed. One procedure cohckrns the self-contained class and

7 . “

Spccial Education-Center

1605-3 WEST MAIN STREET, NORRISTOWN,

November 4, 1975

\ 1

TO: Dr. Goodman, Mrs. Anderson, Mr. Towne, Mr. Boardman-
Mr. Potter, Mrs. McBride, Mr. Siegel, Dr. Leiss,
' bpDr. Fischman- '

~

FROM¢: Barton B. Proger, Director of Pupil Records

update #4)

As you are aware, Wwhen we first began discussion about
confidentiality with individual staff members and during group
in-service sessions, we described the.purpose and natuxe of the
Representational Consent Forms that wkre to be sent out to all
parents of children in our own pro?ra@s. I am reminding each of
you tnat you should have bcen procéssing the mailing of these
requests in your indi¥idual program for the 1975-1976 school year.
The forms were contained in the confidentiality policy that Dr.
‘Fischman and Mrs. Bilker put together (not in the "Operational
Guidelines" booklet that I put together). If you look at the
docu?ent entitled, "Principles of Collection, Maintenance, and
Dissemination of Pupil Records," you will find the representational
corsent forms for the various programs. I am requesting that if you
have/not already done so, plecase get your representational forms out
to your parents as soon as possible. For those that are still in
the process of mailingvoht these forms, I-caution_you that you must
use witphout any alterations the forms that were attached to the
"Principles" document off Dr. Fischman and Mrs. Bilker. The reason
for this stipulation is/,that the forms were approved at the August
27, 1975, Intermediate ﬁnit Board meeting and therefore cannot be

left, to be done yet. think we will still. be in time, relatively’
speaking, with regard %o the long-range schedule feor this yeor,
considering that tfiis is the first year and that there are a ot of
growing pains associated with it.

get these forms out a#%soon as possible if there are any children

-—

. There are only two majoﬁ%types of procedure that have been

resource-room operation. Théliprocedure here is nothing more then
to send.out the form letter g% your particular program for all
children that are involved inkWither of these types of placements.
The second procedure concernsﬁ% @ itinerant servicess Because the
largest program in this regardy}s that of speech and hearing, a -
few words on how this situation was R;ndled should serve as a) model
for any future questions in this rega¥d. It was decided that, the
requircments of confidentiality would be met if the routine mapss
rd : . . ‘
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screcning processlkn kindergarten and first grade could be assumed
under the district representational consent forms. (That is, the
testing was donc at the request of the district, and in turn the
: districts are responsible for taking care of all necessary paperwork.)
. However, if any of those children who were to be initially screengd .
¥£uld be in an. Intermediate Unit Special Education Program, then o
_an exception was made and the represcntational consent form was sent
out by us. For more detailed testing (that is, followup on potential
candida¢cs identified in screening), the representational form of the
Intermediate Unit specch- and hearing program was then sent out to
the parents of such children; however, it is still considered to be
routine, necessary testing and not of the heavier, diagnostic type
which would normally require an individual consent form. . This’ then,
was thé manner in which the itinerant requests were handled.

For those of you who are still wondering exactly how the
represcntational consent procedure is implemented, the letter for
your program which was contained in the "Principles" of Dr. Fischman
and Mrs. Bilker, should be retyped on a master stencil and have
Dr. Harken's signature placed upon it. After obtaining his signafure,

. the létter can then be duplicated and sent out as appropriate. This
should be all that there is to the procedure of representational
consent.

Should there be any gquestions on these final details of the
' representational process in Montgomery County Intermediate Unit,
plegse contact me.
cc: Dr. Harken
Dr. Ma?n
Ann Marie Rokos .
Mary Jghe Butler N 8 -~
pelores TFaust
J Nancy McLain
; \\\\\ Ginny Schoenberger {
: Mary Chantry . :
Sylvia Katrina
Peggy Flenders »
Betty Hohl . .
Mary Lou Mitchel o
Mrs. Sames '




MONTGOMERY COUNTY uN‘rERMEDm[E UNIT

Special Fducation Center
- 1605-B WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 PHONE 215- 539- 8550

‘Noveimber -3, 1975

7
TG: Supervisors, Psychologists, and Social Workers

FROM:Barton B. Proger, Director of Pupil Records ‘
[N
RE: ” Copy of "Operational Guidelines" for implementation of

B Confidentiatlity (Update #5)

¢

. ~ During the in-service meeting at whlch we discussed confiden-
tiality before all staff members, and during later, more specialized
‘in-service meetings with particular program area Staff, we made use
of booklets that I prepared for confidentiatlity which were in many
cases not legible enough because of xerox problems at the time. I
am therefore enclosing a clear copy of the confidentiality guidelines
and forms that are to be used in implementing the process. I
engourage you to keep this final bound booklet for ready reference
an§\;o consult it particularly with regard to the paperwork that is
needed .wvhen processing the release requests that fall into your own
~domains. At the same time, please., realize that Karen Stafford ‘'will
have a booklet identical to the one which you have now received and
can therefore run of§ multiple copies of any form that you feel you
§ need a supply of. From henceforward, we want each of. you to generate
5 . your own copies of each form that is to be used in the implementation
of confidentiality. I would recommend that when you need a supply
of any given form, you submit a duplication request of the usual
variety to Karen, specifying under other directions" what form you
wish to be duplicated in terms of the Appendix letter and attach
the word confidentiality to that letter (e.g., confidentiality )
‘appendix M). Karen will then be able to refer to her own master
copy of the confideéntiality booklet and reproduce the appropriate’
number of forms for you.

I want to re-emphasize the cruciality of keeping copies of any
paperwork associated with the release of information. You must at
“the minimum always send a notification form to the parent (Appendix
L) whenever a document is sgent -anywhere. A copy of appendix L should
be placed in the child's folder, as well as a copy kept for your own
fgle. There will be times when the person who was suppose to receive:
the document will notify us later to the effect that the document
never arrived. We want to be able to check both in the child's folder
and in your own personal file as to what apparently did occur in
such situations. For those releases that I am currently proceSSJng,
we have alwa%; made it a policy of ma%ﬁgalnlng a file of every form

“BLUE LINL COMMUNICATION

that has beem®filled out concerning a‘trelease of information for ourn
own records, as well as inserting a copy of such correspondence in
the child's file, along with a copy of the same documents to the
immediate supervisor of that class. This may seem like excessive
paperwork, but we feel that it is necessary fo allow us to maln&aln
accountability of this important top;c '6f confidentiality.
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. all releasges that are of a unique, once-and- done nature; that is,

-

“any modification in those forms. -

P g

Finally, I wish to re-explain the distinction between releases
which you are allowed to process and releases which I am suppose to |
prxocess. Generally, I waht to process personally for the .time being

if a specific child's documents are being asked for (such as in
transferring to a different district, or extra help is being asked

for MH/MR), then I consider ‘that to be a very specific, uniéue "
situation of release of information. All such releases are to com

to me when they-are of this variety. However, if at the end of a iV
year a program'is processing mass release of documents (such as

copies of progress reports to districts), then I do not want to get
involved in such releases. Any mass type of release of a common
category of information is something which I feel is best handled

at the program level by the supervisors, itinerants, therapists,

or other appropriate personnel in that program. - I realize that the
fact that we are asking you to hand over releases that you would

have ordinarily processed in the past may seem an unnecegsary step,
but we feel that the only way ‘during this-first year of the implemen- .
tationb of confidentiality that we can guarantee compliance with the-
many provisions in that set of regulations is to have the unique
releases centrally controlled. I hope that all of .you are+abiding
by this process. Should you have any questions on whether or not
you should be processing any type of release as the situation comes
up, please call me at once and we can resolve it on the spot. For
those' releases that you are &llowed to process ( that is, only mas’s
releases), we require that you use the form in the booklet that is
attached to this memo, unless you obta}n perﬁissipn from me to make

»

Thank you for your cooperation. y

cc: Karen Stafford
Ann Marie Rokos
Mary Jane Butler 5
Delores Faust
Nancy McLlain
Ginny Schoenberger .
Mary Chantry . ) »
Sylvia XKatrina
Peggy Flenders )
p Betty Hohl. P
" Mary Lou Mitchel
" Mrs. Sames ‘
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Special Education Center
1605-8 WLST MAIN STREET, NORRISTOWN, PLNNSYLVANI/\ 19401 PHOM[ 215-539-8550

November 10, 1975

TO:: H11 Staff Members
. , , .
FROM: Barton B. Proger,' Director of Pupil Records ' :
RE: Appendlx R for Use by Director of Pupil Records in
‘Following Up on Invalid Releases (Confidentiality update #6)

As you are aware, in the course of processing a largé number
of releases, there are several instances in which the initially
submitted releases are inappropriate (usually becguse they are of
"blanket-type" structure and do not specify the categories of
records desired). What we do in a case such as this is to send
out Appendix N with a copy of Appendix 0 so as to facilitate the
prompt receipt of a more properly completed release from the child's
guardian. However, in checking over recently the inappropriate
releases that we had been holding in abeyance until a new release
had been submitted to us, I find that some of the initial requestors
are not responding quickly enough to our "Inability to Comply with
Release Request”". Therefore, I feel it necessaYy to devise yet
another form to expedite matters in this very special situation.
Appendix R .is the result, and I would anticipate that only I will
be using this form. However, T wish each of you to be aware of
this form's existence and the purpose for.which it is designed.

You will at least know that we are attempting to follow~up a second
time on cases where the requestor had difficulty in .providing us
with an appropriate release.

[

This update to the confidentiality procedures should be filéd
with your other papers and booklets on this topic so that you will
be aware of the current status at all times of the confidentiality
topic. If you have any questions, please contact me.

' (
cc: Dr. Harken
Dr% Mann
Mrs. Rokos R
Mrs. McLane , '
Mrs. Katrina
‘ Mary Chantry ‘
(Peggy Flenders o .
627 Ginny Schoenberger )
Mary Jame Butler , .

Betty Hohl

Mary Lou Mitchel _
Mrs. Sames ) \x
Delores Faust
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Aruitoxt provided by Eic:

APPENDIX R

REMIND&%yFORM FOR PEOPLE

WHO REQUESTED RECORDS BUT WERE

REJECTED BECAUSE OF INAPPROPRIATE

-

RELEASE
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Special Lducation Center
;1605'8 WEST MAIN STREET, NORRISTOWN, PENNSYLVANIA 19401 HHONF 215-539-8550

g Date: {

TO: i

.

FROM: Dr. Barton B. Proger, Direct®r of Pugil RecordiL\

o
. RE: Reminder on ﬁ%nding Release of Records
’ o .
. On I received a request for records
on one of our students, . Accompanying this
‘ request was a release form dated _ l ' and‘signéd ’
by , ’ . As I néiified you on ‘ .y

that release was inappropriate, usually because it did not specify
the categories of information desired. With that notifigation, I
enclosed a neéw release form for you to send to the parents. I have
not received that new release to date and therefore am sendi you
this reminder. It is possible you never received the initial

notifi¢cation for one of many reasons. ~

I am enclosing a new copy of the release form if you still:

hope to receive , the documents you requested earlier. I would
‘appreciate itaif you wouwld forwaxd this release to the parenté

! .
with whatever explanation you feel\appropriate at this point; the
parents %re to>s§gn éng date-the release and are to mail it directly
back to me. If, on the othe¥ hand, you see no reason to carry this

. A
matter any further, then please sign this form below and return

the efitire form to me as soon as possible. I will then be able

u

"L LDUCATION - BLUE LINL COMMUNICATION

to close the paperwork out on this issue.

Voo 18h Y
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Pfhank you for your cooperation.

Should you have any. further
Equestioﬁs, please feel free to contact me at your convenience.

1y & ;\

i i, 4
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} : —

' I nobzfnger wish to obtgin these records. Please consider

oﬁr reques iﬁactive from this péint onward:
@ ‘
3
( Child's Name) “(Signed)
: a
. j ! /
»
5 -
(Date) - ‘
v
Enclosures %
n
ccC: <
o 4 )
D ) Q




