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o
FOREWORD

In 1984, the Minnesota Administrators of Special Education (MASE) Board adopted a work plan goal to develop and
pilot a model Total Special Education System (TSES) that could be utilized by directors of special education
throughout the State of Minnesota. An ad hoc committee was established by the MASE Board to develop a suggested
model. This committee was charged with model development, piloting and dissemination of the final product. The
committee included special education directors, coordinators of special education, State Department personnel,
principals, teachers and other special education professional personnel and was coordinated by a project
consultant. Given the importance of the task and the size of the responsibility, a request was made to the
Nevin Huested Foundation and the State Department of Education to financially support the project. Funds were
received from both of these agencies over the subsequent years of model development.

In July of 19R5, the ad hoc committee completed its draft model entitled "Special Education Development and
Improvement Project". During the 1985-86 school year the model was piloted in ten school districts throughout
the State of Minnesota. It was also reviewed by the Special Education Section of the State Department of
Education, the State Department Office of Monitoring and Compliance, the Minnesota Elementary Principals'
Association, the Minnesota Association of Secondary School Principals, the Minnesota Association of School
Administrators, the Minnesota Education Association, the Minnesota Federation of Teachers, and Parent Advocacy
Coalition for Educational Rights Center, Inc. As a result Jf the suggestions received from the ten pilot sites
and in the identified agencies, the model manual was revised this. )ast summer.

During the 1986-87 school year the State Department of Education, and the Special Education Section will be
disseminating the document now entitled "Developing and Improving Your Total Special Education System" to
directors of special education in Minnesota and to other interested professionals, agencies, and organizations.
We expect that in the future revisions of the manual will be necessar_ as mandates and practices change. A

review process will be put in place this year to update the manual as changes are required. It is our hope that
as readers review and use this manual that they will offer suggestions for its improvement.

Finally, we would hope that special education programs across the State of Minnesota, and ultimately handicapped
students served in these programs, will benefit as a result of this document being utilized by directors of
special education and their staffs.

Kenneth E. Runberg, MASE President, 1984-85
Keith R. Kromer, MASE President, 1985-86
Jerry Robicheau, MASE President, 1986-87
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INTRODUCTION

Background Informatioi,

Purpose In 1984, the Minnesota Administrators of Special Education (MASE) set a
goal to review and update the process and plan for submitting a local
total special education system.

What is a total special education system? The word "system" means an
organized set of ideas, principles, or doctrines intended to explain the
operation or arrangement of a systematic whole. In this case, it refers
to the whole system of special education. The system reflects more than
the "written plan" that is required to be submitted to the Commissioner
of Education. A Total Special Education System (TSES) is the entire
4nplementation process of delivering and improving special education
services. A part of the process is the written plan that provides
evidence that each Local Education Agency (LEA) is following policies
and procedures as required by federal and state statutes, rules and
regulations. This manual arranges the total special education system
and an implementation prc,cess into a working document that reflects an
organized set of ideas.

Increasing the quality of services provided to handicapped students is
the thrust behind the development of the manual. It is written to
provide consistency through guAelines for developing a special
education system that is flexible enough to accommodate individual LEA
needs..

Introduction: Background Information
September 1986
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Scope

Introduction: Background Information
Septet 1986

21

More specifically, the MASE goal was to develop a process for a total
special edr,:ation system which:

would be student-centered.

wluld be coordinated and integrated with regular education.

would enhance communication among service providers, parents,
and the Minnesota Department of Education (MDE).

was standardized in format, yet flexible enough to assist
special education directors with various governance structures.

would easily be understood by service providers.

would be updated regularly.

would provide meaningful data for program improNment.

Through the development and pilot testing stages the process became a
resource manual for special education directors and others who are
responsible for educational programming for handicapped students. The
manual for "Developing and improving Your Total Special Education
System" is a planning document to improve programs for students.

LEA policies and procedures which are referenced in the description
section, plus State Education Agency (SEA) and LEA procedures to monitor
the implementation of special education, provide substantial input into
the development of the State Plan for Special Education. For LEAs to
qualify to receive special education funds, they must submit the written
portion of the description section. In addition, the Minnesota
Department of Education, the Special Education Section, must submit a
triannual plan called the Minnesota's P.L. 94-142 State Plan for
Special Education tc the federal office.

2



Scope (continued) It is intended that this manual be updated on a regular basis as state
and federal statutes, rules and regulations change. Please return the
card from the back of this manual to receive the updated information
directly.

Information

Introduction: Background Information

September 1986

23

The manual. fur Developing and Improving Your Total Special Education
System is organized into three color coded sections: I) the description
of essential cowonents in the special education system (blue); II) an
internal evaluation and improvement process for a LEA's special

education system (yellow); and Ill) a planning process for special
education change (green).

The background information pages and instruction pages intruduce each
section. The same format used in the introduction pages will be found
in description, improvement, and planning sections. These pages are
color coded to match the section. The background information is grouped
into the following categories for the reader.

Purpose
Scope
Information
References
Relationship to special education laws and rules
Relationship to MDE, Special Education Section
Relationship to the TSES written plan requirement
Relationship to MDE, Office of Monitoring and Compliance
Implementation suggestions
List of acronyms

The instruction pages in each section list the procedures one would use
to complete that specific section. These too are color coded to the
section.

3



Information (continued) The manual has 15 common program components for describing and improving

the special education system. Component numerals are assigned to each

of the 15 components. The components are in the following sequence:

1.0 Identification
2.0 Referral
3.0 Assessment
4.0 Individual Program Planning

5.0 Instructional Delivery/Programs
6.0 Staff
7.0 Physical Plant
8.0 Parent Involvement/Due Process

9.0 Personnel Development
10.0 Interagency Cooperation

11.0 Transportation
12.0 Instructional Resources

13.0 Community Relations

14.0 Fiscal Resources
15.0 Governance

In this manual, the special education system is divided into 15 major
components. The first four, which conceptually drive the system, focus

on identifying student needs. The fifth component centers on the

delivery of service to students and student programming. The next 10

components stem from data about student needs and result in total

special education program development.

Introduction: Background Information
September 1986 4
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Information (continued)

Introduction: Background Information
September 1986

2'i

Developing and Improving Your Total Special Education System

In the diagram below cyclical relationships are illustrated in the

des-iption, improvement, and planning processes of this manual. The

delivery of student programs drives the improvement and planning

process.

4

ADMINISTRATIVE PLANNING I-

IDENTIFYING STUDENT NEEDS
Identification
Referral
Assessment
Individual Program Planning

----@elivery of Student Program9---

Key:

Staff
Physical Plant
Parent Involvement/Due Process
Personnel Development
Interagency Cooperation
'Transportation
Instructional Resources
Community Relations
Fiscal Resources
Governance

Local Education Agency (LEA) policies, guidelines and

procedures
Federal and state statutes, rules, and regulations

23



Information (continued)

Introduction: Background Information
September 1986

Section I of the manual provides a systematic method for descrii Ing
local policies, procedures, and guidelines for each component. Sectio.
II describes an internal evaluation and improvement process using a
series of questions that could be asked by key decision makers for each
of the 15 components. Section III describes a systematic planning
process for special education change that is driven by the data each
special education agency collects and analyzes from Section I and
Section II of the manual.

The description section provides an outline to the special education
standards. The outline corresponds directly to the standards as listed
in Appendix A. The standards pages in Appendix A organize the state and
federal statutes, rules and re:ulations into the 15 components. The
(blue) outline to the standards pages provides the format for the
directors of special education to describe local policies, procedures,
and guidelines for implementing each standard.

The improvement section format is based on a series of key questions
which regular education teachers, special education teachers,
principals, student support teams, special education directors, and the
Minnesota Department of Education staff must address. Key questions are
designed in all components for as many decision makers as appropriate.
The key decision-maker questions focus on the standards in each
component of the student-driven education delivery system which includes
identification, referral, assessment, individual program planning, and
all services ne:essary to implement each student's program.

6



Info tion (continued) 411
A basic planning process in this manual lists 10 steps for s ecial
education change.

1 -- Scan the Environment
2 -- Analyze Critically Trends/Conditions
3 -- Develop Planning Assumptions
4 -- Develop a Mission Statement
5 -- Develop a Statement of Philosophy
6 -- Review and Analyze Special Education Description and

Program Improvement Data
7 -- Formulate Long Range Goals and Short Term Objectives
8 -- Obtain Approval
9 -- Implement Plan
10 -- Evaluate and Adjust

References Appendix A lists the standards for each of the 15 components that are
outlined in the description section of the manual. Appendix B provides
a resource list of books and articles for each of the 15 components
plus program evaluation and program planning. Appendix C suggests
additional data collection and evaluation procedures. Appendix D lists
popular periodicals that could be used to scan emerging issues.
Appendix E lists each of the components with its definition. Appendix F
provides a cross reference to the Minnesota Special Education Compliance
Manual.

The term Local Education Agency (LEA) is used generically to mean
district or any other special education governance structure.

Relationship to special
education laws and rules

State and federal statutes, rules and regulations are organized into 15
categories called components in this manual, Developing and Improving
Your Total Special Education System. The statutes, rules and
regulations within each component are referred to as "standards."

Introduction: Background Information
September 1986
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Relationship to MDE
Special Education Section

The Special Education Section staff assisted in the development and
reviewed this manual during its developmental stages. Portions of data
from the manual will become a part of Minnesota's P.L. 94-142 State Plan
for Special Education.

Relationship to the TSES
written plan requirement

When completed under the supervision of the local special education
director, the description section of the manual provides the uniform
format fol. meeting the written plan requirement of the total special
education system.

Relationship to the MDE, Office
of Monitoring and Compliance

As each special education agency (district, special education
cooperative, intermediate unit, host district, or educational
cooperative service unit) re iews the description section and completes
the description forms (blue' a first level of assurance will be met,
if approved by the MTIE, Office of Monitoring and Compliance. In this
manner, it fits into a process that the state needs; however, it does
not replace their monitoring function and is not meant to be another
compliance manual. Therefore, completion, submission, and approval of
these forms by the Office of Monitoring and Compliance will meet the
current state and federal requirements for submission of the written
plan portion of a TSES.

Implementation suggestions The process described in "Developing and Improving Your Total Special
Education System" may be adopted in total by a governing body, such as
a school board, joint powers board, intermediate unit, host district, or
educational cooperative service unit.

Introduction: Background Information
September 1986 8
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Implementation suggestions
(continued)

Some special education directors may choose to use only the description
section, while others may want to focus on the internal evaluation and
improvement section. Others could choose to gather data by using the
description and improvement sections and incorporate the data into an
existing LEA planning process.

Principals may find it helpful to familarize themselves with a specific
component in the description section, then refer directly to the
principal questions in the improvement section.

Program coordinators may find it helpful to select an improvement
component and read all the key decision-maker questions, then review the
same component in the description section by reaaing the definition and
outline to the standards. Program coordinacors may return to the
questions in the improvement section and select the questions on which
to gather data.

Student support team members or child study team members may find their
key questions helpful in improving team function process and program
planning for students.

List of acronyms MASE Minnesota Administrators of Special Education
MDE Minnesota Department of Education
TFA Local Education Agency
P.L. Public Law
SEA State Eds..:7ation Agency

TSES Total Special Fducation System

Introduction: Background Information

September 1986 9
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Instructions

Procedures Review the introduction pages for a general overview of this manual.

Introduction: Instructions
September 1986

Specific procedures unique to each section will follow the background
information for each section. The sections are description,
improvement, and planning.

° Section I of the manual provides a systematic method for
describing each component. Section II describes an internal
evaluation and improvement process using a series of questions
that could be asked by key decision makers for each of the 15
components. Section III describes a systematic planning process
for special education change that is driven by the data each
special education agency collects and analyzes in the
description (Section I) and improvement (Section II) portions of
the manual.

° The manual is designed to assist school districts to
comprehensively describe, improve, and plan special education
services. This manual focuses on an ongoing process for
collecting information about students and designing programs.
Student-driven information and program design become the basis
for sound decision making.

:3-3
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Section I: Descriptive Components of the Special Education System Blue Sectior,

Background Information 1

Instructions . 7
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SECTION I: DESCRIPTIVE COMPONENTS OF THE SPECIAL EDUCATION SYSTEM

Background Information

Purpose The purposes of the description section are: 1) to provide a framework
for the communication between LEAs and MDE through the written plan
portion of the TSES as it is regularly submitted to the Office of
Monitoring and Compliance; 2) to serve as a foundation for developing a
local, meaningful TSES that can be used for improving education
programming for all students, bu.!-. most specifically students who are
handicapped; 3) to plan and develop a meaningful and sequential order
to federal and state statutes, rules and regulations by assigning 15
divisions (components) and by a sequential grouping of related statutes,
rules and regulations (standards) for each component.

Scope

Description: Background Information
September 1986

40

These procedures apply to Section I or the descriptive components of the
written portion of the total special education system. Special
education directors and program supervisors or coordinators are the
persons responsible for completing the description section. Every area
of service from identification and referral to the delivery of student
programs is addressed in this section.

Confusion exists between the terms referral and prereferral. Referral
is a special education term defined in component 2.0 of this manual.
Prereferral is a broader term. Prereferral activities are regular
education based interventions to assist the child in acquiring knowledge
and/or specific behaviors. After trying alternative teaching methods
and a variety of resources, one option may be to refer the student to
tt,e spec-Ial education prccess.

41



Information The description section of this manual provides an outline to thestandards. Included with the standards is a corresponding checklist
and a brief description area for LEAs to describe local policies,guidelines, and procedures for implementing a total special educationsystem. The outline is derives from the complete listing of standardsin Appendix A.

In a few cases, best practices have been added to the standards inAppendix A to assist a special education director in long rangeplanning. Best practice statements are based on recent research, court
cases, and what is thought to be sound special education practice. Eachbest practice statement is marked with an asterisk (*) in the standards.

On the first page of each component, the component is identified anddefined. The left half of the page contains the outline of the special
education standards in that component.

Each page in the description section provides the format for completion.
More specifically, the center of the page is a checklist, and the rightside needs to be completed by the local special education director.

The description section consists of 15 components. In the lower
right-hand corner of each page, a component numeral precedes the dashand the number of the page follows the dash. For example, page 1-1
refers to the 1.0 Identification component, the first page. In lower
left-hand corner of the page, the name of the component will be written.
The descriptive section is color ceded in blue.

Yao.......q
* Best Practice

Component Identification Description
September 1986

1-1 Page Number

Description: Background Information
Septeml,er 1986
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Information (continued) On the left side in the outline numbering system, the first digit refers
to the component numeral. The following digits refer to the sequence of
standards
with the numeration

Outline
Numbering
System

within each
of

component. The outline numeration is parallel
the standards in Appendix A.

Meet student's needs in regular education classroom*

Establish a team to review student data

2.1

2.2

11.
2.2.1 Licensed special education personnel

2.2.2 Other appropriate personnel

(a) School administrator*

(b) Student's regular education teacher*

References
Appendix A lists the standards. Appendix E lists each component with
its numeral and definition. Appendix F serves as a cross reference
between the components and the Minnesota Special Education Compliance
Manual.

Relationship to special
education laws and

The description section of this manual is organized in outline form.
The federal and state special education statutes, rules and regulations
are grouped into the 15 components. In this manual the statutes, rules
and regulations will be referred to as standards. The complete
standards found in Appendix A state the source of the standard for the
users' further reference.

Relationship to MDE
Special Education Section

Description: Background Information
September 1986

44

The Special Education Section staff assisted in the development and
reviewed the manual during its developmental stages. The standards are
a part of Minnes,Aa's P.L. 94-142 State Plan for Special Education.

3



Relationship to TSES
written plan requirement

The description section of this manual establishes the uniform format
for meeting the minimum needs of a total special education system. The
brief description portion to be completed refers to the outline to the
standards for recording local policies, procedures, and guidelines that
each LEA has In place to implement a TSES.

Relationship to the MDE, Office
of Monitoring and Compliance

The approved, completed description portion from the outline to the
standards will become the first level of assurance for the Office of
Monitoring and Compliance of MDE. The process does not replace the
monitoring function. Only the blue description section of this document
needs to be submitted and/or revised on an annual basis. The completed
description forms, plus the complete set of LEA policies and procedures
referenced therein, will constitute the framework for reviewing a TSES.
The Office of Monitoring and Compliance will review the LEAs entire TSES
in the -ourse of the on-site compliance monitoring review.

Implementation suggestions For the description section to serve as the required written plan for
a TSES it must be fully completed as per the instructicnal procedures.

Description: Background Information
September 1986

46

Reading and reviewing the 15 components and standards can provide
background and understanding of special education rules and regulations.
This increased awareness and knowledge of special education will benefit
those who implement the improvement section of this manual.

The data gathered through the checklist will provide direction for tile
long range and short term special education planning.

4
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Implementation suggestions
fcontinued)

Special education directors may find the completed description section a
useful tool for inservicing program coordinators, program supervisors,
or others who have a major role in programming for the handicapped
student.

List of acronyms

Description: Background information
September 1986

48

CFR Code of Federal Regulations
EDGAR Education Department General Administrative Regulations
IEP Individual Education Program
LEA Local Education Agency
MDE Minnesota Department of Education
M.R. Minnesota Rule
M.S. Minnesota Statute
NI Needs Improvement
P.L. Public Law
SEA State Education Agency
TSES Total Special Education System
UFARS Uniform Financial Accounting and Reporting System

Best Practice (thought to be sound practice)

4 n S



Instructions

Procedures

Description: Instructions
September 1986

r0

These instructions relate specifically to completing the description
section of the manual. First, the procedures allow one to become
familiar with the components. Second, the procedures allow one to get
to the specifics of how to fill out the forms.

o Review the 15 components and each definition. See Appendix E.

o Select a component and review that definition and outline to
the standards.

o Review all the standards in the selected component. See
Appendix A.

o Using a check in the :hecklist columns, answer the question
"Does your agency have this in place?" Mark a "Yes," "No," or
"NI" (Needs Improvement).

o Write in the "Brief Description" area. The brief description
area to be filled in refers to the local policies, procedures,
and guidelines that the agency has in place to implement the
standard. Use a policy number, guideline page number and manual
title, dated memo, exact file location, or a short description.
See example on page 9.

o Review the same component in the improvement section.

o Select the next component and repeat the above process.

J1 7



Procedures (continued) ° Select standards from the checklist data for long range and
short term planning purposes.

° Use the data in a planning process.

° Submit completed description pages with your LEA identified on
them to the monitoring office.

Description: Instructio:.s
September 1986
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1.0 IDENTIFICATTON: Description

Identification means the continuous and systematic effort made to identify, locate, and screen persons, birth to 21, in
need of special education.

OUTLINE TO THE STANDARDS

1.1 Identify handicapped children

1.1.1 Conduct annual school census

1.1.2 Submit unduplicated child count

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, oc describe)

1.1.3 Evaluate identification system for children
under 5 years

X

1.1.4 Provide handicapped students and their parents
information Gn vocational education

1.1.5 Conduct a public awareness campaign*

(a) Disseminate materials

(1) Notice to parents X

(2) District newsletters X

(3) Newspaper articles

(4) Booklets X

(5) Brochures 1\/
(6) Other

* Best Practice
Identification:, Description
September 1986
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X

X

Coordinated with LEA total process

MIS Department-Child count record keep
system provides duplicate and
unduplicated student counts
Report to MDE/red folder - March 1985

Marketing Plan developed in 1982 - PIC

No special education section: deve,Jpe
a reporting cycle

Needs updating

9



1.0 IDENTIFICATION: Description
LEA Name

Identification means the continuous and systematic effort made to identify, locate, and screen persons, birth to 21, inneed of special education.

OUTLINE TO THE STANDARDS

1.1 Identify handicapped children

1.1.1 Conduct annual school census

1.1.2 Submit unduplicated child count

1.1.3 Evaluate identification system for children
under 5 years

1.1.4 Provide handicapped students and their parents
information on vocational education

1.1.5 Conduct public awareness campaign*

(a) Disseminate materials

(1) Notice to parents

(2) District newsletters

(3) Newspaper articles

(4) Booklets

(5) Brochures

k6) Other

* Best Practice
Identification: Description
September 1986

5,6

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

1-1



1.0 IDENTIFICATION: Description (continued)

OUTLINE TO THE STANDARDS

(b) Utilize media

(1) Newspapers

(2) Local shopper papers

(3) Radio

(4) Television

(5) Public meetings

1.1.6 Conduct screening activities*

* Best Practice
Identification: Description
September 1986

58

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

1-2



2.0 REFERRAL: Description
LEA Name

Referral is a formai, ongoing process for reviewing information related to students who are possibly handicapped and show
signs of needing special education. Assessment referral is the process of looking at a student's screening information
and making a decision about whether or not to conduct a formal education assessment. Placement referral pertains to the
time after a stuient has been determined eligible for special education and the individual education program (TEP) goals
and objectives have been ';ritten. Then the student may be referred for a special placement, such as a state academy,
private selnol or residential facility.

OUTLINE TO THE STANDAkDS

2.1 Meet student's needs In regular education classroom*

2.2 Establish a team to review student data

2.2.1 Licensed special education personnel

2.2.2 Other appropriate personnel

(a) School administrator*

(b) Student's regular education teacher*

(c) Referral service person*

2.3 Develop procedures for receiving referrals

2.3.1 Local education agencies

2.3.2 Local health agencies

2.3.3 Local social service agencies

2.3.4 Parochial and other private schools*

2.4 Evaluate early childhood referral system

* Best Practice
Referral: Description
September 1986

GO

Does your
agency have
this in place?
YES NO Ni

BRIEF DESCRIPTION
('eference to policy, its
location, or describe)
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2.0 REFERRAL: Description (continued)

OUTLINE TO THE STANDARDS

2.5 Implement procedures for referral to state, residential,
or private facilities

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Referral: Description
September 1986
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3.0 ASSESSMENT: Description
LEA Name

Assessment is the process of utilizing formal and informal procedures to determine specific areas of student strengths,
needs, and eligibility for special education services.

OUTLINE TO THE STANDARDS

3.1 Serve parents with notice

3.1.1 Prior to assessment

3.1.2 After parent requests assessment

3.2 Obtain parental consent prior to assessment

3.3 Assess before placement

3.4 Follow procedural safegards and assess at least every three
years

3.5 Complete assessments on time

3.5.1 Complete initial assessment within 30 days

3.5.2 Complete reassessments within 30 days of parent's
consent

3.6 Select and administer tests that are not racially or
culturally discriminatory

3.7 Develop procedures to insure

3 7.1 Tests and other materials

(a) Administered in native language

Assessment: Description
September 1986 64

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

C5
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3.0 ASSESSMENT: Description (continued)

OUTLINE TO THE STANDARDS

(b) Validated for purpose used

(c) Administered by trained personnel in
conformance with instructions

3.7.2 Tests assess education need

3.7.3 Tests reflect aptitude or achiever:::-Lc level
regardless of impairment

3.7.4 Programs not based on single procedure

3.7.5 Multidisciplinary assessment team

(a) Multidisciplinary team for student with
specific learning disability

(1) Student's regular education teacher

(2) Person qualified to conduct diagnostic
examination

(b) Vocational education representative on
multidisciplinary assessment team (SEA Policy)

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

3.7.6 Assess in all areas related to suspected disability

3.7.7 Review learning environment and modes of learning

3.7.8 Conduct assessment at student's school

3.7.9 Assume costs for additional testing done outside
district

Assessment: Description
SepLember 1986

3-2
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3.0 ASSESSMENT: Description (continued)

OUTLINE TO THE STANDARDS

3.8 Include additional procedures for specific learning
disability

3.8.1 Team to determine learning disability

(a) Commensurate with age and ability

(b) Discrepancy between achievement and
intellectual ability

3.8.2 Observe student in regular classroom setting

3.3.3 Prepare a written report of assessment results to
indicate

(a) Whether the student has a specific learning
disability

(b) The basis for making the determination

(c) The relevant behavior noted during the
observation of the student

(d) The relationship of that behavior to the
student's academic functioning

(e) The educationally relevant medical findings, if
any

(f) Whether there is a severe discrepancy between
achievement and ability which is not
correctable without special education and
related services

Assessment: Description
September 1986

68

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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3.0 ASSESSMENT: Description (c,..ntinued)

OUTLINE TO THE STANDARDS

(g) The determination of the team concerning the
effects of environmental, cultural, or economic
disadvantage

3.8.4 Certify in writing each team member's conclusions

3.9 Implement procedures to inform parents

3.9.1 Provide parents information on obtaining independent
assessment

3.9.2 Obtain independent assessment at public expense

3.9.3 Consider results of independent assessment

3.9.4 Implement procedures for referral in grade ten to
vocational evaluation (SEA Policy)

Assessment: Description
September 1986
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LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

71
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4.0 INDIVIDUAL PROGRAM PLANNING: Description
LEA Nam(

Individual program planning is the process c determining a student's educational needs, based on assessment data, and
completing a written, individual, educational program.

OUTLINE TO THE STANDARDS

4.1 Educate eligible special education students

4.1.1 Implement eligibility criteria (SEA Policy)

4.1.2 Implement exit criteria (SEA Policy)

4.2 Conduct team meetings

4.2.1 Within 30 calendar days after determination

4.2.2 For purpose of interpreting data, making placement
decisions, and developing students' individual
education programs (IEP)

4.2.3 For reviewing IEP

4.3 Include participants in team meeting

4.3.1 School administrator

4.3.2 Student's regular education teacher

4.3.3 Special education personnel

Other support personnel

4.3.5 Assessment team member

Individual Program Planning: Description
September 1986

7')

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(referenc. to policy, its
location, or describe)

73
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4.0 INDIVIDUAL PROGRAM PLANNING: Description (continued)

OUTLINE TO THE STANDARDS

4.3.6 Other individuals

(a) Member of same cultural background

(b) Vocational education representatives
(SEA Policy)

(1) Division of Rehabilitation Services

(2) Department of Human Services

(3) State Services for the Blind

(4) Other

(c) Student's case manager (SEA Policy)

4.3.7 Student

4.3.8 Parents

(a) Take steps to insu.7e parents present

(1) Notify parents in writing

(i) State purpose of meeting

(ii) State time of meeting

(iii) State locat...)n of meeting

(iv) State who will attend meeting

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Individual Program Planning: Description
September 1986
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OUTLINE TO THE STANDARDS

4.0 INDIVIDUAL PROGRAM PLANNING: Description (continued)

(2) Schedule meeting at agreed on time and
place

(b) Conduct meetings without parents

(1) With detailed record of telephone calls
attempted

(2) With copies of correspondence to or from
parents

(3) With detailed records of home visits

(c) Insure parent understanding of meeting
proceedings

4.4 Devlop individualized education program (IEP)

4.5 Facilitate the development of interagency IEPs

4.6 Insure each student's education placement and program

4.6.1 Based on assessment data, teacher recommendations,
parent information, and current levels of
performance

(a) Determine special education and related service
needs

(b) Develop annual goals and instructional
objectives

Individual Program Planning: Description
September 1986
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LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

77
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4.0 INDIVIDUAL PROGRAM PLANNING: Description (continued)

OUTLINE TO THE STANDARDS

(c) Determine necessary special education services
and related services

(d) Determine extent of participation in regular
programs

(e) Determine location and amount of time of
services

4.6.2 Based on principles of least restrictive environment

(a) Determine extent handicapped to be educated
with nonhandicapped

(b) Arrange for the provision of nonacademic and
extracurricular services and activities with
nonhandicapped

(c) Determine if student will be served better
outside the regular program

(d) Have available a continuum of alternative
placements

(1) Include alternative placements

(2) Make provision for supplementary services
to regular class placement

(e) Have available alternative placements necessary
to implement the IEP

(f) Educate the student in school normally attended

Individual Program Planning: Description
September 1986

4-4

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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OUTLINE TO THE STANDARDS

4.0 INDIVIDUAL PROGRAM PLANNING: Description (continued)

(g) Consider harmful effect in selecting LRE

(h) Determine educational placement

(1) At least annually

(2) Based on IEP

(3) Close as pcssible to home

(i) Do not base placement decision- on the
following (Federal Policy)

(1) Category of handicapped condition

(2) Configuration of service delivery system

(3) Availability of education or related
services

(4) Availability of space

(5) Curriculum content or methods of
curriculum delivery

(j) Arrange for appropriate placement by
chronological age (Federal Policy)

4.7 include in the IEP

4.7.1 Names of persons on staffing team

4.7.2 Statement of present levels of performance

Individual Program Planning: Description
September 1986
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LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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4.0 INDIVIDUAL PROGRAM PLANNING: Description (continued)

OUTLINE TO THE STANDARDS

4.7.3 Description of needed services

4.7.4 Annual goals and short term objectives

4.7.5 Schedule for determining whether objectives are
being met

4.7.6 Plan for, location of, and frequency of periodic
review of progress

4.7.7 Reasons for educational placement and program

(a) Type of special education and related services
provided

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

(b) Location

(c) Amount of time

(d) Starting date

(e) Anticipated duration of services

(f) Names and school telephone numbers of personnel
providing services

(g) Substantiate why proposed action is appropriate
and how it follows the principle of LRE

4.7.8 Determine changes in services to permit successful
accommodations of LRE

4.7.9 Describe activities with nonhandicapped students

Individual Program Planning: Description
September 1986 4-6
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4.0 INDIVIDUAL PROGRAM PLANNING: Description (continued)

OUTLINE TO THE STANDARDS

4.8 Implement procedures which insure that the IEP is

4.8.1 Implemented as soon as possible following team
meetings

4.8.2 In effect before services are provided

4.8.3 In effect at the beginning of each school year

4.9 Serve parents with formal written notice

4.9.1 Prior to a change in student's level of placement

4.9.2 Prior to a change in student's special education
services

4.9.3 Within 10 days after completion of the IEP

4.10 Obtein written parental consent prior to placement

4.11 Provide copies of the written IEP to

4.11.1 Parents

4.11.2 Resident district

4.11.3 All service providers*

4.11.4 All team members*

4.12 Develop a written periodic review

* Best Practice
Individual Program Planning: Description
September 1986
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LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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4.0 INDIVIDUAL PROGRAM PLANNING: Description (continued)

OUTLINE TO THE STANDARDS

4.12.1 Degree of achievement toward objectives

4.12.2 Appropriateness of IEP relative to current needs

4.12.3 State modifications

4.12.4 Notify parents of right and procedure
students IEP

to review

4.13 Insure a follow-up review 12 months after services
discontinued

Individual Program Planning: Description
September 1986

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

67
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3.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description

Instructional delivery of programs is the system the LEA uses to insure that a continuum of alternative placements
is available to meet the needs of handicapped students for special education and reacted services. Programs may have
categorical or noncategorical labels.

OUTLINE TO THE STANDARDS

5.1 Develop a continuum of alternative placements

LEA NE

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe and
comment on C, D, E, & F bel

HANDICAP
Level 1 Level 2 Leve..1. 3

Sec
Level

Elem
4 1

Sec

Level 5
Eleml Sec

Level
Elem

E

SecElem Sec Elem Sec Elem

Speech/Language Impairment

I

Specific Learning Disability
Mental Mild - Moderate L

-7Handicap Moderate - Severe
Emotional/Behavorial

Disorder
Autism
Hearing Impairment
Visual Handicap
Deaf/Blind Handicap
Physical Handicap
Other Health Impairment
Early
Childhood

birth to 3
3 to 7 ,

Directions: Insert the appropriate letter on the continuum that describes the program option and location of your
agency's alternative placements. Formal written agreements must actually be in place whether or not students arc
actually placed in C, D, E and F.

A. Program is in every building within district. D. This is a regional program or more than one cooperative
B. Program is in at least one building within district. E. Program is in other are s within the state of Minnesota

C. This is a cooperative program. F. This is e program outside the state of Minnesota.

Instructional Delivery/Program: Description
September 1986
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

5.2 Insure the pro-rision of related services

5.2.1 Audiology

5.2.2 Counseling services

5.2.3 Early identification and assessment of disabilities
in students

5.2.4 Medical services for diagnostic or evaluation
purposes

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

5.2.5 Occupational therapy

5.2.6 Parent counseling and training

5.2.7 Physical therapy

5.2.8 Psychological services

5.2.9 Recreation

5.2.10 School health services

5.2.11 Social work services in the schools

5.2.12 Transportation

5.3 Insure the provision of support services

5.3.1 Braillists

5.3.2 Interpreter services

Instructional Delivery/Programs: Description
September 1966 5-2
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

5.3.3 Management aides

5.3.4 Other similar services

5.4 Implement procedures to provide effective IEP delivery*

5.5 Implement procedures to insure maximum case loads are not
exceeded

5.5.1 Level 4 Case load

(a) Deaf/blind, autistic, or severely
multiple handicapped 3
(1) with one aide 6

(b) Mildly mentally handicapped or specific
learning disabled 12
(1) with one aide 15

(c) All other disabilities 8
(1) with one aide 10
(2) with two aides 12

5.5.2 Levels 5 and 6

(a) Deaf/blind, autistic, or severely multiple
handicapped
(1) with one aide 4
(2) with twc aides 6

(b) All other disabilities
(1) with one aide 8

* Best Practice
Instructional Delivery/Programs: Description
September 1986

92

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

93
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)

OUTLINE TO THE STANDARDS

5.6 Implement procedure to insure case loads for "Consulation
and Indirect Services Program Model" are not exceeded

5.7 Implement procedures to insure case loads for "Center-based
Program Model" are not exceeded

5.7.1 Deaf/blind, autistic, or severely multiple
handicapped

(a) One class with aide -- 4 children

(b) One class with two aides -- 6 children

(c) More than one class with one aide -- 8 children

(d) More than ce class with two aides
12 children

5.7.2 All other disabilities

(a) One class with one aide -- 8 children

(b) More than one class with one aide
16 children

5.8 Implement procedures to insure case loads for "Home-based
Program Model" are not exceeded

5.9 Implement procedures for reducing teacher case loads to
insure the provision of IEP services if a teacher

5.9.1 To assigned more than one early childhood program
alternative

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Instructional Delivery/Programs: Description
September 1986

5-4
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

5.9.2 To assigned to children in more than one level of
service

5.9.3 Is serving children representing a significant
range in severity of problems

5.9.4 Is providing instruction at more than one building

5.10 May institute "Single Disability Case Management Services"

5.10.1 May assign a teacher to perform case management
for school-age children who are in levels 3, 4, 5,
and 6 services and who all have the same
disability

5.10.2 May assign one case management teacher and up to
five teachers as a team; all teachers shall be
licensed in the same disability

5.10.3 May not assign a total case load to the team which
exceeds the case loads at the appropriate level of
service times the full time teachers assigned to
the team

5.11 May institute "Multidisability Team Teaching"

5.11.1 A teacher license must match the disability area
of each student

5.11.2 Each student's IEP includes 1) the frequency and
progress documentation and 2) the instruction and
related service provided by each team member

Instructional Delivery/Programs: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

97
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5.0 INSTRUCTIONAL DELIVERY /PROGRAMS: Description (cr.ntinued)
LEA Name

OUTLINE TO THE STANDARDS

5.11.3 The toal case load assigned to team not to exceed
case loads set forth in rule

5.12 Exempt from case load requirements for level 4 services
when implementing an approved Pupil Performance Plan

L.12.1 Development of IEPs for all pupils in level 4
based on districtwide performance expectations for
all handicapped and nonhandicapped pupils

5.12.2 Implementation of a system to measure ongoing
pupil performance being reviewed at least monthly

5.12.3 Criteria for the modification of instruction,
related services, and support services to meet the
changing pupil needs indicated in the pupil
performance measurement system

5.13 Provide free appropriate public education for handicapped,
ages three to 21

5.13.1 Implement provision to meet needs of handicapped
students as adequately as nonhandicapped

(a) Hearing aids worn by deaf and hard of hearing
children are to be functioning properly

(b) Make available the variety of educational
programs and services available as to non-
handicapped students

(1) Art

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Instructional Delivery/Programs: Description
September 1986 5-6
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

(2) Music

(3) Industrial arts

(4) Consumer and homemaking education

(5) Vocational education

(c) Provide nonacademic and extracurricular
services and activities to afford handicapped
students an equal opportunity

(1) Counseling services

(2) Athletics

(3) Transportation

(4) Health services

(5) Recreational activities

(6) Special interest groups or clubs
sponsored by the district

(7) Referrals to agencies which provide
assistance to handicapped persons

(8) Employment of students

(1) Employment by the district

Instructional Delivery/Programs: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

101
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

(2) Assistance in making outside
employment available

(d) Make available physical education services
specifically designed if necessary

(1) Provide the opportunity to participate
in the regular physical education
program unless

(i) The student is enrolled full time
in a separate facility

(ii) The student needs specifically
designed physical education, as
prescribed in the student's IEP

(2) Make arrangements to provide specially
education as prescribed in IEP

5.13.2 Make provision of educational and related services
without cost, except for those fees that are
imposed on nonhandicappped

(a) The district shall insure that adequate
transportation to and from out-of-district
programs is at no greater cost than to
parents in district

Does your
agency .ave
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Instructional Delivery/Programs: Description
September 1986 5-8
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

(b) If placement in a public or private
residential program is necessary to provide
special education and related services to a
handicapped student, the program, including
non-medical care and room and board, must be
at no cost to the parents of the student

5.14 Insure that the district's interagency early learning
committee identifies current services

5.15 Insure that handicapped children from age three to five
and their families are provided special instruction and
services appropriate to the child's level of functioning
and needs

5.16 Insure that any deriation from the normal school day for
any handicapped student has been approved by the
Commissioner of Education

5.17 Implement suspension, exclusion, and expulsion procedures

5.17.1 Hold an IEP team meeting

(a) Determine whether the misconduct is related
to the handicapping condition

(b) Review any assessments and determine the need
for further assessments

(c) Review the IEP and amend goals and objectives
or develop ac alternative IEP program

Instructional Delivery/Programs: Description
September 186

1.04

Does your
agency have
this iu place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)

OUTLINE TO THE STANDARDS

5.17.2 Hold IEP team meeting prior to the exclusion or
expulsion

5.17.3 Apply the Minnesota Pupil Fair Dismissal Act

5.18 Implement procedures for nonresidents

5.18.1 Cost for instruction and services shall be paid by
the district of residence

5.18.2 Cost for transporation to day program shall be
paid by the district of residence

5.18.3 LEAs may enter into mutual agreements to provide
instruction and services

5.19 Insure that no resident is denied the provision of
instruction and services

5.20 Insure that parents are not prevented from sending student
to school of their choice

5.21 Insure the provision of instruction and services when
student is placed in a facility or home for care and
treatment

5.21.1 Provide services

(a) If away from school site for 15 intermittent
days

(b) As required by IEP to the extent treatment
allows

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Instructional Delivery/Programs: Description
September 1986 5-10
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

(c) Daily per school days

5.21.2 Predict how long student will be restricted

(a) If more than 175 days, provide three hours
daily

(b) If 175 days, provide at least one hour daily

(c) If student could benefit from more than three.:
hours daily, consider school site placement

5.21.3 Hold team meeting after student has been placed
for care and treatment

(a) Comply with due process

(b) Provide written notice

(1) Person or agency placing the pupil

(2) Resident district

(3) Appropriate teachers and related

services staff from the providing
district

(4) Parents

(5) Student, when appropriate

(c) Develop an IEP coordinated with care and

treatment

Instructional Delivery/Programs: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

5.21.4 Provide district with discharge notice

5.21.5 Assess nonhandicapped who are absent 15 days

5.21.6 Reimburse with special education aid only those
services

5.22 Determine responsibility for special instruction and
services

5.22.1 Designate parents' residence as district of
residence

5.22.2 District of residence provides transportation

5.22.3 Nonresident district provides education program
and transportation and bills resident district

5.22.4 Providing district bills the state directly for
transportation costs

5.23 Understand primary responsibility for education is with
the district of residence

5.24 Develop procedures to evaluate the effectiveness
programs

5.24.1 At least annually

5.24.2 Address each special education program

5.24.3 Include methods for determining program
effectiveness

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Instructional Delivery/Programs: Description
September 1986
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Description (continued)
LEA Name

OUTLINE TO THE STANDARDS

5.24.4 Include procedures for the collection of the data

5.25 Collect data on where each student goes after secondary
education*

* Best Practice
Instructional Delivery/Programs: Description
September 1986

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS

FORM
LEA Name

Complete one form for each program and/or related service being provided. ?tograms may have categorical or noncategorical
labels.

Title of Program

Program
Site

Program
Level(s)/Site

Number of
Students

Served/Level

Personnel Categorical
, Disabilities

Served

Related
Services
Provided

Support
Services
Provided

Program
Evaluation

Postion
Title

Number of
Teachers

Instructional Delivery/Programs: Description
Septembr 1986
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6.0 STAFF: Description
LEA Name

Staff refers to the identification of the required and qualified personnel to deliver the described program according to
the student needs.

OUTLINE TO THE STANDARDS

6.1 Insure that each person providing special education
services has met state requirements

6.1.1 Teachers

6.1.2 Directors

6.1.3 Other supervisory personnel

6.1.4 Related services staff

6.1.5 Contracted services

6.2 Apply for a variance

6.2.1 Documented attempts to locate licensed person

6.2.2 Employed person holds license

6.3 Employ a director of special education

6.3.1 Reimbursement of full time director

(a) Single district

(b) Two or more districts

(c) Eight or more districts

(d) Legislated multidistrict

Staff: Description
September 1986

116

Dues your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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6.0 STAFF: Description (continued)

OUTLINE TO THE STANDARDS

6.3.2 Reimbursement of part time director

(a) Seven or fewer districts

(b) Single district

(c) Minimum enrollment

(d) Assigned duties for unreimbursrd time

6.4 Receive reimbursement for assistant directors of special
education

6.5 Receive reimbursement for supervisors

6.6 Insure responsibility fo management aides

6.7 Update position description*

6.7.1 Each supervisory area

6.7.2 Each disability area

6.7.3 Each related service area

6.7.4 Each s,,:port service area

6.8 Develop a perfomance appraised system*

6.9 Indentify supervision relationships*

* Best Practice
Staff: Description
September 1986

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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6.0 STAFF: Description (continued)

OUTLINE TO THE STANDARDS

6.10 Coordinate with licensing agencies to facilitate staffing
needs*

6.11 Conduct special education activities with licensed staff*

* Best Practice
Staff: Description
September 1986

120

LEA Namc

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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7.0 PHYSICAL PLANT: Description
LEA Name

Physical plant refers to the actual location of schools and classrooms and the settings of classrooms with their schools

which are used by handicapped students that allow them accessibility of programs and interaction with nonhandicapp'd

students.

OUTLINE TO THE STANDARDS

7.1 Insure that classrooms for handicapped

7.1.1 Are accessible as defined in code

7.1.2 Are essentially equivalent to regular education

program

7.1.3 Provide atmosphere conducive to learning

7.1.4 Meet students' needs

7.2 Develop process to examine buildings against codes*

* Best Practice
Physical Plant: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description
LEA Name

Parent involvement refers to the parental rights and responsibilities, according to state and federal rules and

regulations, in all aspects of acquiring, developing, planning, and implementing special education services for the
handicapped student.

OUTLINE TO THE STANDARDS

8.1 Provide notice to parents in native language

8.1.1 Translate: orally in native language

8.1.2 Be sure that parent understands content

8.1.J Provide written evidence of translation and parent's
understanding

8.2 Provide an interpreter for handicapped parents

8.3 Serve parents notice prior to assessment

8.3.1 Include a description of proposed action

8.3.2 Include reasons for assessment

(a) Accepted by district

(b) Reasons rejected by district

8.3.4 Describe assessment procedures

8.3.5 State where and who will assess

8.3.6 Explain procedural safeguards

8.4 Serve parents with formal, written notice

Parent Involvement/Due Process: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

8.4.1 Describe proposed action

8.4.2 Reason for proposed action

8.4.3 Describe placement options

(a) Accepted by district

(b) Reasons rejected by district

8.4.4 Include IEP

8.4.5 Explain procedural safeguards

8.5 Detail sufficiently all notice to parents

8.5.1 Right to revie-o, records

8.5.2 Right to participate as a team member

8.5.3 Right to receive interpretations

8.5.4 Right to an interperter and person of same cultural
background on assessment team

8.5.5 Inform parents about

(a) Independent assessment

(b) Wbere to obtain independent assessment

(c) When independent assessment is paid by LEA

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Parent Involvement/Due Process: Description
September 1986 8-2
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

8.5.6 Rights for proposed initial assessment

8.5.7 Request to attend conciliation conference

8.5.8 Right to proceed to impartial due process hearing

8.5.9 Right to be represented by counsel at conciliation
conference

8.5.10 Proposed change in IEP

8.5.11 Right to be represented by legal counsel at a
hearing

8.5.12 Right to examine records before hearing

8.5.13 Right to call own witnesses

8.5.14 Right to request attendance of any official or
employee of providing resident district

8.5.15 Right to present evidence and cross examine

8.5.16 Inform parents of low cost or free legal services

8.5.17 Right to have student attend hearing

8.5.18 Inform parents that hearing is closed unless
parent requests open hearing

8.5.19 Right to obtain record of hearing

Parent Involvement/Due Process: Description
September 1986

128

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

8.5.20 Inform parents that their consent is voluntary and
they may revoke it

8.5.21 Include a response form for parent

8.6 Provide parent the opportunity to participate in a
conciliation conference and mail parent memorandum of
results including

8.7

8.6.1

8.6.2

8.6.3

8.6.4

8.6.5

Develop

8.7.1

8.7.2

Proposed action

Parents right to object

Implement action

Refused action; the LEA schedules hearing

Describe rights relative to hearing

procedures for impartial due process

Refusal to provide written permission

Initiate hearing where parent resides when

hearing

(a) Proposed assessment

(b) Proposed placement or transfer

(c) Proposed denial of placement or transfEr

(d) Proposed addition of service

Parent Involvement/Due Process: Description
September 1986
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LEA Name

Does yoar
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

(e) Proposed denial or removal of services

8.7.3 Request for hearing by parent

8.7.4 Provide parents notice of rights and procedures for
hearing

(a) Agree on hearing officer

(b) Send notice of time, date, and place of hearing

(c) Hold closed hearing unless parents request open
hearing

(d) Inform parents of rights and responsibilities

(1) Right to receive list of persons who will
testify

(2) Responsible for providing district with
list of those who will testify

(3) Right to receive a brief resume

material allegations

(4) Right to be represented by legal counsel

(5) Right to examine student's school record

(6) Right to call own witness

Parent Involvement/Due Process: Description

September 1986

132

LEA Name

Does yoor
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

(7) Right to request attendance of any
official or employee of the providing
district

(8) Right to present evidence and cross
examine the employee

(9) Right to have student present

(10) Right to obtain record of hearing

(e) Burden of proof for proposed action is on the
district

(f) Hearing officer will write the decision

(g) Hearing officer will grant extensions of time

(h) Hearing officers' decisions are binding

(0 Student shall not be denied initial admission
or expect program change

8.7.5 Appointed hearing officer shall not be

(a) School board member or employee of district

(b) Employee of public agency that cares for the
student

(c) Person with personal interest conflict

Parent Involvement/Due Process: Description
September 1986

134

LEA Name

Does your
agency le',

this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

(d) District employee paid to serve as a hearing
officer

8.7.6 list persons who serve as hearing officers

8.7.7 Hold hearings at a mutually convenient time and
place

8.7.8 Hearing officer will prepare a written decision

8.7.9 Hearing officer's decision is final and binding
unless appealed

8.7.10 Contents of hearing decision

(a) Written findings of fact

(b) State whether services can be provided
reasonably

(c) State amount of and source of additional
expenditures

(3) Inform right to appeal decision

8.7.11 File decisions of hearing officer

8.7.12 Pay cost of assessment when requested by hearing
officer

8.7.13 Student to remain in present educational setting
during complaint process

Parent Involvement/Due Process: Description
September 1986

136

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

8.8 Insure protection of confidentiality of student data

8.8.1 Use data for purpose as stated to individual at time
it was collected

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

8.8.2 Use data for purpose it was collected with security
safeguards

8.8.2 Adopt public document regarding confidential data

(a) Inform parents of rights

(b) Permit parents to review records

(1) Define procedure for review requests

(2) Describe circumstances for denying request

(3) List fees for copies

(4) List types and locations of educational
records

(c) Do not disclose personally identifiable
information

(1) State when LEA will disclose personal]
identifiable information

(2) Specify designated directory information

(d) Maintain records of disclosures of personally
identifiable information

Parent Involvement/Due Process: Description
September 1986 8-8
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8.0 PARENT INVOLVEMENT /DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

(e) Provide opportunity to seek correction of
personally identifiable information

8.8.4 Give annual notice to parents and inform them of the
following

(a) Describe students on whom personally
identifiable information is maintained

(b) Summarize LEA policies regarding storage and
disclosure of this information

(c) Inform parents of rights and locations where
policies can be obtained

(d) Inform parents of right to file a complaint of
alledged failures to adequately inform parents

8.8.5 Inform parents of right to review educational
records which include

(a) LEA must comply with five days of request

(b) Right to an explanation from LEA

(c) Right to request copies

(d) Right to have a representative of parent
inspect records

(e) Presumption by LEA that either parent has

authority to review records unless evidence of

i
court order prevails

Parent Involvement/Due Process: Description
September 1986

140

LE4 Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

8.8.6 Record parties obtaining access to records
including

(a) Name

(b) Date

(c) Purpose

8.8.7 Review information -n only one's own student

8.8.8 May charge a reasonable fee for copies

8.8.9 Insure consent by parent be given by parent to
release private data including

(a) Plain language

(b) Dated

(c) Designate authorized persons of agency to
disclose information

(d) State nature of information to be disclosed

(e) Desginate persons or agencies to whom
information is disclosed

(f) Specify purpose for which information is to be
used

(g) Specify expiration date

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

Parent Involvcm.r.nt/Due Process: Description
September 1986 8 10
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8.0 PARENT INVOL"EMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

8.8.10 Send parents copy of disclosure records

8.8.11 Disclose information without parent consent
includes

(a) LEA officials with legitimate educational
interests

(b) New LEA where student seeks to enroll

(c) LEA makes reasonable
parent except when

attempt to contact

(1) Transfer of records is initiated by
parent

(2) Request from school when student seeks
transfer

(d) Parental request of transferred records

(e) Parent request for hearing

(f) Student enrolled in more than one school

8.8.12 Amend information in educational records

8.8.13 Provide opportunity to challenge
records

8.8.14 Conduct hearings that

(a) Are held within reasonable period of time

Parent Involvement/Due Process: Description
September 1986

content of

144

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

145
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

(b) Are conducted by ore who has no interest in
outcome

(c) Afford parent opportunity to present evidence

(d) Make decisions within a reasonable period of
time

(e) Base decision on evidence

8.8.15 Correct inaccurate information

(a) Explanation to become a part of the record

(b) Release explanation with disclosed
information

8.8.16 Destroy educational records except those

(a) With an outstanding request to review

(b) With explanations maintained as per code

(c) Records of access must be maintained as long
as record is maintained

8.8.17 Inform parents when collected information is not
needed

8.8.18 Provide parents a list of types and locations of
information maintained

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

j

Parent Involvement/Due Process: Description
September 1986 8-12
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

8.8.19 Train all LEA persons collecting or using
personally identifiable information

8.9 Follow procedures for appointing surrogate parents

8.9.1 Must insure student's rights when

(a) Parent is unavailable

(b) Parent rights have been terminated

(c) Parent requests appointment

8.9.2 Make efforts to locate parents

8.9.3 Appointed surrogate parent and public funds

8.9.4 Make training available :o surrogate parents;
include

(a) State and federal requirements

(b) LEA structure

(c) Nature of student's disability

(d) Ability to effectively advocate

8.9.5 Remove surrogate parent for

(a) Failure to perform duties

(b) Conflict of interest

Parent Involvement/Due Process: Description
Septembet 198(

148

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Description (continued)

OUTLINE TO THE STANDARDS

(c) Actions threating well-being of student

(d) Failure to represent the student

(e) Change in eligibility

8.10 Provide opportunities for parents and others to plan for
special education programs

8.11 Make applications, evaluations, and reports relating to
P.L. 94-142 available for public inspection

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, i'...s

location, or describe)

Parent Involvement/Due Process: Description
September 1986 8-14



9.0 PERSONNEL DEVELOPMENT: Descriptior,
LEA Name

Personnel development is a structure for personnel planning and focuses on preservice and inservice needs in order to plan
a program to meet the needs of handicapped students

OUTLINE TO THE STANDARDS

9.1 Implement a comprehensive system of personnel development
(CSPD) with these requirements

9.1.1 Provide opportunity for participation in the
development, review, and annual updating of a CSPD

9.1.2 Include in the personnel development plan

(a) Process used to determine needs

(b) Areas of training needed

(c) Group. requiring training

(d) Content and nature of training

(e) How the training will provided

(1) Geographical scope

(2) Staff training source

(f) Funding sources and time frame

(g) Evaluation procedures

9.1.3 Schedule of personnel development activities

9.1.4 Provide ongoing inservice training programs which
include

Personnel Development: Description
September 1956

152

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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9.0 PERSONNEL DEVELOPMENT: Description

OUTLINE TO THE STANDARDS

(a) Incentives

(b) Local staff involvement

(c) Innovative practices

9.1.5 Include procedures for information dissemination

(a) Making personnel aware of information

(b) Innovative training designed to local needs

(c) Using instructional materials and media

9.1.6 Enter into contracts with LEAs to carry out

(a) Experimental personnel development programs

(b) Development of instructional materials

(c) Dissemination of significant information

9.2 Implement individual growth plan*

9.3 Develop a professional library*

* Best Practice
Personnel Development: Description
September 1986
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LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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10.0 INTERAGENCY COOPERATION: Description
LEA Name

Interagency cooperation refers to the development, collaboration, coordination, and organization of agencies to provide

services to handicapped youth and adults.

OUTLINE TO THE STANDARDS

10.1 Provide all handicapped students appropriate special
instruction

10.2 Establish interagency early learning committee with county
for handicapped under the age of five

10.2.1 Committee members shall be representatives of

(a) Local and regional health agencies

(b) Local and regional educational agencies

(c) Local and regional county human service

agencies

(d) Developmental achievement centers

(e) Current service providers

(f) Parents of young handicapped children

(g) Other public and private agencies as

appropriate

10.2.2 Committee shall perform these duties

(a) Identify current services and funding sources

Interagency Cooperation: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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10.0 INTERAGENCY COOPERATION: Description (continued)

OUTLINE TO THE STANDARDS

(b) Evaluate and recommend improvements in the
identification, referral, and community

learning systems

(c) Facilitate the development of interagency

IEPs

(d) Review and comment on early learning section

of TSES

(e) Review and comment on funding sources

10.3 Develop procedures for handicapped students who are in or

referred to private facilities

10.3.1 The LEA insures a private facility

(a) Is providing special education and related
services

(1) In conformance with an individualized

educational program

(2) At no cost to the parents

(3) At a school or facility which meets the

standards that apply to state and local

education agencies

(b) Is providing the handicapped student with all
of the rights that other handicapped students

have who are served by the district

Interagency Cooperation: Description

September 1986

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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10.0 :NTERAGENCY COOPERATION: Description (continued)

OUTLINE TO THE STANDARDS

10.3.2 The LEA conducts a meeting to develop an IEP and

invites a representative from the private facility

10.3.3 The LEA representatives are involved in any

proposed changes in the IEP by the private

facility

10.3.4 The LEA shall make available educational services
to a student who is at private facility at no cost

to the parent

10.3.5 The private facility shall submit required reports
to the LEA

10.4 Develop procedures for handicapped students not placed in

or referred to private facility by LEA

10.4.1 Provide services at public school or neutral site

10.4.2 Receive special education services from LEA when

student is enrolled in private school

(a) The LEA initiates and conducts IEP meetings

(b) The LEA invites a private school

representative to attend

10.4.3 The LEA provides the private school handicapped

student opportunity for equitable participation

10.4.4 The LEA maintains administrative control over

special education services

Interagency Cooperation: Description

September 1986

11 y

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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10.0 INTERAGENCY COOPERATION: Description (continued)

OUTLINE TO THE STANDARDS

10.4.5 The LEA insures that needs of, numbers of, and
benefits to private school handicapped are
comparable to public school handicapped

10.4.6 The LEA insures comparable program benefits of
private to public school handicapped students

10.4.7 The LEA insures that programs in public schools do
not separate classes based on religious
affiliations

10.5 Insure that the LEA not purchase special education
services for a student from a private agency when services
can more appropriately be provided in the least
restrictive alternative within the LEA

10.6 Implement process fo- facilitating interagency
collaboration*

10.7 Develop a list of agencies serving handicapped persons,
including contact persons and services available*

10.8 Develop a process for the transition of students from
school to work and/or to other agency services*

10.9 Establish a process fot school social workers, school
psychologists, and other related service personnel to
refer students to out-of-school services*

* Best Practice

Interagency Cooperation: Description
September 1986

162

LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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s
11.0 TRANSPORTATION: Description

LEA Na,ie

Transporation is the physical movement of handicapped students between homes and instructional facilities for both regular
and special education programs and activities.

OUTLINE TO THE STANDARDS

11.1 Provide free transportation services to handicapped
students

11.2 Use appropriate vehicles to transport students

11.3 Use vehicles that comply with provisions of the state code

11.4 Insure that length of travel time for handicapped student
is appropriate and nnt longer than nonhandicapped student

11.5 Equip all vehicles used to transport handicapped students
with two-way communication system and/or aides

11.6 Provide protective devices for safe transport of
handicapped students

11.7 Select drivers carefully

11.8 Insure that aides and drivers shall

11.8.1 Have in vehicle a typewritten card indicating

(a) Student name and address

(b) Nature of student's handicap

(c) Emergency health care information

(d) Name and phone number for emergency contact

Transportation: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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11.0 TRANSPORTATION: Description (continued)

OUTLINE TO THE STANDARDS

11.8.2 Be instructed in proper emergency health care

11.8.3 Assist students on and off bus

11.8.4 Insure that safety devices are in use

11.9 Insure the LEA adopts transportation rules that do not
conflict with state laws and rules

11.10 Complete the Minnesota Department of Education's
transportation report on handicapped students*

* Best Practice

Transportation: Description
September 1986
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LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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12.0 INSTRUCTIONAL RESOURCES: Description

LEA NameInstructional resources refer to the specific supplies, equipment, and instructional materials appropriate to meet theneeds of individual handicapped students.

OUTLINE TO THE STANDARDS

12.1 Supply necessary special equipment and instructional
materials

12.2 Develop procedures for use, control, and maintenance of
equipment purchased with Part B funds

12.2.1 Use equipment in project intended or transfer it
to other federally funded programs

12.2.2 Keep up-to-date property records and provide

(a) Inventory of tangible personal property
programs

(b) Description of equipment

(c) Identification number

(d) Identification of equipment purchased under
grant

(e) Acquisition date and unit cost

(f) Dated statement of equipment location and
condition

(g) Information on transfer or disposition of
equipment

Instructional Resources: Description
September 1986

Does your
agency have
this in place?
YES NO NI

BRIEF DESC:IPTION
(reference tc policy, its
location, :r describe)
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12.0 INSTRUCTIONAL RESOURCES: Description (continued)

OUTLINE TO THE STANDARDS

(h) Adminstrative control over equipment placed
in private school

12.2.3 Conduct physical inventory of equipment every two
years

12.2.4 Implement a control system to insure safeguards of
equipment

12.2.5 Implement maintenance procedures

12.2.6 Insure equipment is being utilized in accordance
with approved budget

12.3 Place Part B equipment in a private school

12.3.1 Insure that equipment and supplies

(a) Are used only for the purposes of the project

(b) Can be removed from private facility without
remodeling the facility

12.3.2 Removal of equipment or supplies if

(a) Equipment no longer neTde'.1 for project

(b) Equipment and supplies are used for purposes
other than the project

12.4 Conduct physical inventory of equirnent purchased with
state funds*

* Best Practice
Instructional Resources: Description
Sept(tmber 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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13.0 COMMUNITY RELATIONS: Description

LEA NameCommunity relations is a systematic communication pattern about special education programs a=d1 related services in thedistrict's Planning, Evaluation, and Reporting (PER) process.

OUTLINE TO THE STANDARDS

13.1 Prcvide opportunites for public participation in planning
special education programs

13.2 Insure opportunites for public inspection of P.L. 94-142
application, evaluation, plan, and report

13.3 Establish an interagency early learning committee

13.4 Promote interagency cooperation for planning the
transition of handicapped students*

13.5 Provide information about vocational opportunities to
handicapped students, their parents, and the public*

13.6 Establish a special education advisory committee*

13.7 Conduct an ongoing public awareness campaign*

* Best Practice
Community Relations: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION

(reference to policy, its
location, describe)
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14.0 FISCAL RESOURCES: Description

LEA NameFiscal resources is the means for purchasing and/or obtaining services and personnel required to deliver programs forhandicapped students.

OUTLINE TO THE STANDARDS

14.1 Develop a special education budget

14 2 Implement the UFARS coding system for special education

14.3 Submit state revenue applications for

14.3.1 State regular school year

14.3.2 State residential

14.3.3 State special pupil

14.3.4 State summer school

14.3.5 Local general fund levy to match state aids

14.4 Implement federal application process for

14.4.1 Equipment, construction, and removal of
architectural barriers

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION

(reference to poltry, its
location, or describe)

14.4.2 Entitlements, allocation, and incentive grants

14.4.3 Centers and service

14.4.4 Training of personnel

14.4.5 Research

14.4.6 Instructional media

Fiscal Resources: Description
September 1986
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14.0 FISCAL RESOURCES: Description (continued)

OUTLINE TO THE STANDARDS

14.4.7 Early childhood

14.5 Indicate all expenditures on budget section of the state
and Part B applications

14.5.1 Comply with all requirements of federal law for
the application, receipt of, and the acceptance of
federal funds

14.5.2 Submit annual application for approval of programs
and their budgets to the Commissioner of Education

14.5.3 Submit separate applications for grog- a and
budget approval for summer school programs

14.5.4 Determine amount of special education aid in
relation to LEA's entitlement

14.5.5 LEA will be given reasonable notice and an
opportunity for a hearing before Commissioner of
Education takes final action with respect to an
application

14.5.6 Reduction of aid may be appealed to State Board of
Education

14.6 Implement procedures necessary to show compliance with all
. program requirements

14.7 Submit an unduplicated student count each year

Fiscal Resources: Description
September 1986
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Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)
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14.0 FISCAL RESOURCES: Description (continued)

OUTLINE TO THE STANDARDS

14.7.1 Do not count Native American students on or near
reservations and students in military facilities
if no special education services are provided

14.7.2 State shall recover funds for students
erroneously classified

14.8 Implement procedures to use Part B funds for the excess
costs of providing special education

14.9 Implement procedures to use Part B funds to supplement the
level of serv4ce not supplant state and local funds

14.10 Implement procedures as to not commingle Part B funds
with state funds

14.11 Implement procedures to use Part B funds to make services
comp4rable for all handicapped students in that agency

14,12 Implement the following priorities for Part B funds

14.12.1 To support child identification, location and
evaluati i activities

14.12.2 To provide free appropriate public education to
newly identified first priority students

14.12.3 To meet the full educational opportunities goal
required under s2ction 300.304, including
employing additional personnel and providing
inservice training, in order to increase the
level, intensity, and quality of services
provided to individual handicapped students

Fiscal Resources: Description
September 1986
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agency have
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14.0 FISCAL RESOURCES: Description (continued)

OUTLINE TO TEE STANDARDS

14.12.4 To meet the other requirements of Part B of the
Act

14.13 Implement procedures when remodeling facilities to meet
the needs of severely handicapped

14.14 Implement procedures with interagency early learning
committee in reviewing funding sources that exist for
services provided to handicapped under age five

14.15 Insure that LEA does not use Part B funds to finance

14.15.1 Classes that are organized separately on the
basis of school enrollment or religion of the
student if the classes are at the same site and
include public and nonpublic students

14.15.2 The existing level of instruction in a private
school or to otherwise benefit the private
school

14.15.3 The salaries of teachers or other employees of
private schools except for services performed
outside their regular hours of duty and under
agency supervision and control

14.15.4 The construction of private school facilities

14.16 Have the LEA's special education and vocational education
personnel negotiate the individual student's need for
support staff and funding sources*

* Best Practice
Fiscal Resources: Description
September 1986
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Does your
agency have
this in place?
YES NO NI
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15.0 GOVERNANCE: Description

Governance is the administrative structure and long range plans through which the special education system operates.

OUTLINE TO THE STANDARDS

15.1 Develop administrative policies and procedures which are
applicable to

15.1.1 Joint powers by-laws

15.1.2 Host district cooperative by-laws

15.1.3 Intermediate district by-laws

15.1.4 Educational cooperative service unit by-laws

15.1.5 Single district by-laws

15.2 Submit the TSES written plan to the Commissioner of
Education including

15.2.1 Study procedures for the identification and
assessment of pupils

15.2.2 Method of providing the instruction and related
services for the identified pupils

15.2.3 Administration and management plan to assure
effective and efficient results or 15.2.1 and
15.2.2

15.3 Insure that exemptions for an approved experimental
proposal would include

15.3.1 Goals and objectives

Governance: Description
September 1986
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LEA Name

Does your
agency have
this in place?
YES NO NI

BRIEF DESCRIPTION
(reference to policy, its
location, or describe)

18'3
15-1



15.0 GOVERNANCE: Description (continued)

OUTLIhT TO THE STANDARDS

15.3.2 Method to improve effectiveness

15.3.3 Annual review procedures

15.3.4 Rules from which it seeks exemption

15.3.5 Evidence of participation in annual review

15.3.6 Evidence that parents were informed of
experimental program and have choice regarding
their student's placement in it

15.3.7 Annual evaluation procedures to demonstrate
effectiveness of proposal

15.4 Update organizational chart*

* Best Practice
Governance: Description
September 1986
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SECTION II: INTERNAL EVALUATION AND IMPROVEMENT PROCESS FOR YOUR SPECIAL EDUCATION SYSTEM

Background Information

Purpose The purposes of the improvement section are: 1) to coordinate and

integrate the total special education process with the regular education

staff; 2) to enhance communication among decision makers; 3) to provide

a framework for the program improvement process; and 4) to gather

consistent, meaningful, data for program improvement.

Each of the 15 components is divided into a comprehensive listing of

key derision -maker questions. The questions relate to the special

education system being implemented and assist key decision makers in the

process of continous special education program improvement.

Scope
The procedures in the improvement section apply to the agency's internal

key decision makers who implement-the 15 components, measure the degree

of implementation, and evaluate the .otal special education system. The

following have been identified as key decision makers:

Regular Education Teacher

Special Education Teacher

Students Support Team

Principal

Special Education Director

State Education Agency

Improvement: Background Information

September 1986
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Information
The pages in the improvement section are in a chart format with six

columns. The chart included for each of the 15 components becomes a
model framework for how data might he collected and evaluated to answer

each of the decision questions.

The decision questions developed for each component in the special
education system have been grouped by Key decision maker. Each key
decision maker's question is followed with a general description of the

types of data needed in order to answer the decision questions about the

given component of the system. The next column lists data collection
procedures and evaluation procedures which might be used. The standards

column lista possible quality indicators which have been drawn primarily

from literature of best practices and from legal standards. The rei
flags column indicates early warning signs which suggest that immediate,

corrective action be taken to alter some aspect of the component being

evaluated.

Key Decision Maker Questions -- indicates both the Key deciiion
maker and the question.

Data Needed -- indicates the type of data which should be
collected.

Data Collection Procedures -- indicates how the data should be
compiled.

Evaluation Procedures -- indicates methods for making judgments
about what the data is suggesting.

Standards Applied -- indicates legal or professional practices
which provide a basis for evaluation.

Red Flags -- indicates early warning signs that suggest
corrective action be taken.

Improvement: Background Information

September 1986
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Information (continued) The components in the improvement section are in the same sequence as in

the description section and use the same assigned numerals. In the

lower right-hand corner of each page, a component numeral precedes the

dash and the number of the page follows the dash. For example, page 1-1

refers to 1.0 Identification, the first page. In the lower left-hand

corner of the page, the name of the component will be written. The

improvement section is color coded in yellow.

CompoiLent Identification: Improvement

July 1986 Page Number

On the left side of each page in the outline numbering system, the first

digit refers to the component numeral. The digit following the

component numeral and decimal point refers to a specific key decision

maker. The assigned key decision maker numerals are:

x.1 Regular Education Teacher

x.2 Special Education Teacher

x.3 Student Support Team

x.4 Principal

x.5 Special Education Director

x.6 State Education Agency

Improvement: Background Information
September 1986
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Information (continued)

Improvement: Background Information
September 1986

193

The digits following the key decision maker numeral and decimal point
indicate the number of the question for that specific decision maker.
For example, outline number 4.4.2 refers to the individual program
planning component, the principal as key decision maker, and the second
question for the principal in that component.

Decision
Question

Key neCtStul Raker Questions

4.4. Principal

4.4.? Are all designated
memhPrs of the teem
In attendance and
participating in the
TFP decision process?

Date Collection
Data Needed Procedures

Attendance records.
Team discus ion
records.

Review staffing

. =les of referral
reviews.

. Review minutes from
meetings.

. Health records.

. Log of information on
student.

Space is provided for minimal note taking following each question. In

cases when data could be collected on forms, the forms are nnt provided
for the user. It is recommended that the LEA develops a form or makes
requests for copies of data collection instruments from other LEAs.

For the key decision maker's information listed in the State Education
Agency data needed columns are many of the types of data requested by
the Office of Monitoring and Compliance prior to the on-site compliance
review.

It is important that the components of identification, referral,
assessment, individual program planning, and instructional delivery be
monitored and evaluated on an ongoing basis. The other components of
service delivery should be reviewed when statutes, rules or regulations
change.

194
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S
References Appendix B provides a resource list relating to each of :lie 15

components, plus program evaluation and program planning of tae special

education system. Books and papers are delineated which can be a source

of further information.

Appendix C, Data Collection and Evaluation Procedures, contains a

listing of data evaluation procedures and types of data that can be

measured which may be used to assist in answering the decision

questions.

Relationship to special
education law and rules

Data from the improvement section supports and in some instances

provides a resource to measure the implementation of state and federal

special education statutes, rules and regulations by focusing on the

total student through each of the key decision makers.

Relationship to MDE
Special Education Section

MDE, Special Education Section, iirovides linkages to resources,

technical assistance, and communication for answering each question in

the improvement section. For example, the Special Education Section of

MDE makes available tc local education agencies the communications

through SpecialNet. The LEAs can interact with one another to locate

different types of resources, such as persons, materials, or forms on

which data is gathered to assist in improving a special education

system.

Relationship to the TSES The improvement section supports the development of quality services

written plan requirement within a local special education system.

Improvement: Background Information
September 1986
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Relationship to the TSES
written plan requirement

(continued)

The LEA may implement the procedures outlined in the improvement section

as part of their TSES. The LEA may implement these procedures

regardless of whether they are included specifically in the LEA's TSES.

Relationship to MDE, Office
of Monitoring and Compliance

Listed in the SEA', data needed columns list the types of data requested

as part of the state's on-site compliance review process. Documentation

of the local team decisions as outlined in this section could provide

evidence of compliance with state and federal laws.

Implementation suggestions The improvement section of this manual does not indicate a method of

program improvement but, rather, provides a framework which an LEA can

adapt to fit its own needs.

The responsibilty for monitoring the components of the special education

system rests with each of the key decision makers. The data collected

can be used for comprehensive evaluation. Timelines for data collection

should be established as part of implementing this process.

A special education director, principal, MDE Special Education Section,

and/or MDE Office of Monitoring and Compliance may set priorities for

determining the sequence in which the components should be reviewed. As

LEAs and MDE develop their long range plans, certain components will

come into focus and enter into a cyclical review process.

Regular and special education teachers may find it helpful to review the

red flag column phrases prior to reviewing and selecting a question.

Improvement: Background Information

Se ember 1986
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List of acronyms

Improvement: Background Information
September 1986

CPR Cardiac Pulmonary Resuscitation
CSPD Comprehensive System of Personnel Developmen

D/APE Developmental/Adaptive Physical Education

IEP Individual Education Program
LEA Local Education Agency
LRE Least Restrictive Environment
MDE Minnesota Department of Education

MR Mental Retardation
PE Physical Education
PER Planning, Evaluation, and Reporting
PTA Parent Teacher Association
SEA State Education Agency
SED Special Education Director
SST Student Support Team
TAT Teaching Assistant Team
TMH Trainable Mentally Handicapped
TSES Total Special Education System
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o
Instructions

Procedures These instructions relate specifically to completing the improvement

section of this manual. These procedures assist the reader in becoming

familiar with all the components and then with the framework for the

improvement process.

o Review each of the 15 components and its definition. See

Appendix E.

o Select a component, review its definition, and review the

standards from Appendix A and the outline to the standards in

the description section.

o Locate the component with the same name in the improvement

section.

o Review the red flag column.

o Review all the decision-maker questions for that component.

o Review the data needed column from the State Education Agency as

a key decision maker.

Focus on a specific set of decision-maker questions.

Select a question and read across all columns in the row of

information and suggestions related to that specific question.

o Identify the data needed to answer the question.

o Develop a format to collect the data.

o Establish timelines for collecting targeted data.

Improvement: Instructions
September 1986
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Procedures (continued)

Improvement Instructions
September 1986

202

o Collect the data needed in the agreed upon format.

o Analyze and evaluate the data.

o Compare the analysis of the data to the standards.

o Be aware of the problems described in the red flag column.

o Repeat the above process for each question.

o Use the data in the planning process.

203
10



1.0 IDENTIFICATION: Improvement

Key Deci,ion Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

1.1 Regular Education Teacher

1.1.1 What is the student's , Written statement.
problem/need? . Parent input.

. Classroom records.

. Classroom observations.

. Parent inventory check-
list.

. Teacher inventory
checklist.

. Student interview -
self rating.

. Pre-referral forms.

. Collection/comparison
of written need
statements from
parents and teachers.

. Conference

pre-referral.

. Child development

theory.
. Comparison with

Peers.
. Course objectives.

. NO substantial
growth in learning
and behavior

patterns.
. Significant change
in rate/patterns
of learning.

. Physical change.
. Truancy.

1.1.2 Now is the student

progressing?
. Measure of student
progress.

. Timed tests.

. Daily work samples.

. Unit tests.

. Administer criterion

referenced tests for
each subject.

. Oral evaluation.

. Opinion surveys.

. Behavior rating sheet.

. Student test results
compared to passing
levels estaOlished
by LEA or teacher.

. Sociograms.

. Daily work compared
to testing.

. Observation by special
education teacher.

. Criterion measures
on objectivas.

. Teacher judgment.
. LEA standards.

. Daily work con-

sistently below
criterion set.

. Daily work never
completed.

. Problems with
peer group.

, No class

participation.

1.1.3 How does the student . Achievement tests.
compare with the norm? . Benchmark test data.

. Curriculum based

assessment.
. Daily work.

. Administer test of

overall achievement
and/or tests having

LEA, state, national
norms.

. Input from parents.
. Rating scales.

. Comparison of indi-

vidual student
results with norms.

. Correlate ability to
achievement.

. National and state

norms.
. Local norms.

. Student scores sig-

nificantly below
LEA and national
norms.

. Discrepancy in
ability vs.

achievement.

Identification: Improvement
July 1986
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Key Decision Maker Cbestions

1.0 IDENTIFICATION: Improvement (continued)

Data Collection
Data Needed Procedures

1.1 Regular Education Teacher

1.1.4 What interventions
have been tried?

. Record of documented

interventions used
with timelines.
Attendance records.

. Teaching methods
used.

Evaluation

Procedures Standards Applied Red Flags

. Conduct frequency count.

. Chart student progress.

. Review lesson plans.

Record teaching methods.
. Parental input,

. Review of interven-
tion data noting
change in student
behavior or

Performance.
. Student self-rating.
. Parent ratings.

. LEA guidelines
for appropriate
interventions given
student characteris-
tics have been de-
veloped and are con-
sistently used.

. Interventions made
after consultation
with other
specialized staff.

No substantial

change after first
intervention or
subsequent inter-
ventions.

Crisis situation
where student may
harm self or
others.

1.1.5 What are the

indicators that this
student should be
referred for
assessment?

. Record of interven-

tions tried.
. Measures of student
progress.

. LEA referral
criteria.

. Compile above

procedures.
. Review LEP

policies and
procedures.

. Parent conference.

. Student progress

data compared with
LEA referral
criteria.

. Student progress on
grade-level material.

. At least two docu-

mented interven-
tions attempted.

. LEA referral
policy in place.

. Consultation.

. Inappropriate

interventions.
. Parental referral.
. No substantial
student progress
with interventions.

1.1.6 Should I refer
this student?

. Compilation of
above data.

Complietion of above.
. Screenino.
Individual student
observaticn.
Informal durumented
interventions.

. Consultation between
regular and special
education personnel.

Parent conferences.
Consultation with

outsize agencies,

. Compile above
procedures.

. Specialized staff
used as technical
assistants prior
to referral.

. Judgment based on
compilation of above
standards.

. Judgment of outside
agencies.

. Information collected
or LEA policy
inadequate to answer
referral question.

. Lack of student

progress.

Identification: Improvement
July 1986

207
206

1-2



1.0 IDENTIFICATION: Improvement (continued)

Key Decision Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Rea Flags

1.2 Special Education Teacher

A consultant to regular education teacher at this point in the planning process.

1.3 Student Support Team

Not active at this point in the planning process.

1.4 Principal

1.4.1 How many and what kinds
of students are being
identified?

Current reports on .

referrals indicating
number, by whom,

when.
. TAT forms.

Referral data com-
piled monthly by
hand or computer.

Pre-school screening
records.

. Compare data with
expected levels of
referrals based on
national, state
incidence figures.

. Develop local data
base for referrals.

Expected number of
referrals based on
national and state

norms adjusted for
local idiosyhcrasies.

Local standards.

Referrals surpass/
fail to meet (fall
significantly below)

expected level by
more than percent

set by state or
LEA.

Pre-referrals from
mostly one sex,
:ace, and/or grade
level.

1.4.2 Do teachers systemat-
ically seek assistance
from one another re-
garding students of
concern?

. Frequency count and
type of teacher
requests and
assistance.

. General observation.

Identification: Improvement
July 1986

208

. Frequency count.

. Questionnaire of
current practice,
need, and satisfaction.

. Minutes of building
reviews.

. Compare frequency
ocunt, type, ar'd
satisfaction with staff
expertise and avail-
ability and building
referral patterns.

Staff uses each
other for technical
assistance prior to
referral.
Team discussions.
TAT atmosphere.

Teachers working in
isolation.
One or more teachers
with consistently
high referral rates.
Teachers with no
referrals.
Listen for comments
regarding special

i education staff.
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Decision maker Questions

1.0 IDENTIFICATION: Improvement (continued)

Data Needed
Data Collection
Procedures

Evaluation
Procedures Stanjards Applied Red Flags

1.5. Special Education Director

1.5.1 Is the public
adequately informed
as to child
identification?

Informational
brochures.
Written documenta-
tion of c ild find
methods.

. Brochure from
early learning
committee.

Coordinated plan to
collect data.
Child find activities
documented as they occur
in central office note-

book.
Copies of all newspaper
announcements, brochures,
letters to parents, etc.
are dated and filed by
school year.

. Communication with
counselor and parents.

. Copies of local board
minutes.

Periodic review
of documents to
insure procedures
are in place.

. Review staff activi-

ties toward child find.

Child find proce-
dure systematic.
Information is
current.

Procedures follow
accepted guidelines.

. Referrals from
few sources.

. Inadequate number
of child find
activities
documented.

1.5.2 Are our child
iJeNtificaticn
activities coordina-
ted with other human

service agencies?

LEA policy
statement on child
find procedure/
guidelines.

. Documentation of
child find methods.

. Informational

brochures.

Documentation of refer-

ral services.

Child find activities
documented as they
occur in central office
notebook.

. Copies of all newspaper
announcements, brochures,
letters to parents, etc.
are dieted and filed by

school year.
Documentation of other
agency child find
activities.

. Periodic domment
review.

Compere child find
activities across
agencies.
Compile record of
outside agency
involvement.

. Child find proce-

dures are complemen-
tary, noncompetitive,
and not redundant.

. Information is
current.

. Procedures follow
accepted guidelines.

. Agencies competing
for clients.
Schools unaware of
student's human
service programs.
Lac< of interagency
collaborations.
Agencies dumping
clients on each
other.

Agencies unaware
of school programs.

Identification Improvement

July 1986

211

1-e



1.0 IDENTIFICATION: Improvement (continued)

Key Decision Maker Questions Data Needed
Data Collec.ion
Procedures

Evaluation
Procedures Standards Applied Red Flags

1.5 Special Education Director

1.5.3 Are identification . Description of . Child count. . Internal monitoring. . Special Education . Noncompliance
procedures in identification . Class lists. . External monitoring. Compliance Manual. citation.
compliance with law? system. . Public announcements. . Computer monitoring. . Parent complaints.

Current reports on

referrals and SST
decisions.

. List of eligible stu-
0wits not receiving
special education.

. TSES documentation.

. Unduplicated child
count.

. Count of children re-
ceiving more than one
service.

1.6 State Education Agency

1.6.1 Are identification
procedures in
compliance with law?

Identification: Improvement
July 1986

. Child count.

. Description of

identification
system.

. Copies of public
announcements re-
garding child iden-
tification efforts.

. Review application.

. Review TSES documenta-
tion.

. State monitor!ng Special Education Noncompliance
process. Compliance manual. citations.

. Internal monitoring. Discrepancies in
TSES practices and
standards.
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2.0 REFERRAL: Improvement

Key Decision Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

2.1 Regular Education Teacher

Decision making moves to team level at this point in the plaming process.

2.2 Special Education Teacher

Decision making moves to team level at this point in the planning process.

2.3 Student Support Team

2.3.1 Have appropriate inter-
ventions been tried in
the regular education
program and/or regular
education environment?

. Documentation of
interventions
attempted.

. Conflict frequency count.

. Chart student progress.

. Review lesson plans.

. Review interventions,
noting number, dura-
tion, and appropriate-

. Two interventions
tried.

. Interventions

. Student progress . Structured interviews. ness of intervention. appropriate, given
from teacher . Log of student be- Grade placement com- student problem.

interventions. haviors. pared to peers. . Medical history.

. Grade placement.
Examine achievement

scores and tests.

. Documentation of meet-
ings with consultants.

Staff comments.

. No substantial
change after
second inter-

vention.
Uncooperative
parents.

. Uncooperative

teachers.
. Inappropriate

interventions.

2.3.2 Has the child been
screened in the areas
of behavior, affective,
sensory, cognitive,
interpersonal, and
physical?

Referral: Improvement
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. Behavior.

. Affective.

. Sensory.

. Cognitive.

. Interpersonal.
Physical.

. Observations.
. Health history.
Family information.

. Observations.

. Written comments.

. Teacher logs.

. Student's cum file.

. Nurse file on student.

. Teacher screening

checklist.

. Review for inconsis-
tencies among all
areas.

. Parent contact prior
to screening.

. Evaluate inconsisten-
cies between home and
school reports.

. Child development
norms.

. Task analysis.

. Incomplete screening
data.

. Truancy.

. Lack of teacher's
ability to observe
and document
behaviors.

. Inconsistent data.

213
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2.0 REFERRAL: Improvement (continued)

1(?y Decision Maker Questions

2.3 Student Support Team

2.3.3 Should the student
be assessed?

Data Needed
Data Collection
Procedures

Evaluation
Procedures

. measures of student
progress.

. Local, state, and

national norms.
. LEA referral

criteria.
. Standardized
achievement tests.

Use LEA curriculum
measures with local
norms.

Examine existing overall
achievement test scores
(IQ) and/or test results
with local, state,
national norms.
Review LEA policies
and procedures.
Cum folder.
Interview parents.

Interview student.
Teacher checklist.

2.3.4 Should the student
be programmed in
regular education

without further
assessment?

Current student
assessment and
progress data.

. medical.

. Observation.

. Teacher input.

Standards Applied Red Flags

Compare student
results with norms.
Compare student
results with
performance.
Compare overtime.

Compare student with
teacher expectation.
Hearing consideration.
Vision consideration.
Medical consideration,

. LEA referral

criteria.
O Team judgment.

. Coop guidelines and
criteria.

, Student scores fall
below norm.

. Student meets

LEA referral
Lriteri:.

. Truancy.

, Disruptive behavior.
. Medical problems.

Compilation of above.
. Behavior checklist.
. Diagnostic teaching.

Compare current student
assessment and progress
referral criteria.
Check original reason
for referral.

Assessment data
meets established
program criteria.
No further

assessment needed.
Review available

options within
building.
Team decision.

. Student scores fall.

. Student continues to
have trouble academi-
cally or socially.

. Student scores fall
below norm but

assessments do not
meet program entrance

criteria.
Student attendance.
Parent request.

. Teacher complaint
increases.,

2.3.5 If not assessed,
. Student r.ogress . Compilation of above. . Compare student , Alternative programswhat regular education data. . Survey alternative progress and needs are available for

alternatives, other . Record of inter- regular education with available non-special educa-human service agency vention attempted. programs. service options. tion students withprograms, or home . Alternatives avail- . Survey area human Follow-up of student academic or behavior
interventions could
be provided, if needed?

able within school. service agencies and
co, pile descriptions.

progress. problems.

. Student needs not
met by existing

program options.
. Student continues to
fail despite regular
education/noneduca-
tion agency
interventions.

Referral:
lily 1986

Improvement
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Key Decision Maker Duestions

2.3 Student Support Team

2.4 Principal

2.4.1 Who should represent
regular education on

the referral team?

2.4.2 Are student needs
being net in my
building?

Referral: Improvement
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2.0 REFERRAL: Improvement (continued)

---------- -------

Data Needed

. Interview parents.

. Community alterna-
tives available.

. Certifications.
. Assignments.
. Referring teacher.

. Volunteer.

Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

. Interview parents and . Create appropriate

family for interventions service option for

used at home. student.

. Ongoing review of
progress in mainstream.

. Review of certification, .

class assignment, and .

teaching recores.
. Informal staff survey.

, TAT trained.

Student progress
data for all
students In the

building.
Attendance data.

. Critical incident
log for behavior.
Description of
LEA's alternative

programs.
Attendance records.

. Review of warning
slips.

. Student progress and
attendance data compiled
and graphed monthly or

periodically.
Critical if :idence log

for behavior kept and

reviewed monthly or

periodically.
. LEA, state, and

national alternative
program review.

. Curriculum-based
measurement reports.

Record of referrals.
Team effectiveness.

. Search for resources
within and outside
of building.

. Negative change in

behavior.

Team of regular
education teachers.
Team decision with
local guidelines.

. Comparison of student
demographics and needs
with existing building

Programs.
Teacher's evaluation.

Data from testing.

Student educational
needs being net in
building whenever

possible.
LEA and school

guidelines.

. Compare attendance,
discipline, grade-
level information
with regular educa-
tion population.

Staff unfamiliar with
student needs and

Performance.
Staff responsible for
unreasonable number
of students.
Staff unable to
generate interven-

! tion ideas.

Student educational
needs unmet despite
current building

alternatives.
Staff not using
alternatives from
outside the build-
ing, such as dis-
trict, coop, or

community.
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1

Key Decision maver Fojestions

2.5 Special Education Director

2.5.1 Are appropriate
numbers and types of
referrals being made?

_
-

What are the general
education progress
trends and how are
these affecting
special education
referral?

2.0 REFERRAL: Impmvement lcontinupd)

Data Collection
Data Needed Procedures

. Current reports on
referrals listing
Dumber, by whom,
when referred.

List of those who
qualified for
special education.

. List of students not
qualified for special
education.

. Compiled regular
education student
data.

. National trends.
. General comments
of principal.

. School administra-
tion.

2.5.3 Are the LEA's

established referral
procedures and
criteria being
implemented?

Referral data compiled
moothly by hand or
computer.

Meetings with building
principals.

. measures established

and taken periodically
for all students.

Literature review.
. Use administrative coun-
cil to discuss trends.

. Copy of LEA . Compile referral data
referral Policy and monthly or periodi-
procedures. cally.

. Current reports on
referrals and
decisions.

2.5.4 who should serve on
the referral team?

Referral: Improvement
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. Staff
qualifications.

. Referral team
members.

. Referring teacher.

. Review staff licensure,
teaching record, time
commitment, current
class assignments.

. Staff volunteers.

Lvaluati,,
Procedures

Data compared to
expected levels of
referrals based on
national, state
'Icidence fioures.

Analyze those who
do not qualify.

. General education

trends compared to
assessment referral
trends to determine
relationship.

Compare current
referral practices
with LEA policy
and procedures.
Interview staff.

. Compare student
assessment data and
referral records with
staff list.

Standards Applied

. State/national
incidence figures
adjusted for local
idiosyncrasies.

. Other buildings in
LEA or coop.

. Proportion of general

education student's
referral for assess-
ment remains fairly
constant, regardless
of general progress.

. Local referral
policy/procedures.
Coop guidelines.

. Federal regulations.

. State rules.

. Local referral
procedures.

221

Red Flags

. Referrals surpass/
fail to meet (fall
significantly below)
expected level by
given percent.

. Frequent referrals
from same source.

. Too many non-

qualifying referrals.

. Inadequate
interventions.

No interventions
developed.

. Procedures not being
used to specifica-
tion.

. Policy/procedures
no longer reflect
LEA needs.

. Staff unavailable for
SST meetings.

. Lack of staff to
serve on SST for
students with low
incidence handicaps.
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2.0 REFERRAL: Improvement (continued)

Key Decision Maker Questions
Data Collection

Data Needed Procedures
b;aluation
Procedures Standards Applied Red Flags

2.5 Special Education Director

. Administration not
providing time for
referral meetings.

. Referral team unable
to agree on proce-
dure.

2.5.5 Is the team making . Acceptance/rejec- . Compile and chart . Compare data with National, sate, Acceptance rates or
appropriate decisions? tion of referrals. program acceptance and expected number of local incidence rejection rtes too

. Characteristics of rejection rates by SST, referrals based on rates. high or low based on

students accepted. building. national, state, Local referral national, state, and
. Characteristics of local incidence rates. criteria. local incidence

students rejected. , Compare data with . Review child count rates.

local referral and incident rate . Referral decision
criteria. data. disregard local re-

ferral criterion.

2.5.6 Are referral proce-
dures in compliance
with state and
federal law?

2.6 State Education Agency

2.6.1 Are referral
procedures in
compliance with law?

. Referral procedures. . Review LEA policies

. Program entrance/ and procedures.
exit criteria.

. Coop referral policy
and procedures.

. Referral procedures. . Review application.

. Copy of notice form . Review TSES documenta-
sent to parents tion.

prior to change in
the student's educa-
tional placement.

Referral: Improvement
July 1986

222

. State monitoring and
TSES documentation.

. Internal monitoring.

. Interview staff.

. Due process proce- , . Noncompliance.
dares are used when
1,ferrind source is
parent or teacher.

. State monitoring
process.

. Internal monitoring.

Due process proce-

dures are used when
referring source is
parent or teacher.

223

Noncompliance.
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Key Decision Maker Questions

3.0 ASSESSMENT: Improvement

Data Collection
Data Needed Procedures

Evaluotion
Procedures Standards Applied Red Flags

3.1 Regular Education Teacher

Decision making at team level in this stage.

3.2 Special Education Teacher

Decision making at team level in this stage.

3.3 StuclerIwt"*m

3.3.1 What information on . Analysis of
the child was re- student screening
vealed in the information.
screening process? . Assessment data.

. Attendance data.

. Teacher/parent

conference report.

3.3.2 What areas of the
student's func-
tioning should be
stressed?

. Written comments. . SST discussion of . Review and comment. . No discussion.

. Use a checklist. screening data. . Team consensus. . Scattering of

. Oral comments. . Screening procedures. . Special education scores.
. Checklist. coop. ,. Incomplete infor-

motion.
. No screening
data available.

Data on student's . Record review.
current functioning. . Teacher interview.
Teachurs' reports. . Parent interview.
Parent's perceptions.. Student interview.
Entrance crit la for
all programs/services.
Cum folder review.
Health history.

Compare recommended Necessary assessment . Areas assessed
areas for assessment done to determine unnecessarily.
with information cam- programming needs. . All areas of
piled from student Team consensus. concern not
records, interview, assessed.
and LEA policy. Teacher/parent not
Consult with other consulted on assess-
agencies, if apprc ment needs.
priate. All students given

same assessment
battery.

Lac+, of consensus
in gawp.

Assessment: Improvement
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Key Decisr..n !taker Questions

3.3 Student Support Team

3.3.3 what assessment

instruments should
De used?

3.3.4 who should conduct
which part of the

assessment?

3.0 ASSESSMENT: Improvement (continued)

Data Collection Evaluation
Data Needed Procedures Procedures

. Available
instruments.

. Reccamended and
appropriate uses
of instruments.

. Instruments used
currently by SST.
LEA assessmeNt.s.

. List of standard-
ized measures with
descriptions.

. Review instruments

available through
LEA, regional, or
other agency offices and
their recommended uses.

. Compile list of assess- .

ment instruments used
by SST.

. Collect lists of referred
students and assessment
instruments used with .

each.

Review other instruments .

to update list.

Compare student
assessment needs with
available instruments
to determine appro-
priateness.
Periodically compare
student referral and
recomaended assessment
with actual assess-
ment instruments used.
Professional agencies

evaluation of tests.
Supervisor to discuss
instruments with staff.

Standards Applied

. Reliability and
validity o tests.

. Availability of
properly trained

Person to Mministr,
instrument.

. Assessment trans-

lates directly to
programming goals.

. LEA standards.

Peo Flags

Appropriate instru-
ment: unavailable.

. Majority of students
given same as-
ment regard). ,f

suspected 0 lity
or recommenbations.
Teachers

better
assessment tools.
Lack of properly
trained people to
administer tests.

. Credentials/exper-
tise of staff
members.

. Available low inci-
dence resource
persons.

. Outside specialists.

. Review LEA, regional
staff for potential

evaluators.

. Compare child assess-
ment reeds with

available staff and
resources.

. Assessments

administered by
properly trained
person.

. Observations of
testers ability
to test.

Staff not available
to assess low inci-
dence handicaps.
Staff performing

assessments without
proper training.
Backlog of
assessments.
Incompetent staff
testing.

3.3.5 How should the . Reporting formats.
assessment data be . Integration data.
interpreted and . Exit criteria for
used? all programs and

services.

. Entrance criteria
for all programs
and services.

. Assessment reports.

. Review assessment in-

struments reporting
formats and integrate
data.

. Interview teachers,
parents, other service
providers about infor-
mation which would be
most helpful to them in
day-to-day Programming.

. Examine assessment

instruments reporting
format for simplicity
and interpretability.

. Compare available

assessment information
with information needed
by service providers
and parents.
Compere progress with
learner characteris-
tics based on criteria.

Reporting formats
are easily under-
stood.

Assessment informa-
tion with and used
by staff to make
programming decision

. State guidelines for
developing entrance
criteria.

s.
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Assessment informa-
tion not useful to
service providers
or parents.

Data collection and
reporting mechanisms
too cumbersome to
use.

Entrance criteria
results in mis-
placement of
students.
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3.0 AK,PSSMENT: Improvement (continued)

Key Decision Maker Questions Data Needed
Date Collection
Procedures

Evaluation
Procedures Standards Applied Red flags

3.5 Student Support Team

. Task force of service
providers to establish
criteria.

. Review of cumulative
folder.

. Assessment information . Exit criteria.

provides focus on . Staff evaluation of
specific areas of need. format.

. Examine reporting , Best practice.
formats developed by

others.

3.4 Principal

3.4.1 Are legal requirements . Evidence provided
being met for students by SED (see below).
in my building? . Timelines.

. Parental permission
forms.

. Confidentiality of

records process.
. Entrance criteria.

. (Responsibility of SED)

. Periodic update from
SED.

, Updates from state on
legal requirements.

. Review testing time-

lines.

, (Responsibility of
the SED).

. Compare data with

peers.

. Assessment manual
available to build-
ing administrators.

. Special Education
Compliance Manual.

. Coop regulations.

. Noncompliance in due

process procedures,
assessment proce-

dures, or timelines.

. Confidentiality of
records process not

followed.

3.5 Special Education Director

3.5.1 Who should comprise
the assessment team?

Staff credentials.
Current assessment
commitments.
Available low inci-
dence and other
specialists.
Names of possible
evaluators.

. Compile list of dis-
trict, regional staff
for potential evalua-
tors.

. Develop data base of
local, regional, state
staff (health, social
services, education)
available for assess-
ments.

. Compare student
assessment needs with
available staff
resources.

. Periodically compare
staff credentials/
expertise with assess-
ment instruments used
by each.

. Review number of
requests for outside

evaluations.

Special Education
Compliance manual.
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Staff '.unavailable to

ass!.-s; 17o IwAdence
nandrAeped.
Backly, asess-
freqts

. Staff per'-,rming
olthOUt

CrOCA!r t:al,Ing.

A',5e5Sm*r,t '7A'0

appropriate.
Assess-en!

currn,-11,
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Key recision maker Questions

3.5 Special Education Director

Data Needed

3.0 ASSESSMENT: Improvement (continued)

Data Collection
Procedures

. Create list of current
staff time commitments.
Compile review of dis-
trict assessment prac-
tice -- who is conducting
them and what assessments
are being used?

Evaluation
Procedures Standards Applied Red Flags

3.5.2 What are the . List of assessment . Review currently used . Compare assessment

giidelines for instruments. assessment instruments, instruments used in

use of assessment . Validity, reliabil- validity, reliability. LEA with professional
instruments? ity information for . Lead teacher council standards for

each instrument. discussion. validity, reliability.

. Curriculum data base. . Local norms.

. All assessment
instruments suf-
ficiently reliable
and valid for
students being
tested.

. Inadequate reliabil-
ity or validity
documented.

. Test with cultural
bias.

3.5.3 Are instruments . Student assessment
being used properly? records.

. Information on rec-
commended use of

assessment
instrument:

. Staff assessment

practices.

Assessment Improvement
July 1986

Assemble and review
LEA assessment
instruments.
Systematic and periodic

review of student
assessment records.
Observation of test
administration.
Staff survey about
test use.

230

. For each assessment
instrument used in
LEA, compare
reoymnended use,

validity, reliability
with current use and
interpretation of
results on randomly
selected cases.

All assessment
instruments being
used as directed
it corresponding

test manuals..

Curriculum based.

Tests being used for
purposes other than
those recommended
by authors.

Not using total
test instrument.

231
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3.0 ASSESSMENT: Improvement (continued)

Key Decision Maker Questions Uata Needed

Data Collection
Procedures

Evaluation

Procedures Standards Applied Red Flags

3.5 Special Education Director

3.5.4 Does the assessment
procedure used
identify students
who need special

education services?

. Special education

student data.
. Regular education
student data.

. Create data base of
regular and special
education students,
programed to track stu-
dent progress, monitor
all students referred
for assessment.

. Curriculum-based measures.

Compare characteris- . National, state,

tics of referred and local incidence

served vs. referred rates.

and not served for
possible test bias and
instrument appropriate-
ness.

. Over or und%r iden-
tification or handi-
capped based on
expected incidence

rates.

L

3.5.5 Do assessment
procedures follow
legal requirements?

. Written assessment
procedures.

. Evidence:

- of written
parental consent.

that assessment
is completed before
placement.

- that assessment takes
place within 30 days
of parental consent.
of use of nondiscrim-
inatory assessment
materials.
that valid test
materials are admin-
istered in child's
native tongue by a
qualified person.

- that more than IQ test
is administered.
that existing impair-
ments have been taken
into account.

- that no single procedure
is solely basis for
judgment.
that assessment was
administered by team.

. Review application.

. Review TSES documenta-
tion.

. Record review.

. Staff interviews.

Team report.

. Internal monitoring.

. External monitoring.
. Special Education
Compliance MarJal.

. Noncompliance
citations.

. Discrepancies in

TSES practice and
standards.

. Parent complaints.

Assessment: Improvement

July 1986
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ye, Decision 4aker Questions Data Needed

3.D ASSESSMENT: Improvement (continued)

Data Collection Evaluation
Procedures Procedures Standards Applied Red Flags

3.5 Special Education Director

- that assessment was

administered so that all
areas related to problem
are reviewed.

- that assessment was admin-
istered at child's school.

- that resources for

assessment outside
the LEA are used when
needed.

- that at least one
team member, other
than regular educeion
teacher, observes LD
student.

- that LD report was
written.

- that reassessment is
completed within 30
days of consent or
after the 10-day
waiting period lapses.

- that Independent

evaluations are con-
sidered by the LEA.

- that all due process
procedures have been
followed as they
relate to assessment.

3.6 State Education Agency

3.6.1 Do assessment
procedures nllow
legal requirements?

. Written assessment

procedures.
. Evidence:

- of written

parental consent.
- that assessment

is completed be-
fore placement.

. Review application.

Review TSES documenta-
tion.

. Record review.

. Staff interviews.

. Internal monitoring. . Special Education . Noncompliance

. External monitoring. Compliance Manual. citations.
. Discrepancies in

j TSES practice and
I standards.

Assessment: improvement
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3.0 ASSESSMENT: Improvement (continued)

Key Decision Maker Questions
Data Collection

Data Needed Procedures
Evaluation
Procedures Standards AppUed Red Flags

3.6 State Education Agency

- that assessment takes place within 30 days of parental consent.
- of use of nondiscriminatory assessment materials.

- that test materials are administered in child's native tongue
by valid and qualified person.

- that more than IQ test is administered.
- that existing impairments have been taken into account.
- that no single procedure is solely basis for Judgment.
- that assessment was administered by team.
- that assessment was administered so that all areas related to

problem ate reviewed.
- that assessment was administered at child's school.
- that resources for assessment outside the LEA are used

when needed.

- that at least one team member, other than regular education
teacher, observes LD student.

- that LD report was written.

- that reassessment is completed within 30 days of consent or
after the 10 day waiting period lapses.

- that independent evaluations are considered by the LEA.
Copy of statement of procedural safeguards or parental rights
for assessment.

Copy of the description of classroom observation procedures used
to assess suspected learning disabled.
A sample form for classroom observation of suspected learning disabled.

List of standardized assessment tools for suspected learning disabled.
Copies of non - published or modified assessment tools.

. Copy of LD written report form.

List of students whose parents have, during the past two years, requested
the LEA pay for an independent assessment; include action.
Copy of Program Entrance Criteria.

. Copy of Program Exit Criteria.

. List students by building whose parents refused permission for initial
assessment.

Assessment: Improvement
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4.0 INNVIDOAL PRO RAN PLANNING: Improvement

Key Decisicn Maker Westions Data Needed
Data Collection
Procedures

Evaluation

Procedures Standards Applied Red Flags

4.1 Regular Education Teacher

Team planning at this point in the decision process.

4.2 Special Education Teacher

Team planning at this point in the decision process.

4.3 Student Support Team

4.3.1. What is the student's Demonstrated per-
current level or formance in :lie
functioning? areas of:

- behavior.

- affective.
- sensory.
- cognitive.
- interpenonal.
- physical.
Standeraized testing.
Social/emotional
profiles.

. Observations.

Written comments.
. Consider parent
expectations.

. Test data.

Health records.
Teacher interviews.

. Review cum folder.

. Compare student

results with child
development theories.

. LE( expectations.

. Compare age and grade
placement with peers.

. Child development

theories.
. Learning theories.

. National and local
norms.

. Professional
judgment.

. NO data in one or

more areas.
. Inconsistent data

on student.

. Outdated data.

4.3.2 What skills and . Realistic short . Written expectations. . Compare student's . Reasonable and
behaviors must the term expectations. . Record teaching learning rate and consistent
student attain prior . Student's learning methods. learning style with expectations.
to the next periodic style. . Record student's periodic review dates.
review? . Date of next

periodic review.

learning style. . Compare student

prosress with
written expectations.

Individual Program Planning: Improvement
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. No statement of
expected skills or
behaviors on IEP.

. No clear statement
of current level
of functioning.
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Key maker Questions Data Needed

4.0 INDIVIDUAL PROGRAN PLANNING: Improvement (continued)

4.3 S',1ert Support Team

4.3.3 0-at are student's Student's functional
::,ng and short term skill needs.
-ee1s to function Assessment data.
socropriately and/or Summary of referral
:-(3e4)enuently in his and/or assessment

ner environment? data.

Functional living
skills.

Written statements
of performance at
tasks.

Data Collection

Procedures

Teacher observation.

Parent observation.
Normal functional
living skills test.

Evaluation
Procedures Standards Applied Red Flags

. Compare student's

function skill level

to functional skills
required for more
independent living.

. Compare curriculum
and performance.

4.3.4 weat are appropriate

goals and objectives
f,7:: the student?

. Assessment data.
Framework for

matching goals and
objectives to
student character-
istics.

Review student file.
Develop LEA framework
for matching goals.
Review/revise existing
framework.

Match learning styles
to a program.

Plug individual stu-
dent characteristics
into framework.
Match learning styles
to a program.

. Functional skills.

. Federal and state

norms.
. Curriculum -based

measurement.

No written state-
ment of student's

needs.
Not related to
skills needed out-
side of school.

. Goals:

- eIe functional.
- are age - appropriate
- are based on

student need.
- further student's

11filtrei,j;:tZ in
regular education
and community.

Needs:
- match goal framework
- are relevant.

- are understandable.
- are measurable.
- are behaviorable.

- are achievable.

Negative change
in behavior.

Negative teacher
or parent reaction.

Parent refuses to
sign IEP.

4.3.5 what services must . Co:Itinuum of
be provided to the placements.
swdent to meet the . Student goals.
goals and objectives? . List of support

services.

Individual Program Planning: Improvement
July 1985

2 .1

. Review related and
support services in
LEA, region, End state.
Review student goals.

. Compare existing
services with
student needs.

. Compare existing

services with LRE
state and federal
guidelines.

Services provided
in home school or
LEA wherever
possible.

. Services provided
in least restrictive
environment.

. Existing services

do not meet student
needs.

Students served
in segregated
facilities.
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4.0 IhOIVICUAL PROGRAM PLANNIhr4 Improvement (continued)

Key Decislcn Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

4.3 Student Support Team

. list of related

services.

4.3.6 How should the student . Student age and
be involved in plan- interest.
ning his/her program? . Student interview.

. Parent conferences.

4.3.7 Have provisions been
made for planned
interaction with
nonhanoicapped
peers?

. Compare student needs
with nonexisting

services.

Student IEP.
Number of IEPs with
planned interaction
with nonhandicapped
students specified.
Reasons why, by whom,
and where IEP services
are provided.
Discussions with
special education
teachers on new their
students are main-
streamed.
Amount of time on
IEP for students who
are to he mainstreamed

. Confer with student
and parents.

. Wear with teachers.

. Survey students in
current special
education programs
for input on how they
would like to be
Involved.

. Parent surveys.

. Ask student to con-
ference.

. Special Education
Compliance Manual.

. Special Education
Coop Manual.

. NO students parti-.
cipate in SST
plannings.

. Students unsatis-
fied with type of
irput they have in
their programs.

. Parents asking to
have services
terminated.

. Compile local education Review local education
agency IEPs. agency IEPs, noting

number of IEPs specify-
ing interaction with
nonhandicapped peers.
Conference with
mainstream teachers.

Individual Program Planning: Improvement
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. All students re-
ceiving instruction
in self-contained
must have provisions
for nonhandicapped

interaction.
. All students served
In integrated regu-
lar schools with
agamates.

243

. Planned interactiun
not cited on IEPs.
Students served in
segregated sites.
Students served in
sites with non-
agemates (i.e., 17-
year -olds being

served in grade

school settings).

4-3



Key Ce.:Ision maker QUestions

4.3 Student Support Team

4.3.8 Does the IEP contain
a mechanism for on-
going accountability
to insure the child

is progressing in
his/her program?

4.0 INDIVIDUAL PROGRAM PLANNING: Improvement (continued)

Data Collection Evaluation
Data Needed Procedures Procedures Standards Applied Red Flags

. Evidence treat the . Compile local education . Review contents of . State rules. Incomplete IEPs.annual gals: agency IEFs. IEP. . Federal regulations. . Parental concerns- are directly re- . Compare to examples Best practice with lack of
lated to the
present level of
educational per-
formance and/or
each priority
deficit area.

of ideal IEPs. . Coop guidelines. student progress.

- can reasonably be
expected to be
accomplished by
the handicapped

student within one
calendar year.

- state the direction

of desired behavior
change.

- state clearly each
area of behavior to
be assessed.

- state in measurable
terms the present level
of behavior, and the
desired or anticipated
level.

- state the specific
resources to be utilized
in achieving the goal.

. Evidence that the short
term objectives:
- relate directly to or
flow from an established
annual goal.

- are measurable, inter-
mediate steps between
the present level of
performance and the
anticipated goal.

- serve as a basis for
developing the more
detailed instructional
plan for the student.

_
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4.0 INDIVIDUAL PROGRAM PLArNINGy Improvement (continued)

Key Decision maker Questions
Data Collection

Data Neeoed Procedures
Evaluation
Procedures Standards Applied Red Flags

4.3. Student Support Team

- state clearly and
specifically in observ-
able terms the talk .(or

behavior) to be per-
formed or exhibited.

- state the conditions
or circumstances of the

performance or remediation.
- state the standards or

level of performance
which the student is
expected to achieve.

- provide a record or base
for in evaluation.

- state timelines for
meeting objectives.

- state person respon-
sible for each objective.

4.3.9 Does the IEP include . Regular education . List child's daily . Compare daily
a listing of all services. schedule. schedule with IEP
services the student . Special education service provided.
receives? services.

. Related services.
. Support services.

4.3.10 which staff member . Staff qualifica- . Review staff records. . Compare staff qualifi-
should deliver the tions. . Review all service cations, assignments
services specified? . Staff class

assignment.
provider records. with student needs.

. Listing of qualified

persons available
outside staff.

Individual Program Planning: Improvement
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. Best practice. . Incomplete lists of
student services.

, Mismatch between
IEP services and
daily schedule.

. State licensure , Student's needs

requirements. cannot be met
through existing

staff.
. Student -lot receiving

help are '_o no one
being licensed.
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vey fAJ r Questions Data Needed

4.0 INDIVIDUAL PROGRAM PLANNP Improvement (continued)

4.3 Student Support Team

4.3.11 with mainstream

students, how are the
content area teachers
adapting teaching
style and materials to
the student's learning
styl. and levels?

Listing of modifi-
cations for Level
Two services.

Interview Level Two
case managers.

Data Collection
Procedures

Evaluation
Procedures

. Review adapted

materials and lesson
plans.

. Compare teacher lesson
plans and materials
to each mainstream
student.

4.3.12 mom should the team
conduct its met:ngs?

. Team input.

. Information on
team building.

. Feedback on tear,

effectiveness from
team members.

Process observations
notes from team
meetings.

Informal survey of SST,
. Literature review on
how to conduct meetings.

. Train a process
observer.

4.4 Principal

4.4.1 Who should represent

regular education in
tip program planning
process?

. Staff involved in
the case.

. Staff qualifica-
tions.

. Staff relationship
to student.

. Periodic survey of
SST to determine
perceptions of group.

. Parent survey of team
meetings.

. Feedback from process
Observer knowledgeable
about team process
and meetings.

Standards Applied Red Flags

. Reading and math
levels of the student

. Writing skills of
student.

. Speaking skills of
student.

. Best practice in

effective meeting
management.

Observe team meetings
in other buildings
Or LEA.

. Feedback from staff.

. Inservice team on
conduct.

No evidence of
content area teacher
adaptation.

. No evidence of in-
service to meet main-
stream teacher needs.

. High incidence of

retention.
No evidence of spe-
cial education
teacher working with
regular eubcation
teacher to adapt
materials.

Inattendance at
meetings.,

. Parents not involved.
. Uncooperative team.

. Decisions made with
little thought or by
one person.

. Unproductive meetings

-- too long or too
short.

. Review program staff,

class assignment.
. Review referral forms.

. Match appropriate

Personnel with
student's program.

Individual Program Planning: Improvement
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. Federal and state

requirements.
. Coop guidelines.
. LEA guidelines.

Staff unfamiliar with
student's needs.

Staff responsible for
unreasonable number
of students.

. Reassignment of stu-
dent to another
classroom.
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4.0 INDIVIDUAL PROGRAM PLANNING: Improvement (continued)

Key Decision Maker Westions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

4.4. Principal

4.4.2 Are en designated
members of the team
in attendance and
participating in the
IEP decision process?

. Attendance records.
. Team discussion

records.

. Review staffing
form.

. Minutes of referral
reviews.

. Review minutes from
meetings.

Health records.
. Log of information on

student.

. Compare regulations
and rules with mem-
bers in attendance.

. Compare with local
guidelines of
involvement in case
under study.

. Federal and state
requirements.

. LEA guidelines.

, Decisions without
team input,

. Continual reschedu-
ling of meetings.

4.4.3 Are written results . Records in student's . Review student's due
of all annual and
periodic reviews

kept on file and a
copy sent to the
parents?

due process file. process file.
. Evidence that . Ask parents.

parents were sent
a record.

4.4.4 Are the names of all . Records from IEP Review IEP.
persons, their titles in due process
or positions who file.

participated in the
team meeting stated
on the IEP?

4.4.5 Ones the LEA conduct
a team meeting to
review the student's

IEP and mvise its
provisions, when
necessary?

. Compare files records Federal and state
with requirements. requirements.

. Compare LEP with
members in attendance.

. Records of IEP
meetings.

. Log all IEP meet-

ings through case
managers.

Individual Program Planning: Improvement
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. Number of students
who have a record of
IEP review meetings.

Compare number of

review meetings
with expectations.

. Compare periodic review
results to required
change in services.
Contact previous school
when students transfer.

Monitoring
complaints,
Incomplete copies

of records and
reports to parents.
Inconsistencies in
student's we
process file.

. Federal and state . Incomplete section
requirements. on IEPs.

Local norms and
expectations.

. 'c records of IEP
review team
Teetings.

. Transfer students
without complete
!eCnrCIS.

1_
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4.0 INDIVIDUAL PROGRAM PLANNING: Improvement (continued)

Key Decision Maker Questions Data Needed

4.4 Principal

4.4.6 Is a periodic review
held at least once a
year by the people
directly responsible
for implementing the
IEP?

4.4.7 Are 12-month

follow-up reviews
held on students
whose service has

been discontinued?

4.4.8 Is regular education
staff adequately
trained to manage the
needs of the student
in the mainstream to
the extent the IEP
calls for mainstream
programming?

. Quarterly log
records of periodic
reviews.

. Records of service
providers in attend-
ance at periodic
reviews.

Data Collection
Procedures

. Spot check periodic
reviews and IEPs with
service providers
listed.

. Records of follow- . Number of students

up reviews. whose service has
. Follow-up review been discontinued.
procedures. . Evidence of follow-up

. Record of observation reviews.

to assure success.

. Record of regular
education staff
training in special
education concerns.

. Staff areas of weak-
ness or concern.

. Student records.

. Mainstream teacher
survey.

4.4.9 Is the special . Students in Level

education teacher Two.

giving support to . Schedules of
the regular special teachers.

education teacher?

Individual Program Planning: Improvement

July 1986

Conduct needs assess-
ment.

Review staff records.
Discussion with main-
stream staff.

Evaluation
Procedures Standards Applied

. Note dates of periodic
reviews.

. Match service
providers with those
Who are in attendance
at meetings.

Red Flags

. Federal and state
requirements.

. LEA guidelines.

. Local case manager
guidelines.

.. Match follow-up Federal and state
reviews to students
whose service has
been discontinued.

. Adapted materials and

lesson plans to accom-
modate Level Two student
Survey regular
education teachers.
Survey special

education teachers.

Compare regular staff
inservice with actual

practice.
Compare how students
are d;:ir,y in main-

stream class.

. Compare regular
education teacher and

. special education
teacher survey results.

Satisfaction with
progress of Level Two
students.

renuirements.
. Local guidelines.
. Local case manager

follow-up guidelines.

. Lack of timely
periodic reviews.

. Service providers
absent from
periodic reviews.

. No 12-month follow-
up reviews.

. Inadequate reviews.

. Regular educators
sufficiently trained
tc work with handi-
apped students in

mainstream environ-
ment.

Staff evaluations/
classroom observa-
tions.

Provide training
to staff.

. Best practice.

. Observe exemplary
teachers in other
LEAs.

Staff unwilling to
reasonably accommo-
date handicapped
students.

. Staff background in
special needs
children inadequate.
mainstream students
not succeeding in
regular classroom.

. Teacher complaints

about meeting needs
of Level Two students
without special

education support.
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Key Decision Maker Questions

4.0 INDIVIDUAL PROGRAM PLANNING: Improvement (continued)

Data Needed
Data Collection
Procedures

Evaluation

Procedures Standards Applied Red Flags

4.4. Principal

4.4.10 Are legal require-
ments being met?

. Evidence provided

by SED (see below).
. Fill out forms

required periodi-
cally by SED.

. (SED responsibility). . (SED responsibility).

. Periodic review with . Meet the inservice

SED. needs of the staff.
. Establish correction
procedures.

4.5 Special Education Director

4.5.1 Under what conditions
should given place-
ments be made?

. Criteria for place- . Review LEA policy.
ment in each level . Review caseloads.
of the continuum of
services.

. Entrance criteria
for each program
disability.

. Special Education
Compliance Manual.

. Coop guidelines.

. Use this manual.

. Noncompliance

citation.

. Compare student
capabilities and needs
with available program
options.

. Student placed in
least restrictive
environment.

4.5.2 Are IEPs being written

appropriately?
. IEPs for all

students.
. LEA local education
agency.

. Review central office
IEP files.

. Lead teachers review
IEP files and report

to SED.

. Sample IEPs and
compare with LEA
standards.

. Peer evaluations.

. Continuum of
services not
available for
all handicaps.

. Continuum of
services not
appropriate.

. Special Education . IEPs fall below
Compliance Manual. standards.

. Best practice -- . Parent complaints.

see resource section
of this manual.

4 5.3 Are program planning
meetings being con-
ducted appropriately?

. Meeting agendas,
minutes.

. Procedures foi
r.eeting in place.

Individual Program Planning: Improvement
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. Review central office . Periodic review of
file copies of IEP minutes.
meeting minutes. . Review group process

. Parent questionnaires. dynamics.

. Observe IEP conferences.

. Attendance by all . IEPs fall below
members. standards.

. All members parti- . Parent complaints.
cipete equally.

. Group consensus is
valued and reached.

. Group develops high
quality appropriate
student goals.

255
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4.0 INDIVIDUAL PROGRAM PLANNING: Improvement (continued)

Key Decision Maker Questions

Special Education Director

4.5.4, Are legal require-
ments beirg met?

Data Collection
Data Needed Procedures

Evaluation
Procedures

. Evidence that: . Review application. . State monitoring.
only eligible . Review TSES documen- . Internal review,
students are served. tation . Peer monitoring.
placement decisions , IEP review.
made by knowledge- . Record review,
able team based on . ibestionnaires.
information from a . Interviews.
variety of sources
which is documented.
appropriate persons
comprise team.

- attempts are made to involve parents.
- LEA staff hours flexible enough to accommodate parents.
- IEP5 are developed for each student served.
- IEPs are in effect in a timely manner.
- parental consent is obtained,
- parent has IEP copy.
- due process procedures are followed.

- right to free, appropriate education policy is in effect.
- LEA has appropriate program for all eligible handicapped children.
- preschool is available to handicapped child.
- parents bear no cost.
- programs available to nonhandicapped also available to handicapped.
- extracurricular activities available to handicapped.
- PE available to handicapped.

4.6 State Education Agency

4.6.1 Does the LEA's
program planning

process comply with
legal requirements?

. Evidence that: , Review application.
- only eligible stu- . Review TSES dccumenta-

dents are served. tion.
- placement decisions

made by knowledgeable
team based on infor-
mation from a variety
of sources which is
documented.

Individual Program Planning: Improvement
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Standards Applied Red Flags

. Special Education
Compliance Manual.

. Noncompliance.

. Discrepancy between
TSES practice and
standard.

. Internal monitoring. . Special Education . Noncompliance.

. External monitoring Compliance Manual.
process.
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Key Decision Maker Q.iestions

4.0 poll/plot PROGRAM PLANNING: Improvement (continued)

Data Collection

Data Needed Procedures

Evaluation
Procedures Standards Applied Ped Flags

4.6 State Education Agency

- appropriate persons comprise team.

- attempts are made to involve parents.
- IEPs are developed for each student served.

- IEPs are recorded.
- IEPs are in effect in a timely manner.

- parental consent is obtained.
- parent has IEP copy.

- due process procedures are followed.

- right to free, appropriate education policy is in effect.

- LEA has appropriate program for all eligible handicapped students.

- preschool is available to handicapped child.

- parents bear no cost.

- programs available to nonhandicapped also available to handicapped.

- extracurricular activities available to handicapped.

- PE available to handicapped.
- lists of eligible students not receiving special education.

- copy of notice form sent to parents regarding team meeting',..

- copy of IEP form.
- copy of periodic review form.
- ropy of notice form sent to oarents prior to initiation of

special education services.
- copy of notice form sent to parents to change educational placement.

- list students by building whose parents refused initial placement.

1

Individual Program Planning: Improvement
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Improvement

Key Decision Maker Questions Data Needed

5.1 Regular Education Teacher

5.1.1 What curriculum
would best meet the
student's needs?

. Assessment data.

. IEP.

. LEA policy.

. List student suc-
cesses and failures
with curriculum.

Data Collection
Procedures

Procure and review
needed documents,

Evaluation.

Procedures Standards Applied

. Compare program
recommendat .)In with

available curricula,
instructional en-
vironments, and wthods.

. Teacher observation
of daily lessons and
student's behavior in
relation tc delivery.

Curriculum and
instruction is:
- age-appropriate,
- functional.
- provided in natural
environments.

Close conrunication
between the main-
stream teacher and
the special education
teacher.

Red Flags

Age-inappropriate
activities,

materials.
No community-based
instruction for MR

students.
. Activities not
related to student's
functional needs.

. Lack of appropriate
equipment and
materials.

5.1.2 What curriculum
modifications are
needed?

Assessment data.
IEP.

. LEA policy.

Student's behavior
in classrooms,
Student feedback in

relation to knowledge
gained or skills
being learned,
Teaching methods.

Instructional Dolivery/Programs Improvement
July 1986
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Procure and review
needed documents.

. Teacher observation.

. Student records.
Review medical records.

Compare program
recommendation with
available curricula,
instructional en-
vironments, and methods.

Curriculum and
instruction is:
- age-appropriate.
- functional.
- provided in natural

envirorments.
Child development
theory related to
specific handling of
mainstream student.

Age-inappropriate
activities,
materlals.
No community-based
instruction for mP
students.
Activities not
related to student's

furctional needs.
tack of appropriate

equipment and
materials.

Student failing in
mainstream classroom.
t4o grouping witn

other students.

261
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5.0 INSTRUCTIONAL DELIVERY /PROGRAMS: Improvement 'continued)

Key Decision m*.r T)Jestions Data Nee'

5.1 Regular Education Teacher

5.1.3 Where and how should
instruction take
place'

Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

. Assessment data.

. IEP.

. LEA policy.

. Classroom records.

. Periodic student
testing results.

. Procure and review
needed documents.

Compare program . Curriculum and
recommendation with instruction is:
available curricula, - age-appropriate.
instructional en- - functional.
vironments, and methods.
Student feedback.

- provided in natural
environments.

. Effective use of

appropriate support
personnel; e.g.,
management aide, etc.

. Communication with
special education
teacher and other
support personnel..

Age-inappropriate
activities,
materials.
No community-based
instruction for MR
students.
Activities not
related to student's
functional needs.

Teacher/student
ratio does not
meet student needs.

5.1.4 what instructional/

therapeutic methods
woulI best meet this
student's needs?

. Assessment data.
IEP.

. LEA policy.

. Research in

learning styles.
. Diagnostic testing,

. Procure and review
needed documents.

. Parent interviews.

. Teacher observations.

. Health history.

Compare program

recommendation with
available curricula,
instructional en -

vircnments, and methods.
. Relate learning

theory to methods.
. Suggestions from
special education
teacher and support
personnel.

Curriculum and
instruction is:
- age-appropriate.
- functional.

- provided in natural
environments.

Effective use of
appropriate support
personnel.

Child development
theory related to
specific handicap of
mainstream student.
Communication with
special education
teacher and other

support personnel.

Age-inappropriate
activities,
materials,

. No community-based
instruction for MR
students.

. Activities not
related to student's
functional needs.

. Negative change in
student behavior,
either emotional or
social.

Instructional TAlivery/Programs: Improvement
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Improvement (continued)

Key Decision Maker 4Jestions Data Needed
Data Collection
Procedures

Evaluation
Procedures

5.1 Regular Education Teacher

5.1.5 Is the student making , IEP objectives. Chart student progress. Periodically compare
adequate progress . Student evaluations . Goal attainment current student per-
toward the objectives? and progress data. scaling.

Regular corwminicaticn
with parent.

formance with baseline
and IEP objective and
criteria for success.
Solicit parental input.

. Solicit teacher feed-
back, library, music,
physical education, etc.

Standards Applied Red Flags

.

Expected progress
given student

characteristics.
Student progress
based on evaluations.

. NO student progress
on objectives.

. Objective criteria
set too high or low.

. Negative changes in
the student's behav-
ior, ooth social and
emotional.

. Inconsistent

progress.

5.1.6 Should the IEP be . Student progress Chart student progress. . Compare student
altered as it relates data. . Goal attainment progress with IEP
to the objectives I am IEP. scaling. goals.
teaching and how the
student is learning?

. IEPs accurately

reflect student's
current level of
performance and
programming needs.

. IEP not reflective
of student program.

. Student progress
faster/slower than
projected.

5.2 Special Education Teacher

5.2.1 What :urriculum

would best meet the
student's needs?

Assessmen' data.
IEP.

. LEA policy.

Curriculum alterna-
tives.

. Curricultsh uac.ed

content area examples.
Observation notes.
List student successes
and failures with
curriculum.

Procure and review
needed documents.
Written observation
comments from classroom,
teacher,

Interview students,
parents, and teachers.

. Compare program

recommendation with
available curricula,
instructional en-
vironments, and
methods.

Curriculum and
instruction is:
- age-appropriate.

functional.
provided in natural
environments.

opriate

Fivrogrsity-based
instruction for MR
students.

. Activities not
related to student's
eJnctional needs,
reacher /student ratio

does not meet student

. Lack appropriate
eii11xrent and
-aterials.

Instructional 0.livery/Programs: Improvement
July 1986
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5.0 INSTRUCTIONAL DELIVERY/PITOGRAMS:. Improvement (continued)

-I Questions

5.2 41e...:a1 E)...ation Teacher

5.2.2 ea' ,Jrriculum

-o,::.'.eations are

Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Rea Flags

. Assessment data.

. IEP.

LEA policy.
. Observations.
. Check with classroom
teacher to see
student's reaction
to materials.
Teaching methods.,

. List mate,ials
available.

Procure and review . Compare program
needed documents. recommendation with

. Observation records. available curricula,

. Interview all of instructional en-
student's teachers. vironments, and

. Interview parents. methods.

. Interview students. . Medical follow-up.

Curriculum and
instruction is:
- age-appropriate.
- functional.,

- provided in natural
environments.

Skill level appro-
priate.,

Function level

appropriate.

Age-inappropriate

activities,
materials.
No community-based
instruction for MR
students.

. Activities not
related to student's
functional needs.

. Student failing in
regular classroom.

. Not scheduling or
grouping with
other students.

5.2.3 e42: nd how

so,J1 ; instruction

take alace?

. Assessment data.

. IEP.

. LEA policy.

. Procure and review
needed documents.

. Compare program
recommendation with
available curricula,
instructional en-
vironments, and
methods.

Curriculum and
instruction is:.

- age-appropriate.
- functional.

- provided in natural
environments.

Least restricts.
environment.

Efficient/effective
use of support
personnel.
Accessible for
transportation.

Age-inappropriate
activities,
materials.
No community-based
instruction for MR
students.

. Activities not
related to student's
functional needs.

. Stude.t failing in
mainstream class-

5.2.4 what l'istructional/

$hi,r,inn.J'ic methods

wnii hest meet the
-t.Je,"s needs?

. Assessment dat:.
. IEP.

. LEA policy.

. medical information.

, Procure and review
needed documents.

. Compare program
recommendation with
available curricula,
instructional en-
vironments, and
methods,
Review case history.

. Medical follow-up.

Curriculum and
instruction is:
- age-appropriate.

- functional.
- provided in natural

environments.

Age-inappropriate
activities,
materials.

No community -based
instruction for MR
students.
Activities not
related to student's
functional needs.

Instructional , livery/Programs: Improvement
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Improvement (continued)

Key Decision Maker OUestions Data Needed

Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

5.2 Special Education Teacher

5.2.5 Is the student
making adequate
progress toward
the IEP objectives?

. IEP objectives.

. Student progress
data.

. Informal assess-
ments.

. Timed scores.

. Work completion
records.

. Work samples

. Check-off lists.

. Chart student progress.

. Goal attainment
scaling.

. Evaluation by class-

room teacher.
. Teacher noted behavior.

. Daily charting.

. Periodically compare
current student per-
formance with baseline
and IEP objective and

criteria for success.
. Compare visual and
auditory methods.

. Pre/post esting.

. Expected prog:ess
givan student
characteristics.

. No student progress
on objectives.

. C'ojective criteria

set too nigh or low.

. No stuoent motiva-
tion toward subject.

. No mainstream carry-
over of :,wills

learned by student.

. Truancy rate.
. No data to support
progress or lack of
progress

. Inconsistent progress

. Objective not age -

appropriate.
. Objective not

functional.
. Objective no longer

in least restrictive
envirnnment.

5.2.6 Should the IEP be

altered as it relates
to the objectives I
am teaching and how
the student is
learniog?

. Periodic informal

testing of student.

. IEP.

. Charting of student

skills.
. Samples of student

work.

Instructional Oeliverv/Programs Imorovnment
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. Chart student progress.

. Goal attainment
scaling.

. Conference notes with
other staff and parents.
Classroom progress
reports.

Interview regular
teachers.

. Compare student

progress with IEP
goals.

. Compare with previous
IEP.

. Compare attendance
with progress toward
IEP objectives.

IEPs currently

reflect student's
current level of
performance ano
programming needs.

. Local norms.

. IEP not refle:tive
of student program.
Student progress
faster /slower than

. Student's self-esteem
increasing or de-

creasing.
No input from m3in-
stPeal teachers.
Truancy,
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: improvIment (continued)

Key Oericl- Questions

5.3 Studont 7-4,% rt Team

5.3.1 1- ,fudent

-10quate

Data Needed

. Student progress
data from teachers/
support staff.

. Class norms.

. IEP.

. Curriculum-based
measures.

5.3.2 Soii,-; the student's
progr- ),? altered?

Data Collection
Procedures

Evaluation
Procedures Standards Applied

. Track stude.it progress.

. Goal attainment
scaling.

. Student progress
data from instruc-
tional support
staff.

IEP.

. Report from class-

room teacher.
. Track student progress.

. Compare student
progress with IEP
goals and criteria

for success.
. Compare with norms.

. Discuss progress
with student.

. Criterion measures
on IEP.

. Local curriculum-

based measures.

Red Flags

. Little/no student
progress.

Track student progress.
Goal "-...cainment

sr

Tc....nar comments on

appropriateness.

. Compare student
progress with IEP
criteria and class
norms.

. Compare age and
learning style.

. Criterion measures , Little/no student
on IEP. progress.

. Criteria for
. Student performing

attainment. above SST expecta-
tions.

. Student progress5.3.3 9-l1,: -'udent be . Case manager . Compare student . SST consensus on , Teacher is suspect
r.l.asse,sed or dif- data. observation. progress data with need for reassess- of assessment
Farm''. assessed? . Teacher Observe- . Student observation. observations. ment. results as compared

tion.

Work samples.
. Student work samples. . Conference with

student.
to student per-
formance.

5.3.4 2woi1 *.ne student

efit
. Student progress

data from instruc-
tional and support
staff.

. IEP.

. Parent reports.

, Track student progress

over specific, time
period.

. Goal attainment
scaling.

. Student work samples.

Instructional 7).1.w.ry/Programs:: Improvement:
July 1986
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. Compare student . Exit criteria. . Student performance
progress and perfor- . Class norms relative i within accepted
mance with class norms. to student ability.

: levels of regular
Compare student e Teacher judgment. class performance.

: .
progress against pre- Recommend exit based
vious work.

1 on meeting only one
. IEP goals completed.

: IEP goal.

--..i
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Improvement (continued)

Key Decision Maker questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

5.3 Studont Support Team

5.3.5 Shoulo a referral
be made for other
services?

. Student progress.
IEP.

. Listing of related,
support and com-
munity services.

. Track student progress.
. Compile available

related services,
. Review family and

medical information.

. Compare student
progress with IEP
criteria, class norms,
SST expectations, and
current service
delivery system.

. Create a service
delivery system ts
meet student needs.

. ';:JT consensus on

need for referral.
. Student making
little or no pro-
gress in one or
more areas of the
current program.

. No service delivery
system available to
meet student needs.

5.3.6 Haw and when should
the periodic review
be held?

. Periodic review
schedules from
case managers.

. Report card inter-
vals.

. Progress reports.

. Student attendance
records,

. Ongoing record keeping.

. Service provider
reports.

. Case manGger's schedule
of periodic reviews.

. Compare periodic . State rules.

review procedures with
state requirements.

. Minor changes cn IEP.

. Noncompliance in
period:, review

. tow attendance at
Periodic review.

5.3.7 Who should attend
the periodic review?

. Meeting attendance

records.
. Service providers
as listed on IEP.

. Case manager sched-
ules and notices.

Instructional Delivery /Programs: Improvement
July 1986
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. Ongoing record keeping.
. Samples of notice to
service providers indi-
cating time and pIace.

. Meeting notes.

. Compare attendance
records with total
listing of service
providers in IEP.

. Review meeting
notices and scheduling
procedures.

. State rules.

. Coop guidelines,

. Low attendance by
service providers
and LEA agents at
periodic reviews.

. Inconplete periodic
review forms.

. Periodic review
results not sent
to parents.

273
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Key Decision "+-wer Questions

-4 Principal

5.4.1 Are legal requirements
related to service
delivery to special

e(i)cation students
belog met?

5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Improvement (continued)

Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

. Due process

procedures.
Schedule and attend
periodic meetings with

. Compare LEA's

practices to state and
Special Education
Compliance Manual.

. Noncomrliance,

. Continuum of ser- SED. federal requirements. Coop guidelines.
vices,

. Least restrictive

environment practiced.

. Compare to other .

LEAs and special

education coop.

Assurance of SED.

Effective staff/
student ratios.
Effective curricvlum
with adaptations.

5.4.2 Are regular education
staff members pro-
viding special

stu,leof's with ade-

quate services, as
specified on the IEP?

, IEPs. . Conduct staff survey.
, Student progress . ''rack student progress

data. on IEP goals.
. Staff perceptions.
. Student perceptions.

. Classroom observation.

. Compare student's
progress with rest
of class.

Survey teachers re-
garding supp)rt needs.

5.4,3 Is there staff inter-
action on individual
student?

. Evidence of staff

discussion regarding
programming and
delivery.

. Team discussions.

Instructional Delivery /Programs: Improvement
July 1986
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Ask staff for sug-

gestions/recommen-
dation:-

. Staff providing
targeted services.

. Student making

adequate progress
in mainstream
environment.

. Quarterly reports.

Lack of student
progress.

High level of teach-
er frustration.
Concerned parents.
Frustrated students.

Compare student or:. . Staff satisfaction.
gram/instructio.ial . Judgments based on
delivery with student team consensus plus
success. their experience.
Review staff utilization
of information from
special area persons.

. No discussion/
complaints on
student programs or
type of service
delivery
No staff 1nservice
when needed.

20-) 71.

I 0
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5.0 INSTRUCTIONAL DELIVERY /PROGRAMS: Improvement (continued)

Key Decision maker Questions Data Needed

Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

5.4 Principal

5.4.4 Have regular education
staff members received

adequate training and
technical assistance

to mainstream special
education students?

. Staff training
records.

. Staff survey.
. Parent and student

satisfaction.

. Create file of staff
training experience.

. Conduct needs assessment.

. Interview parents and

students.

Compare staff
training records to

student's needs/
requirements in

regular class.
Analyze needs assess-

ment.

. Regular education
staff routinely

include special
education students

in their classes.
. Successful and appro-

priate inservice.

High level of teacher
frustration.

. Regular staff resis-
tance to special

student placement
in their classes.

. Inadequate/no staff

training.
. No techniques offer-
ed to help handle
special students.,

5.5 Special Education Director

5.5.1 Are special education
students making
adequate progress?

. Compiled student
progress data.

. LEA norms.

. Teacher report

test scores.

. Track student progress,
monthly LEA compilation
by building, program,
teacher.

. Compare student
progress with individ-
ual student baseline
data and LEA norms.

. Review discharges
from program.

. LEA standards
and criteria for
student progress.

Little or no
student progress.

5.5.2 Are IEPs being
changed appropriately
as stated in the
periodic, review?

. Compiled IEP data.

. Evidence of team
decision for
changes.

. Review IEPs.

. Review centralized IEP

LEA records.
. Ctart growth.

. Random IEP reviews.

. Quarterly IEP re-

visions and update
for all students.

. Staff reviews.

. IEPs reflect
current student
functioning.,

. IEP unchanged from
year to year.
Delinquent periodic.
review or three-

year assessment.

Instructional Delivery/Programs: Improvement
July 1986
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Key Decision Maker Questions Data Needed

5.0 INSTRUCTIONAL DELIVERY/PROGRAMS:

Data Collection
Procedures

5.5 Special Education Director

5.5.3 Are the appropriate
array of services
available within

the LEA to meet
current and
anticipated

student needs?

. Compiled student
progress data.

. Compiled student

characteristic data
. Compiled data on

services delivered.

, Review student tracking
system, monthly LEA
data compilation and

charting.
. Conduct monthly staff
meeting to discuss
particular student
concerns.

Improvement (continued)

Evaluation
Procecures Standards Applied Red Flags

. Compare student needs All services regu- Continuum not avail-
with available lated by federal able.
services.

. Review LEA's

and state law in

place, including:

No D/APE provisions,

Unmet student needs.
commitment to provid-
ing full services.

- continuum of edu-
cational services
available (Levels

Due process hearing.

One-Six and D/APE)
related services
available--audio-
logical, counseling,
medical, psycholog-
ical, social work, I
health service,

occupational therapy,
physical therapy,
parent counseling,
parent training,
recreation,
transportation.

5.5.4 Are appropriate staff

available to deliver
services to meet

current and anticipa-
ted student needs?

. Staff credentials.

. Compiled student
characteristic data.

. Compiled data on
services delivered.

. Characteristics of
children in local

infant and early
childhood programs.

Review student tracking

system.
. Review staff qualifica-

tions and experiences
. Compile list of early
childhood programs.

, Compare student needs

(present and future)
with existing staff.

. Review attendance
at staffings.

. Licensure require-

ments.
Student /staff

ratios.

. Staff not available

fcr low incidence
handicaps.

. Out-of-district
placements.

5.5.5 Are appropriate
nuMbers of students
exiting special

education?

. Compiled student

characteristics.
. Omdiled data
number of students
exiting.

. Review student tracking . Compare local special
system. education exit statis-

. Review discontinuance tics with local,
reports. state, national norms.

. Local, state,
national norms.

. Over/under exit

based on local,
state, and

national norms.

Instructional Delivery/Programs: Improvement
July 1986
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS: Improvement (continued)

Key Decision Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

5.5 Special Education Director

5.5.6 Are the appropriate
numbers of students
progressing through
the levels of
service?

- Compiled data on
individual number
of students who are
served at various
levels.

. Student tracking
system between

levels of service.

. Comoare numbers of . Expected rates of
students who move from service in least
level to level with restrictive
those served only at environment.
one level.

. Students locked
into one service
level.

5.5.7 Are legal require-

ments for instruc-
tional delivery

being met?

Evidence of:

appropriate staff/
student ratios.

- yearly periodic
review, including
appropriate staff.
IEP reviews con-
ducted yearly.

follow reviews
conducted 12 months
after student exits.

- LRE doctrine practiced

continuum of services
available.
due process procedures
followed.

Application review.

TSES documentation.
Record review.

Staff interviews.
Review class lists.
Review cum folder.

. State monitoring

process.
. Internal monitoring.

. Compare LEA practice
with state and
federal requirements.

5.6 State Education Agency

5.6.1 Are legal require-
ments for instruc-
tional delivery
being met?

. Evidence of: . Application Review.
appropriate staff/ . TSES documentation.
student ratios. ., Record review.

yearly periodic . Staff interviews.,
review, including
appropriate staff.

- IEP reviews co-

ducted yearly.
- follow-up reviews conducted 12 months after student exits.

. State monitoring
process.

. Internal monitoring.

- LRE doctrine practiced.
- continuum of services available.

. Special Education

Compliance Manual.

Noncompliance

citations.
Discrepancy between
practice and require-
ments.

Continuum of services
not available for
all handicaps,

Large number of doe
process hearings.

. Special Education
Compliance Manual.

Instructional Delivery/Programs: Improvement
July 1986
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. Noncompliance
citations.

. Discrepancy between
TSES practices
and standards.
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5.0 INSTRUCTIONAL DELIVERY /PROGRAMS: Improvement (continued)

,laxer Questions

ElucatIon Agency

Data Collection
Data Needed Procedures

Evaluation
Procedures Stanoaras Applied Red Flags

- due process procedures followeo.

- list of students by building receiving special education or related
services whose parents are deaf or whose native language is other
than English, and methods used to communicate with them.

- list nonpublic schools which have handicapped pupils being served
by your LEA.

- list hospItals/treatment centers within which you provide special services.
- list any programs offered to nonhandicapped three-year-olds by the LEA.
- if the LEA is using Single Disability /Case Manager Service delivery

Plan or Multldisability Team teaching, list each team showing teachers'
names, teachers' licenses and number of students assigned the team and
their handicapping conditions.

- if the LEA is using a Pupil Performance Plan approved by the State
Board of Education identify:

-- documentation of LEA-wide expectations for all pupils.
-- documentation of system for measuring pupil performance.

Delivery/Programs: Improvement
July 1986
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6.0 STAFF: Improvement

Key Decision Maker Questions Data Needed

Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

6.1 Regular Education Teacher

6.1.1 What is my role and . Job description. . Review LEA job . Compare job descrip- . Job description bb Description

function on staff? . Teacher contract. descriptions. tion to actual job
performance.

measurable and
reasonable with
periodic revisions.

unclear.

. Job description too

broad or restricted.

. New staff provided
with job description
when hired.

. LEA handbook.

6.1.2 How might I best Current aide task . Review teacher and Review records noting

utilize my manage- assignments. aide time/event record. amount of time spent

ment aides /pare-
professionals?

Aide job descrip-
tion.

. Compile needed data. on each task,

Student objectives.

. Class schedule.
Current teacher task
assignments.

Tasks and time

appropriate for
teacher aide as set
by LEA r,olicy and
job descrintions.

. Too much teacher
time spent with
record keeping or
tutoring.
Lack of student

support.

. Inconsistency of
methods.

. No follow thrOugh.

6.1.3 Am I communicating
with and coordinating
my program with all

the students' service
providers?

. Special class
schedule.

. Related service

schedule by student,
. Program goals for

and related services.

. Comoile needed data. . Compare all service
providers, student
goals and objectives
for similarity or

overlap.

Programs support,

rather than dupli-
cate each other,

. Uncoordinated dupli-
cation in programs,

. Gaps in student's

service program.

Staff: Imp:ovempnt

July 1986
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6.0 STAFF: Improvement (Luntinued)

Key Decisior maker Questions Data Needed
Data Collection

Procedures
Eva..uation

Procedures

6.2. Speclal ,Zducation Teacher

6.2.1 o-at is my role and
'..rNotion on staff?

. Job description.

. Team member

responsibilities.
. Philosophy of
programs,

. List of unique

responsibilities.

. Review LEA job

descriptions.
Review responsibility
assignments.

. Interview regular educa-
tion teachers as to their
expectations of special
education teachers.

Standards Applieo Reu Flags

Compare job descrip- .

tion to actual job
performance.
Compare individual
team member responsi-
bilities to performance.
Observations by
supervisors.

Job description
measurable and
reasonable with
periodic revisions.

. New staff provided
with job description
when hired.

. LEA handbook.

. Job description
unclear.

. Job description too
broad or restricted.

. No job description.

6.2.2 How might I best
utilize my manage-
-ent alues/para-

m)fessionals?

Current aide task
assignments.
Aide job descrip-

tion.
Student objectives.
Class schedule.

. Current teacher task
assignments.
Current aide schedule.

Review teacher and

aide time/event record.
Compile needed data.

Performance review
of aide.

. Review records noting
amoent of time spent
on each task.

Aide self-evaluations.

Tasks and time

appropriate for
teacher aide as set

by LEA policy and
job descriptions.

. Too much teacher

time spent with
recordkeeping or
tutoring.

. Aide unqualified to

handle student.
. Inappropriate use
of aloes.

6.2.3 Am I coordinating . Special class , Compile needed data.
my oroqram with all schedule. . Have other agency
service providers? Related service providers attend

schedule by student. meetings.
. Program goals for
and related services.

. Schedules of all
persons providing
service to student.

. Compare all service
providers, student
goals and objectives
for similarity or
overlap.

. Compare progress on
generalization of
skills.

Staff: Improvement
July 1986

Students main-
streamed as much
as possible for
academic and non-
academic activities.
Student receiving
maximum instruction
time.

All activities and
instruction separate
from regular educa-
tion classes.

Students becoming
isolates.
No progress toward
objectives.

Schedule prevents
student from
getting maximum

instruction.
Students pulled from
mainstream before
modifications made.

1
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6.0 STAFF: Improvement (continued)

Key Uecision Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied .,,ec Flags

6.2 Special Education Teacher

6.2.4 Am I coordinating my
program with regular
education teachers?

. Special class
schedule.

. Comparable main-
stream classroom
schedule.
PE, lunch schedules.

. Number of mainstreamed
students, amount, and
ty)e of mainstream
activity.
IEP objectives.

Conference with
classroom teachers.

. Compile needed data.

. Review IEP objectives.

. Compile mainstream
materials.

6.2.5 Do I provide technical
assistance to regular
teachers when needed?

. Compare schedules.

. Review nunber, type,
and duration of
mainstream placement.

. Examine IEP for
joint objectives.
Compare how student
is doing socially

and academically
in classroom.

. Students main-
streamed as much
as possible for
academic and non-
academic activities.

. Student receiving
maximum instruction
time.

e All activities and
instruction separate
from regular educa-
tion classes.

. Students becoming
isolates.

. No progress toward
objectives.

. Schedule prevents
student from getting
maximum instruction.

. Students pulled from
mainstream before
modifications made.

Number, type, and
ouration of teacher
consultation.
Regular teacher

consultation needs.
Informal log.

. Keep and review con-
sultation log or Time/
Event record.

. Conduct needs assess-

ment.

. Chart assistance given.

. Collect information
and compare with job
description.

. Examine needs assess-

ment data.

. Regular education
teachers provide
adequate amount and
type of consultation

and follow-ups.
. Satisfied regular
teachers.

. Satisfied special
education teachers.

. Regular eaucation
teachers provide no
technical assistance.
Jncooperative regular

eaucat.on teacners.
. Lack cf money for
materials for regular
eaucation teachers.

6.3 Student Support Team

6.3.1 Who is responsible
for what part of each
student's program?

. IEP. . Compile staff
assignment lists.

. Review IEP, noting
staff service
assignments.

. State licensure
requirements.

. Student / staff ratio
requirements.

. LEA guidelines.
Groupi.ig students.

. Aocrocrhlte per-
sonnel

Staff: Improvement
July 1986
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6.0 STAFF: Improvement (continued)

Key uecision maKer Duestions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied qeo Flags

6.3 Student Support Team

. IEP.

. Case manager.
. Compile case manager
assignment lists.

. Review staff lists,
noting monitoring
assignments.

. Student/staff ratio
requirements.

, LEA or coop

guidelines.

. students lost in
snuffle due to large
caseloads.

. No tracking of
transient students.

6.3.1 who is responsible
fcr monitoring which

students?

6.3.3 What is my role on

the student support
team?

. Job description.

. SST manual/LEA
policy.

. Review LEA policies
and Job descriptions.

. Review manual for
roles and
responsibilities.

. SST provided with
manual Jrld updates.

. Manual standards.

. LEA guidelines.

manuals not avail-
able.

. Staff unsure
of roles.

. Confusion at SST
meeting over roles.

6.3.4 Are all the appro-

priate persons full
ar active parti-
cipants on the SST?

. Meeting attendance.

. Meeting minutes.
. Compile needed cata. . Conr:lre SST meeting

attendance with SST
membership recom-
mendations.

. Special Education
Compliance manual.

. Noncompliance.

. Parents not active
members.

. Low meeting atten...
oance.

. Poor meeting time.

6.3.5 *to leads the SST
meeting?

., SST manual/LEA

policy.
. Coop guidelines.
. Record who leads
meetings.

. Review policy/manual. . Review policy/

manual.
. One or more members I.

asstgned formal
leadership role,
may be a floating
position. All

leaders familiar with
group leadership and
process techniques.

. LEA recommendattins. i.

No one assumes

leadership role.
. Leader habitually

absent.
. No policy at b,uld-

ing level.
. No incentives for

leadership.
Conflict between
leader and group.

Staff: Improvement
July 1986
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6.0 STAFF: Improvement (continued)

Key Decision Maker )uestions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

6.4 Principal

6.4.1 Are the special
. Staff interaction

education teachers practices.
and aides fully . Classroom locations.
integrated with . Aide attendance
building staff? at inservice.

. Conduct informal time
sampling of staff
lounge interactions.

. Observe teacher

interactions.
. Chart classroom loca-

tions and assignments.
. Note attendance at

inservice meetings.

. Compare interaction
of regular staff/
regular education
staff; special educa-
tion staff/special
education staff with
regular education
staff/special
education staff.

Regular and special
education staff in-
teraction ratio
similar to regular/
regular and to
special/special staff
interaction ratios,

Classroom locations
facilitate interactions.

Regular and special
education function
in isolation.

No activities planned
to encourage inter-
action.

6.4.2 Are the needs of
all students in my
building being
adequately net by
existing staff?

. IEPs.

. List of student
service needs.

. List of personnel

assignments.
. Benchmark tests.

. Mid-quarter
warning slips.

. Compile student needs

data and IEP.
. Compile personnel

assignments.
. Compile parent feelings
and input.

. Student needs compared
with building staff
expertise.

. Analysis of teacher

interview comments.
. Analysis of aggregate
student progress
reports.

. All student needs
met by available

Personnel.

. Unmet student
neeas.

. The reassessment
of service needs.

6.4.3 Are all staff appro- . Staff licensure.
priately licensed for . Staff assignments.
the positions they

hold?

6.4.4 Are my teachers
doing a good job?

. Student progress.

. Parent/student
satisfaction.

. Teacher performance.

. Parent survey.

. Compile license data. . Compare staff assign-
ment with licensure.

. State licensure
requirements.

. Compile caseload data
and student progress
data.

. Survey parent/student.

. Observe teacher class-
room instruction.

. Written performance
records.

. Teacher performance
compared with LEA
teacher performance
standard.

. LEA teacher
evaluation standards.

. Coop teacher e:alua-
tion staodards.

. Staff without

proper licensure
serving children.

. Staff performing
below standard in
any area.

. Conflict oetween
staff.

. t.ylent progress.
a roc woe.rrIC.

Staff:, Improvement
July 1986
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v,t sections Data Needed

,.0 StAft.:. Imm.ver.qo (rgnirqu,(1)

Data Collecticn
Procedures

Evaluation
Procedures

'o my teachers have
enomh time during
the working day to do
all they have to do?

Teacher schedules

including meetings.
. Teacher to student

ratios.

. Compile complete
schedules of staff.

. Time/task log.

Compare schedules and
caseload with allowed
Preparation time and
actual time spent in
meetings.

Standards Applied

. Optimal use of
teacher time and
talent.

. Schedule staff meet-
ings, team meetings,

and inservice meet-
Inds on a regular
basis.

r
Ned flags

Teachers say they
have no time to
plan their

teaching.

6.5 Special Education Director

6.5.1 Are the student's
needs being met by
current staff?

. Compiled IEP data, . Periodi:ally compile
personnel assign- and update student and
meets and licensure. staff Jata.

. unduplicated child . Review needs with re-
count. lated and support

services staff.

. Student needs com-

pared with staff
qualifications.

. Compare staff assign-
ments with undupli-

cated child count.

. State licensure
requirements.

. Student needs being
met.

Ur1et student needs.
. Uncertified staff

in need areas.

A.5.? Hiaye staff roles/
. Staff meeting

responsibilities been minutes.
establMed and . Staff manuals.
char with staff? . Survey staff.

6.5.3 now do I determine

3taffing needs?

Saff: Improv,?went

Yily 1136

294

. Compile staff hando.its
and meeting minutes.

. LEA staffing . Compile LEA profile
policy. of student needs/

. Student needs. characteristics.

. taff/student ratio. . Review LEA staffing

. Child count. policy.

S

. Review manual and . 100% dissemination
meeting notes. of staff roles and

responsibility
information.

. monitor performance.
i

Examine student needs; .

compare with LEA
staffing policy.

. Staff performance
contrary to set
roles.

Staff unaware of
roles.

Unmet student needs.

All student needs F
are met with LEA
budget aril staffing
parameters.

293

Unmet student nee7cT1
Overworked staff.
staff comolaints.
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6.0 STAFF: Improvement (continued)

Key Decision maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

6.5 Special Education Director

6.5.4 Are all staff
properly licensed?

. Staff assignments . Compile staff data.
and licensure. . Recruitment policy.

. Compare staff assign- . Staff fully licensed . Unlicensed staff.

ments to licensure. for assignment. . Inconsistent re-
cruitment policy.

6.5.5 What are the

LEA's staffing
procedures?

LEA staffing Compile needed infor- . Review staffing Policies in place.

policies. mation. policies/job . Detailed job des-
Job descriptions. . Review staffing policies/

job descriptions.

descriptions. criptions for every
position.

. No policies, vague
policies.

No job descriptions,

unclear job
descriptions.

6.5.6 Is my staffing
pattern effective?

. Staff/student ratio . Compile needed student
by class and pro- data.

gram.

. Student progress data
by class and program.

. Compare different
student/staff ratios
with student
progress data.

. Student progress
within expected
LEA range.

. State student/staff
ratio.

. Student/staff ratio
exceeds state limit.

. Student progress data
lower than expected.

. High teacher/student
frustration.

6.5.7 Are volunteers and . Volunteer/aide task . Keep time/task log.
aides being used and time assign- . Conduct survey.
effectively? ments. . Observe volunteers'

. Volunteer/aides in- aides' activities.
terests and talents.

Staff: Improvement
July 1986
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. Examine task assign- . Optimal use of
ment, time on staff time and

and delegated tasks. talent.
. Compare staff assign-
ments with interests

and talents.
. Teacher evaluation.

. Staff being under-
utilized.

. Inadequate super-
vision of aides/
volunteers.
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6.0 STAFF: Improvement (continued)

1,-., Decision Maker Questions Data Needed
Oota Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

.5 Special Education Oirector

. Student progress
data.

. Parent/student

satisfaction.
. Teacher performance.
. Clinical supervi-
sion.

. Compile student pro-
gress data.

. Conduct parent/
student survey.

. Observe teacher

performance.
. Survey SST.

. Teacher performance
compared with
LEA standards,

. Compare survey
results.

. LEA teacher per-
formance standards.

. Peer performance
ratings on appraisal,

6.5.9 Are my teachers
doing a good job?

6.5.9 Who is the supervisor
of special education
staff?

. Organizational
chart.

. Staff satisfaction

. Conduct staff satis-
faction survey.

. Compare survey results
with actual practice.

. Measure objectives.

. LEA organizational
standards.

. LEA department

standards.

. Staff unaware of
supervision.

6.5.10 Are there clear lines
of authority and
responsibility?

. Organizational
chart.

. Staff satisfaction.

. Internal manaoement
planning.

. Conduct staff satis-
faction survey.

. Survey LEA
administrators.

. Compare survey results
with actual staff

understanding.
. Measure against indi-
vidual objectives and
annual department
directives.

. LEA responsibility
standards.

. Staff unaware of

their authority and
responsibility.

. Noncompliance.

6.5.11 Are federally-funded
coop staff treated
differently?

. Staff perceptions

and opinions.
. Job descriptions.

. Conduct staff satis-
faction survey.

. Review job description
and staff benefits.

. Compare survey results
with actual practice.

. Compare job description
and benefits'.

. LEA fair practice

standards.
. Staff complaints.

Star': Improvement
/Ay 1986
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6.0 STAFF: Improvement (continued)

Key Decision Maker alestions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied ;tea Flags

6.5 Special Education Director

6.5.12 Am I doing a good . Student progress.
job? . Teacher performance.

. Teacher/parent
satisfaction.

. LEA monitoring

performance.

. Compile teacher data.

. Compile student data.

. Conduct survey.

. Review state monitoring
report.

. Director of special
education performance
compared with LEA
board of education
standards.

. Measure against in-
dividual objectives and
annual special education
department directives.

. LEA or board of
education perfor-
mance standards.

6.5.13 Are legal require-
ments for staff
being met?

. Evidence of appro-
priate licensure
of all personnel.

. Compile list of staff

and qualifications,
licensure.

. Teacher/parent
dissatisfaction.

. Low student progress.

. Poor performance
ratings on appraisal.

. Noncompliance.

. Compare list against . Speci&i Education ; . Noncompliance

requirements. Compliance Manual. citation.

6.6 State Education Agency

6.6.1 Are legal require-
ments for staffing
being met?

Evidence of appro- . Review application. . Internal monitoring,
priate licensure . TSES documentation. . External monitoring.
of all personnel. : Review job descriptions.

. Class lints of all . Staff interviews.
special education
teachers:
- teacher's name and license.
- location of class.
- student's first and last name and disabilities.

. Building assianments and weekly schedules of itinerant staff.

. Hourly or period schedules by building for special education
teachers and aides.
Contracts or employment agreements and licensure for staff
eaployed with state and federal funds.

. Special Education
Compliance Manual.

Staff: Improvement

July 1986
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. Noncompliance
citation.
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7.0 PHYSICAL PLANT: Improvement

Key Decision Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Leo Flags

7.1 Regular Education Teacher

7.1.1 Is my classroom space . Class size and needs . Compile needed infor- . Compare students/
adequate? (including adaptive nation. teacher instructional

equipment needs). . Observe class. space needs with
Classroom size. existing space.

Physical space al- , Inadequate space.
lows for easy move- . Cnildren unable to
ment, grouping, ano attend to instruction
instruction. due to physical plKit

limitations.
. Too much noise or

interference.

7.1.2 Is my classroom
accessible?

. Handicapping
conditions.

. Accessibility of
classroom.

7.1.3 Is there enough
privacy in my
classroom?

. Observe students.

. Classroom design. . Observe class.

. Handicapping con- . Describe students.
ditions of students.

Compare student ability ., Least restrictive . Students placed
with physical condi- environment rules, according to existing
tions in classroom. . Accessibility rules. facilities.

. Compare space
purpose/function
with handicapping
conditions of
students.

. Testing conditions. . Complaints regarding

. Activity space testing conditions.
requirements. . Complaints regarding

. Noise level for noise level and
optimum learning. space.

7.2 Special Education Teacher

7.2.1 Is my classroom spare . Cies:. size and ,seeds . Compile needed infor- . Compare students/
adequate and does it (including adaptive motion. teacher instructional
conform to public equipment needs). . Observe class. space needs with
healt'. standards . Classroom size. . Survey teachers. existing space.
and safety? . Lighting.

. Nondiscrimination
. ventilation. between regular educe-
. Janitorial services. tion and special

education.

Physical Plant Improvement
July 1986
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Physical space al-
lows for easy move-
ment, grouping, and
instruction.
PUblic health and
safety standards.

. 1,aneguate space.

. Children unable to
atten,J to instruction
due to physical plant
limitations.

. Toy much noise Or
interference.

. Student complaints.
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ipi necision maeer Questions

7.2 Special Education Teacher

7.2.2 Is my ,..lassroom

accessible?

7.0 PHYSICAL PLANT: Improvement (contintd)

Data Collection
Data Needed Procedures

. Handicapping
conditions.

. Accessibility of
classroom and
bathrooms.

Obscr,.. students.

Observe physical plant.

7.2.3 Are the furniture and
the bulletin boards
age-appropriate?

. Content of
bulletin boards.

. Type of furniture
in classroom:
- file cabinet

with lock.
- shelving.

- table and chairs.
. Observation.

Evaluation
Procedures Standards Pnplied

1
Develop nondiscrimin- Least restrictive
atory and comparable environment rules.
settings for handicap- Accessibility rules.
ped and nonhandicapped. Health and safety.

Conducive working
conditions

Red Flag,

. Observe class. . Compare bulletin . Furniture and
Teacher, parent, and boards and furniture bulletin boards

student input. with comparable age-appropriate.
peer classroom.

7.2.4 How do I incorporate

multiple communit,
settings as instruc-
tional sites in
addition to the

classroom?

. Instructional sites

used tqf each special

education teacher.
Listing of community
resources.
Transportation.

Physical Plant: Improvement
July 1986

Students placed
according to exist-

ing facilities.
Uncompar3ble facili-
ties for handicapped
and nonhandicapped
students.

Staff carrying
students.

. Preschool bulletin
boards for junior/
senior TMH students.

. Furnishings not equal
to those of non-
handicapped.
Poor condition of
furniture.

Useless bulletin
boards.

Desks, chairs,
tables not appropri-
ate size for student.

. Observe class. . Compare current

. Review teacher lesson practice with best
plans. practice.

. IEP annual goal and . IEP goal results.
objective review.

Best Practice --
skills are taught
in natural environ-
ments; i.e., the
actual environments
in which skills will
be used.

Instruction of com-
munity living skills,
oomstic skills in
simulated classroom
environment.
Lack of tcheduled
time.

Lack of transporta-
tion.

Lack of adequate
equipment.
Instruction `,wing
place by passive
rather than active
involvement.
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Key Decision Maker Questions

7.2 Special Education Teacher

7.2.5 Is there enough
Privacy in my
classroom?

7.3 Student n

7.3.1 Does the student have
any special needs
that require physical
plant adaptations?

Data Needed

. Classroom design.
. Handicapping con-

ditions of students.

. Physical, emotional,
or communicative
handicaps of stu-
dent.

. Document problems.

7.4 Principal

7.4.1 Is my building
handicapped

accessible?

. School building
plan, including
entrance specifi-
cations, elevators,
washrooms, and door
widths.

7.4.2 Is space adequate?
. Class size and
needs (adaptive
equipment, etc.).

. Classroom size.

. Report teacher

caseload.

Physical Plant: Imprcvemunt
July 1986
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7.0 PHYSICAL PLANT: Improvement (continued)

Data Collection Evaluation
Procedures Procedures Standards Applied Red Flags

. Observe class. Compare space . Testing conditions. . Student participation

. Describe students. purpose/function . Activity space limited due to physi-

. IEP goals. vth handicapping requirements. cal plant structures.

. Interview teachers/ conditions of student. . Noise level for
students and parents. . Compare teacher's

work space with
teacher's preferences.

cptinia learning.
. Privacy rights for
living skills; ex.,

bathroom.
. Visual distractions
limited.

. Materials organized to
promote independence.

. Review student
assessment data.,

. Observe student.
. Referrals by teacher.

. Medical records.

. Compare assessment

data and obse:vation
data with proposed
instructional setting.

. Parent satisfaction.,

. Physical plant

accommodates
student needs.

. Student participation
limited due to physi-
cal plant structures.

. Parent dissatis-

faction.

. Inspect building.
. Compile floor plans.
. Record complaints.

. Parent input.

. Compare accessibility
with federal standards.

. Section 504 stand-
ards.

. Special Education

Compliance Manual.

. Entire building not

accessible to all
handicapped students.

. Observe class.

. Documented complaints.
. Compare student/
teacher instructional
space needs with
existing space.

. Physical space
allows for easy
movement, grouping,
and instruction.

. Inaoequate space.

. Children unable to
attend to instructi.f .

due to Physical 013 -t

limitations.

7-3
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Key Decision HaPer Questions

7.4 Principal

7.4.3 Is tempera -

ture, and ventilation
adel7Jate?

Data Needed

7.0 PHYSICAL PLANT Improvement (continued)

Data Collection
Procedures

Evaluation
Procedures Standards Applied

. Building plans. . Observe class. . Periodic review of

. Teacher complaints. . Record complaints. ventilation, lighting,

. Parent complaints. . Conduct survey. and thermostat systems.

. Student complaints. . Air flow test. . Compare results of
. Light meter reading. tests.

. Review custodial
maintenance report.

7.4.4 Are special education . Building plans.

classrooms integrated . Review classroom
in with regular? setting and

placements.

7.5 Special Education Director

7.5.1 Are all buildings
handicapped
accessinle?

Physical Plant: Improvement
)uly 1986

. School building
plans, including
entrance specifi-
cations, elevators,
washrooms, and door
widths.
Information from

department of
buildings and grounds.

. Observe classes and
building.

1

Red Flags

. Lighting, tempera- I. Frequent staff/
ture, and ventilation student headaches/
satisfactory to illnesses.

staff and students . Frequent complaints.
and health and
safety guidelines.

. Compare classroom
arrangement with

current LRE best
practice.

Students educated

in the least re-

strictive environ-
ment, in integrated,
age-appropriate
schools, alongside
classes of non-
handicapped students.

. Special educatipn
classes In separate
wings or mobile

units.
. Teachers vnwilling

to mainstream,
over-protective
syndrome.

. Inspect buildings. . Compare accessibility . Section 504.

. Compile building plans. with federal standards. . Special Education
Compliance manual.

. Buildings not
Ible to all ha
capped student

ccess-
ndi-
s.

308
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7.0 PHYSICAL PLANT: Improvement (continued)

Key Decision Maker questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

7.5 Special Education Director

7.5.2 Do LEA policies
permit instruction
in community sites?

. LEA instructional . Compile LEA
policies. policies.

. School board
policies.
Plans developed

by staff.

Examine instructional .

policy for community
instruction guidelines.

Policy permits and
encourages instruc-
tion in community
sites.

Policy has been shared
with all staff.
LEA practice reflects
that policy.
Directive statements
from school board.

No or vague LEA
policy regarding in-
struction in commun-
ity settings.

7.5.3 Are all special
education classes
located in age-

appropriate, regular

schools?

, Class lists and . Compile building and . Examine class/building . Special education
building locations. class lists annually. placements fnr inte- classes located in

. Examine program options. gration. age-appropriate
regular schools.

7.5.4 Does the number of
handicapped students
within each school
approximate the natural

proportion of handi-
capped students in
the community?

Physical Plant: Improvement
Jlly 1986
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Special education
classes in segregated
settings.

Special education

classes in all ale-
mentary schools,
rogarmipcc nf stu-
cent age.

Total school popu- . Compile building
lotion by building.

. Population of handi-
capped by building
and disability.

. Total school-age
population.

. Total handicapped
population.

Child count by
building.

populations and total.
Compare current school
handicapped/non-
handicapped proportion
with the natural pro-
portion in community.

Proportions match. . Schools with no
handicapped classes.
Schools with greater
proportion than exist
naturally.

4
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Key Decision maker ')Jestions

7.0 PHYSICAL PLANT: Improvement (continued)

Data Collection
Data Needed Procedures

Evaluation
Procedures Standards Applied Red Flags

7.6 State Education Agency

7.6.1 Do schools meet local, Building codes.
state, and federal . LEA building
hulloing standards inspection.
and codes?

. Compile inspection

data.
. Compare building , State, local, and . buildings not up to
inspection results federal building code.
with local, state, codes.
and federal codes.

7.6.2 Are 504 provisions
. Evidence that

being met? facilities:
- are equivalent to
those in regular
education program.

- provide atmosphere
of learning

- meet student's

special needs.
List of buildings to
which people in wheel
chairs are being
bused.

TSES documentation. . Internal monitoring. . Special Education Noncompliance
Observation of . External monitoring. Compliance Manual. citation.
Instructional areas,

Physical Plant: Improvement
July 1986
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Improvement

Key Decision Maker Duestions Data Needed
Data Collection
Procedures

Evaluation

Procedures Standards Applied Red Flags

8.1 Reqular Education Teacher

8.1.1 New and how often do I
communicate with the
parents of my students
regarding progress
and problems?

. Number of parent
contacts.

. Frequency of

contacts.
. Content of contacts.
. Method of contacts.

. Keep teacher/parent

communication log.
. Periodically examine
communication log.

. Parent questionnaires,

. LEA parent
communication

policy.

. Parent contact
limited only to

periodic reviews

and IEP meetings.
. Parent conflict

with school.,

8.1.2 New do I monitor
instructional ob-
jectives being

carried out at home?

. List of objectives
to be worked on at
home.

. Monitoring work
procedure.

. Compile list of home
objectives by parent,

. Record parent contact

and objective moni-
toring.

. Daily notebook with
parent signature.

Review monitoring . A11 home or joint
procedures. school/home ob-

. Verbal comm unication jectives monitored
between parent, systematically and
teacher, and student. regularly.

. Monitoring system
periodically
reviewed and revised.

Little or no follow-
up with home on

objectives.
No improvement with
objectives at home.

8.2 Special Education Teacher

8.2.1 New and how often do I

communicate with the
parents of my students
regarding progress
and problems?

. Number of parent

contacts.
. Frequency of
contacts.

. Content of contacts.

. Method of contacts.

. Log of contacts.

. Keep teacher/parent

communication log.
. Assignment books
signed by parents.
Parent interview.

Parent Involvement/Due Process: Improvement
July 1986
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Periodically examine
communication log.
Parent questionnaires.
Compare number and

quality of contacts
with parent satis-
faction.

. LEA parent

communicaticn
policy.

Follow due process.

. Parents not signing
required documents.

. Parent not respond-
ing to any type of

communication.
, Parent contact

limited only to

periodic reviews
and IEP meetings.,

. Parent conflict
with school.

315
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8.0 PARENT INVOLVEMENT /DUE PROCESS: Improvement (continued)

Key Decision Maker Diestions
Data Collection

Data Needed Procedures

8.2 Special Education Teacher

8.2.2 How do I monitor
instructional ob-
jectives being
carried out at home?

List of objectives
to be worked on at
home.

Monitoring work
procedure.

. Compile list of home
objectives by parent.

. Record parent contact
an,' objective moni-
toring.

. Daily notebook with
parent signature.

. Home/school tape
recorders.

. HOme/school folders.

8.3 Student Support Team

8.3.1 Are parents active
members of the SST?

. SST meeting
attendance.

. Note parent
participation.

Evaluation

Procedures Standards Applied Red Flags

. Review monitoring . All home or joint
procedures. school/home ob-

. Verbal communication jectives monitored
systematically and
regularly.

. Monitoring system
periodically
reviewed and revised

. Lompile attendance data . Compute average
from meetings by attendance figure.
student-age level, . Solicit comments

from parents.

8.3.2 How are parents
involved in the
assessment process?

. Assessment

piocedures and
instruments,

. Little or no follow-
up with home on
objectives.

. No improvement with
objectives at home:

. Document notice
to parents.

. Regular parent

attendance.
Notify parents of
meetings and encour-
age them to come.

. No parent
attendance.

. Parent comments
not taken seri-
ously by other
SST menters.

. Review assessment pro-
cedures and instruments.

. Examine assessment
procedures and in-
struments for parental

permission and
participation.

. Parent informed of
and involved in

assessment in some
May.

. Parent not informed
of assessment pro-
cedures.

Parent not involved
in assessment of
student.

Parent Involvement/Due Process: Improvement
July 1986
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8.0 PARENT INVOLVEMENT/DUE PROCESS: Improvement (continued)

Key Decision Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

8.3 Student Support Team

. IEP objectives.
, Parent concerns.
. Interview parents.
. Review IEP meeting

mir motes.

. Review IEPs, SST
meeting minutes.

. Survey parents.

. Examine IEP for home
or joint home/scocol
objectives.

. Compare parent con-
cerns with final

goals and objectives.

. Major parent con-
cerns are addressed
on IEP.

. Parent concerns not
solicited.

. Parent concerns not

addressed.

8.3.3 How are parental
concerns incorpo-
rated into the IV?

8.4 Principal

. School policies. . Review LEA

policies.
. Review school

guidelines.
. Survey parents on their
wrceptions of visita-
Lion policy.

. Examine policies for

parent visitation
policy.

. Open visitation
policy for parents.

. Solicit parents to
visit and partici-
pate.

. No policy.

. Policy restricts

parent visitation.
. No visitation

guidelines.
. Parent complaints.

8.4.1 what is the school's
parent visitation
policy?

8.4.2 Are due process
procedures being
followed?

. Due process forms.

. Due process proce-
dares.

. Review due process
complaints from parents.

. Examine due process
procedures and school
practice.

. Federal regulations . Numerous parent

. State rules. , complaints.

i . Lost concilia-
f tion matters.

8.5 Special Education Director

. LEA policy. . Review LEA
policies.

. Examine policies for
parent involvement
and education.

. Parent education and
involvement policies
in place and level-
coed with parental
input.

. No LEA policy for
parent involvement
and education.

8.5.1 what is the LEA
policy for parent

Involvement and
education?

Parent Involvement/Due Process: Improvement
July 1986
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r.,' Decision Maker Questions Data Needed

8.0 PARENT INVOLVEMENT /DUE PROCESS: Improvement (continued)

Data Collection
Procedures

Evr'Jation
Procedures Standards Applied Ned Flags

Special Education Director

8.5.2 What parent education
needs and opportunities
relative to the handi-
rapped exist in the
LEA?

. Area parent educa-
tion opportunities.

. Area parent educa-
tion needs.

List LEA
opportunities for
parent involvement.

8.5.3 what provisions are
made for teacher
home visits and
Instruction?

. LEA policy.
. Teacher/aide

schedules.

Collect and compile
information about

parent seminars and
educational activities
from LEA and other
regional or local
agencies.
Survey parents or review
other agency parent
needs assessment data.

. Compete parent educa-
tion opportunities
with educational
needs.

Compare list of
opportunities with
educational needs.

. Parent education
needs being met by
school or other
local agency.

No LEA parent
education.

Parent education
needs unmet.

LEA unaware of area
parent education
and resources,

Review LEA policy.

Collect staff schedule.
Examine policies for

home visit/instruction.
Staff permitted 1.

flexible hours to en-
courage home visits.
Policy in place for
home visits.

No policy on home

visits.

Scheduling con -

straints discourage
Noe visit.
Unwilling parents.

8.5.4 Mow is parental input
and program evaluation

collected and used?

. Program evaluation
procedures.

Review program
evaluation procedures
and policy.

. Survey schools.

. Examine records for
evidence of parent
input.

. Interview selected
parents.

. Parent satisfaction . No parental input
and needs assessment into LEA special
part of total pro- education evaluation.
gram evaluation.

Parent Involvement/Due Process:
July 1986
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Improvement
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Key Decision maker Questions

8.0 PARENT INVOLVEMENT/DUE PROCESS: Improvement (continued)

Data Collection
Data Needed Procedures

8.6 State Education Agency

8.6.1 Are parents' due
process rights being
protected according
to state and federal
regulations?

Evaluation
Procedures Staneards Applied Red Flags

Due process proce- . TSES documentation. . State monitoring. . Sncial Education
dares. . Record review. . Internal monitoric2. Compliance manual
Parent notification . Staff interviews.
documentation. . Parent interviews.
Documentation that
parent rights have
been shared.

Parent signature on IEP and periodic review.
List persons who may serve as hearing officers; include qualifications.
List students by building who have required conciliation conference.
Copies of notices printed in other languages.
List of all students netding surrogate parents and names and addresses
of surrogate parents.

If surrogate parents were appointed:
- log efforts to find student's parents.

- identify training information available to surrogate parents.
- identify notice to surrogate parents regarding removal as

surrogate parent.

- identify board minutes regarding any hearings related to the
removal of surrogate parents.

Copy of school LEA's policy regarding private and confidential
data collected by LEA.

List of parents who challenged accuracy of pupils' records and
list of those for whom hearings were held.
Copy or format used to record persons obtaining access to
educational records.

Copy of form used to obtain consent to release private Data.

Copy of annual public notice, including entice in primary language
if other than English, regarding parent's right to inspect and

review educational records indicating location of LEA policies
and parent's right to file complaints regarding the accuracy of
educational data.

Copy of the statement of proccdUral safeguards for parental rights.

Parent lnvolvement/We Process: improvement
July 1986
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Noncompliance.
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9.0 PERSONNEL DEVELOPMENT: Improvement

Key Decision Maker Diestions Data Needed
Data Collection
Procedures

9.1 Regular Education Teacher

9.1.1 What do I do to keep
current in my teaching
area?

Magazine subscrip-
tions.
Conference

attendance.
Books read.
Professional member-
ships.

Workshops.

College coursework.
Courses and books
summarized for

continuing education.

. Keep professional

growth record.

9.1.2 where do I go to get
advice on particular

instructional or
behavior management
problems?

. Consultation
requests.

. Available resources. .

. Coop personnel.

. School administra-
tion.

. Site visits.

. Keep consultation

record.
Compile list of

resources.

_ _
Evaluation
Procedures Standards Applied

Review professional
growth with supervisor;
compare with LEA

policy.

Discuss professional
growth plan of each
teacher.

Cooperation with
LEA to try new
methods.

Personal and pro-
fessional standards
set by individual

staff and LEA.

Red Flags

No professional

growth activities
during one calendar
year.

Review list of

potential resources;
compare with current
resource use,

A wide array of

professional re-
sources available
and tapped.

Other teachers or
administrators,
LEA handbook.

. No consultation re-
cources available.

. Staff unaware of
available resources.
No follow-through
from staff

consultants.

9.1.3 Now do i contribute
to the development of
the LEA staff

development plan?

. LEA staff . Review staff
development plans. development plan.

. LEA master . Professional reading.
contract. . Sharing of ideas among

staff.

. Examine staff

development plan for
contributions from
stet'.

. Staff development
plan in place.

. Staff actively in-
volved in develoPingl
plan.

. Continuing education
guidelines.

. No s aff development
plan.

. No staff Input into
LEA plan.

. No inservice.

. No collow-through
by staff on

development plan.

Personnel Development: Improvement
July 1986
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Key Decision Make[ Questions Data Needed

9.0 PERSONNEL DEVELOPMENT: Improvement (continued)

Data Collection
Procedures

special Education Teacher

9.2.1 What Jo 1 do to keep
current in my teaching
area?

. Magazine subscrip-
tions.

Conference atten-
dance.

. Log books and
articles :aad.
Professional
memberships.

Workshops.

College coursework.

. Keep professional
growth record of
continuing education
activities.

. Volunteer work in
field-related areas.

Evaluation

Procedures Standards Applied Red Flags

Observation by
principal.
Review professional
growth with supervisor;
compare with LEA
policy.
Discuss professional
growth plan of each
teacher.

Cooperation with LEA
to try new methods.

. Personal and pro-
fessional standards
set by individual
staff and LEA.

. Renewal unit record
keeping sheets.

. No professional
growth activities
during one calendar
year.

. No classes offered
in area and/or
location.

9.2.2 Where do I go to get
advice on particular
instrictional or

behavior management
problems?

. Consultation . Keep consultation . Review list of A wide array of
requests. record. Potential resources; professional re-

. Available resources. . Compile list of compare with current sources available
, Coop personnel: resources. resource use. and tapped.
. School administra-

tion.
. Other teachers or

administrators.
. Site visits. . Library resources.

9.2.3 How do I contribute
to the development of
the LEA staff
development plan?

. LEA staff
development plans:

. LEA master

contract.

Personnel Development. Improvement
July 1986
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. No consultation re-
sources available.
Staff unaware of
available resources.

. Irrelevant staff
inservice.

. Review staff . Examine staff
development plan.

. Professional reading.

. Sharing of ideas among
professional staff.

. Needs assignment.

. PER report.

development plan for
contributions from
staff.

Staff development
plan in place.

. Staff actively in-

volved in developing
plan.

Continuing education
guidelines.

. Nc staff development
plan.

No staff input into

.

LEA an.

s:rrvice.

. No follow-through
by staff on
development plan.

3`'*?
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Key Decision Maker Questions Data Needed

3.0 PERSONNEL DEVELGPMENTs Improvement (continued)

Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

9.3 Student Support Team

Nnt active at this point in personnel development process,

9.4 Principal

9.4.1 Are the building
policies for staff

release for profes-

sional activities
compatible with the
special education,
policies?

. Building staff
release policy.

. Special education

staff release policy.
. Teacher requests.

. Review policies. . Compare policies for
discrepancies.

. Compare time allowed
for special education
and regular education.

Building staff re-
lease policies com-

patible with special
education release
policies.
Building policies
encourage professional
activities.

Staff released, based
on program needs.

. Restrictive building
staff release policy.

. No building staff
release policy,

9.4.2 How are building

inservice activities
planned and
imnlemented?

Building inservice

Procedures.
. Inservice plans,

schedules, agendas,
and evaluations.

. Compile procedures,
agendas, and evalua-
tions.

. Staff input on inservice
activities.

Examine procedures
for methods of

determining workshop
needs, implementation,
attendance, and
evaluation.

. Analyze results of
staff survey.

. Building inservices
based on staff need
and results of

previous inservices,
. Building policies

encourage profes-
sional activities.

. No systematic method
for determining in-
service needs.

No inservice activi-
ties.

. Inservice complaints.

9.5 Special Education Director

9.5.1 What are the LEA's
staff development

policies (including
release time, reim-

bursement, and types of
acceptable activities)?

. LEA staff

development policy
and procedures.
Minutes from carp
meeting on 129,1).

-

Personnel Development: Improvement
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. Review policies and
procedures.

Examine policies and
procedures for release
time, reimbursement,
and typcs of acceptable
activities.

Policy/procedures
encourage maximum

staff development
and offer adequate
staff development

opportunities.
Loop plans

. No Policy.
. Restricting policies/

proc-,Jures that dis-
courage staff
develormo,*.
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KAY bcisinn Mdl Ar Olpstions Data Needed

9.0 PERSONNEL DEVELOPMENT:. Improvement (continued)

Data Collection Evaluation
Procedures Procedures

9.5 Special Eckration Director

9.5.2 what is the LEA's
annual staff develop-
ment plan?

. LEA staff
development plan.

. CSPD plan.

. Review plan.

9.5.3 Now is the staff . LLA staff . Review planning
development plan development plan procedures.
developed? aid procedures.

9.5.4 Are LEA staff
development plans in
compliance with
state and federal

regulations?

Standards Applied Red Flags

. Examine plan for com- . Systematic input
prehensiveness, input from staff.

procedures, and evalu- . Goals and objectives
ation activities. set for inservices.

. Examine staff develop-
ment planning proce-
dures.

. Staff development
plan includes staff
needs assessment,
estRolished goals
and objectives,
dissemination plan,
and evaluation.

Compiled LEA . TSES documentation.
staff development . Written CSPD plan.
plans. ., Needs assessment review.
State and federal , Incentives listing.
regulations. . Program evaliation

document.scir.t.

. Records review.

. State monitoring.

. Internal monitoring,,
. Special Education
Compliance Manual.

. No staff development
plan.

. Random, piecemeal
staff development

activities.

. No systematic staff
input.
No goals or objec-
tives.

. No evaluation.

. Low attendance at
workshops, con-
ferences.

. Noncompliance
citations.

Personnel Oevelopment., Improvement
3oly 1986
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Kev Decision Maker raiestions

9.6 State Education amnia

9.6.1. Are legal require-
ments being met for a
comprehensive system
of personnel devel-
opment (CSPD)?

Personnel Develnoment: Improvement
July 1986
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9.0 PERSONNEL DEVELOPMENT: Improvement (continued)

Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

Annual written plan
for CSPD:
- list of staff who

planned events.

. Review CSPD plan.

. Review attendance from
data privacy training

sessions.

Internal monitoring.
. External monitoring.

. Special Education
Compliance Manual.

. State rules.

. Federal regulations.

. Noncompliance
citation.

. Staff complaints.

- priority need areas.

- priority need groups.
- evidence of incentives.
- evidence needs were addressed.
- evaluation of training events.

- evidence that research reports, innovative practices, materials
have been disseminated.

Training announcements to staff regarding State of minnesota data
privacy policies and procedures.

333
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10.0 INTERACv_NCv :OuPEllATiou: Improvement

Data Collection Evaluation
Key Decision Maker Questions Data Needed Procedures Procedures Standards Applied

10.1 Regular Education Teacher

10.1.1 Refers to special education teaching in planning this area. Regular education teachers may refer to the same questions.

10.2 Special Education Teacher

10.2.1 What other agencies

serve my students?
School records.
Agencies serving
each child.
Type of service
being provided.

. Information policy
DI release of
information.

Listing of private
agencies available
to parents.

Contact parents/guard- .

ians for information.
Examine school records.

Outline procedures/format
for consistent contact.

. Parent questionnaire.

10.2.2 How do my classroom

activities support
or reinforce train-
ing or therapy

provided from other
agencies?

. Service plans from . Contact agencies.
all agencies serving . Examine school
students. records.

. 7eam meetings.

. Coal setting.

. Timeline on therapy.

I0.2.3 Have the other

agencies serving my
students been sent
copies of their IEPs?

Interagency Cooperation:
July 1986

. Record of communi-
cation that IEP
was sent.

. Note file.

Improvement

334

Collect copies of
letters.

Keep communication log/
checklist.
Log per data privacy
requirements.

Re,1 Flags

Examine information
to determine agency
involvement.

. Teacher aware of

all agencies
serving students.

. LEA handbook

policy on county
involvement with

school.

Teacher unaware of

agencies providing
service.

Unaware of LEA
policy.

. Compare agency
service plan with
IEP, curriculum, and
methods used for
students receiving
joint services.

. Document shared
IEPs.

. Note what agencies
have copies and follow-
through on progress.

. Coordinated rein-
forcemet of goals.

. IEPs shared with

all relevant

agencies.
. Documented effort to

coordinate ILP goals.

---4

. working on same goals
with no coordination.
Teacher inaware of
agency service plan.

. working or opposing
goals.

. Nc locimented goals.

No communication
n school and

otl'er agencies.
. No of ILP

s,ent.

. ,f 0,3ta

33V
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I ! 1 i,4 leitiOnS

:(i.0 Spec. 31 LO)Lation Teacher

Data Needed

10.0 INTERAGENCY C00PERAT10te, Improvement (c.intinued)

Data Collection
Procedures

10.2.4 'For students react-

irAthmtion age)
transition

,.etween school and

%111 placement

. Information ahoit
adult service
agencies.

Parent/student
wishes and rules.

10.5 Student Support Team

10.3.1 flogs ,Ither service

Orovtder agencies
tieen invited to

attend the IEP and
perp,otc review
meetings?

.J.3.2 Have joint plans
-)pen written where

aopronriate?

10.3.3 Do the IEPs of
students reaching

graduation reflect
tr.insition to adult

service placement?

. Contact parents /adult
service providers.

. Set up joint planning
meeting.

. Examine LEA
transition policies.

. Assessment center
refe:Tal.

Evaluation
Proce0,res Standards Applied

. Document meetings
arKt plans.

. Long term follow -up

of progress.

. Transition plans
drafted two years

Prior to graduation.
. LEA listing of
available adult
service agencies.

Red Flags

No transition
planning.
No contact with

service providers.
No agencies avail-
able to meet
student needs.
Parents not

involved.

. meeting attendance
records.

. Meeting announce-
ments.

. Review meeting
summaries.

. IEPs.

. Agency service

Plans.

. Compile meeting
records.

Examine meeting
records for attendance.

Document invitations
of agencies to

representatives of
IEP and periodic

review meetings.

All agencies serving - Agencies not invited
student invited to to meetings.
meetings. . Agencies do not

attend meetings.

. Compile ICPs/egency . Examine IEPs,
service plans. service plans.

. IEPs. . Compile IEPs and
Assessment center referral data.
referrals.

Interagency i.opperat ion: Improvement
July 1986
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Examine IEPs, noting
transition goals.

. Joint plans written
for common service
goals.

. No cooperative

planning.
. More then one
current IEP on a
student.

Transition goals on
IEPs of students

taro years prior to

graduation.
In junior year meet .

with vocational re-
habilitation counselor,
parents, and principal.

NO transition
goals on IEP.

Students making
no plans.

Parents not
involved.

337
10-2



Key Decision Maker (,),Jestions Data Needed

10.0 INTERAGENCY COOPERATION: Improvement (continued)

10.4 Principal

10.4.1 what is my build-
ing's visitation
policy?

Data Collection Evaluation
Procedures Procedures

. LEA/building . Review policy.
policy.

Standards Applied

, Examine policy for
openness to other
agencies.

. Examine flexibility
in visitation hours.

. Policy encourages
open agenc;!

visitation.

. Restricti:e visita-
tion policy.
Visitors not stopping
in school offices.

10.4.2 How do I use inter-
agency resources to
expand my building
services?

Direct services
provided to build-
ing students by
other agencies.

Consultative ser-
vices provided to
staff.

List of community
services.
Building service needs.

. Collect IEPs.

. Keep consultation

records/logs.
. Compile agency list

from directories.
. Conduct needs assess-
ment.

. Compare existing
agency services to
school needs and
current agency

uLlization.

. Agencies contacted
whenever possible
to help meet identi-
fied school needs.

. Schnols corking
in isolation from
community agencies.

10.5 Special Education Director

10.5.1 How are formal
interagency agree-
ments developed
betwoon the LEA
ard other service
agencies?

, Existing interagency . Compile and review
agreements with public
health, social services,
probation, etc.

. Interagency policy,

. Interagency agreement
activities /procedures.,

appropriate documents.
, Examine interagency
policy and agreements
for specific proce-
dures.

. Compare interagency
policy and procedures
to actual current
practice.

. Agreements reached

between agencies
regarding responsi-
bilities, reim-
bursements, and
monitoring.

. Policies and proce-
dures are translated
into practice.

. Duplicaticn of ser-
vices.

. Interpoenc. policies
exist, CJt not used.

. No interaoency
policies, crocedu:es,
or agree-le-ts.

Interdgency Loop-ratlom Improvement
July 1986
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10.0 INTERAGENCY CODPfRATITk. Improvement (continued)

Evaluation

Procedures Standards Applied
t

Key Decision moKer Questions Data Needed
Data Collection
Procedures Red Flags

10.5 Special Education Director

10.5.2 How is regular inter- Interagency activi- . Keep correspondence . Compare communication . Communication sched- . Haphazard or
agency communication ties/cilmnunication file. practice with ule developed jointly irregular communi-
maintained? procedure.

Documentation of

communication.

. Keep communication
log.

. Keep telephone log.

standard. by all agencies and
carried out.

cation.

10.5.3 How are staff en-
couraged to pntici-
pate in activities
with support groups
and other agencies?

Staff release policy.
. LEA incentives

for professional

activities.
. Area professional
activities.

. Staff professional
activities,

. Review staff release
policies.

. Review staff profes-

sional activities
annually.

. Examine policy for
interagency partici-
pation incentives.

. Compare area pro-
fessional activities
with staff partici-
pation.

Local policies en-
courage staff parti-
cipation in profes-

sional activities
with other agencies.
Staff participates
in at least one
professional activity
ou'side school.

II

No incentives for
participation.
Lack of parti ipation
in support/other
agency groups.

10.5.4 How is joint planning

encouraged?

. Planning policies/ . Review interagency
procedures. policies and proce-

dures annually.

. Examine policies/
procedures.

. Regular (e.g., quar-
terly, monthly)
planning meetings
scheduled for all
agencies. Planning
centers around com-
mon problems and
concerns.

. Planning done in
isolation.

. Interagency meetings
held without setting
group mission or
purpose.

10.5.5 How are joint planning
and in'eragency agree-
ments affecting the
IFA?

. Student services . Compile student ser-
data. vices data, teacher

. Teacher consultation requests, LEA
requests. plans, are student

. Overall LEA plan. progress.

. Student progress. . Cum folder.

. Compote student . Positive change in
sertces, student service delivery
progress, and teacher system.
satisfaction prior
to and following
joint interagency
Planning.

. No or negative
change in service
delivery.

Interagency r,operatiom Improvement

July 1986
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Key Decision Maker ').lestions

10.0 INTERAGENCY COOPERATION: Improvement (continued)

Data Collection
Data Needed Procedures

Evaluation
Procedures Standards Applied Red riarv,

10.6 State Education Agency

10.6.1 Have formal inter- . Local interagenry . Compile local inter- . Internal monitoring. . Special Education . Noncomoliance

agency agreements agreements. agency agreements. . External monitoring. Compliance Manual. citatio-,

been developed in
accordance to state
guidelines?

Interagency 'uopPrAtinn: Improvement

July 1986
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11.0 TRANSPORTATION:. Improvement

Key Decision maker aJe::tiols Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

11.1 Raqular Education Teacher

of nandicapoed students.11.1.1 Refers to the transportation

11.2 Special Education Teacher

. Task analysis of
bus riding skills.

. Student performance
data.

. Bus driver reports.

. Observe student per-
formance.

. Interview bus drivers.

. Compare student per-
formance with perfor-
mance of nonhandicapped
peers.

. Review with transpor-
tation coordinator.

. Student waits for
and rides bus with
limited or no extra
supervision.

. Excessive fighting.

. Student misses stop.

. Students on wrong
bus.

11.2.1 Does the student
have school bus
riding skills?

11.2.2 Does the student
have independent

comunity mobility
skills?

. Student mobility
limitations.

. Community transpor-

tation options.
. Locations of fre-
quently used stores,
restaurants
friend's houses, etc.

. Student mobility/
navigational skills.

. Student, parent, and
group home feedback.

. Conduct community
survey.

. Parent survey.

. Mobility assessment.

. Evaluate student's
ability to get to
and from specified
location, with and
without supervision.

. Student gets to
desired location

from home or school
independently or
with limited
assistance.

. Student gets lost.

. Inappropriate behav-

for on public trans-
portation.

. Student takes wrong
bus.

11.3 Student Support. Team

. Student mobility
needs.

e Stude-lt records.

. Parent interview.

. Review student record.

. Interview parent/

physician.

. Compare student needs
with available trans-
portation sarvices.

. Student uses regular

school bus whenever
possible.

. Every special educa-
tion student riding

special education
Ouses/vans, regard-

ess of program
locations dna ous
s ills.

11.3.1 Does the student

need special
transportation
provision to
attend srAvool?

Transportation:, Improvement
July 1986
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11.0 TRANSPORTATION: Improvement (continued)

VP/ Derision Mal--r Questions Data Needed
Data Collection
Procedures

Evaluation

Procedures Standards Applied Red Flags

11.4 Principal

11.4.1 who supervises

arrival and de-
parture of special

education students
neednq assistance?

. Staff roster/
schedule.

. Bus duty schedule.

. Bus driver training
materials.

. Review schedules and

materials,
. Examine bus duty

schedule, noting
supervisors.

. Training for bus
drivers.

. Students properly
supervised.

. Too much teacher time
spent in bus super-

vision, getting
students on bus.

. Lack of supervision.

11.4.2 what procedures are . ..EA transportation . Review policy. . Compare policy with . Policy covers:
in place to deal policy. , Inservice for trans- possible transpor- - weather emergen-with transportation . Log arrival and portation permits. tation emergencies. cies.
emergencies? departure times. - bus malfunctions.

- parent not home to
meet child.

- driver absences.

. No policy.

. Inadequate policy,

. Parent complaints.

. Mishandling of an
emergency:

11.5 Special Education Director

11.5.1 Are the distances
traveled by special

education students
approximately the

same as for regular

education students?

Longest, shortest,
and average time

and aistance spent
'xi bus by average,

regular, special
education student
(both elementary and
secondary) ,

. Same data as above
for special education
students.
Get data from trans-
portation department.

Compile transportation
records and compute

needed dr,a.
. Interview staff and

parents.

. Compare regular stu-
dents' time and
distance with that
traveled by special

education students.

. Distance /time

traveled by all

students is approx-
imately the same.

. Special education
students spending

disproportionate
amount of time on
the bus.

. Parent complaints,

Transportation: improvement
July 1986
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11.D TRANSPORTATION: Improvement (continued)

Key Decision Makor 4ieStiOnS
Data Collection Evaluation

Data NeeJed Procedures Procedures Standards Applied Red Flags

11.5 Special Education Director

11.5.2 Do all huses/vans

used to transport
special 'duration

students meet
safety standards?

. Safety inspection Review safety inspec-
. Periodic review of all . All vehicles meet . Buses in violation of

results. tion results. vehicles for safety safety code safety cndes.
. Consult transpor- code violations. standards.
tation department.

11.5.3 What procedures are . LEA transportation . Review LEA
in place to deal policy. transportation policy.
with transportation
emergencies?

. Compare policy with

possible transporta-
tion emergencies.

. Policy covers all

transportation
emergencies:
- weather.
- bus malfunction.

- driver absences.
- parent absences.

. No policy.

. Inadequate policy.

11.5.4 Are all drivers

qualified'
. Drivers' qualifica-
tions.

. LEA job
descriptions.

Peview drivers'

applications.
. Compare drivers'

qualifications with
LEA Jo.. iescription

and requirements.

. Drivers qualified . Drivers driving with-
to drive bus/van. out proper qualifica-

. Drivers certified tions or emergency
in first aid and CPR. skills.

11.5.5 How are special

education students
transported?

. Transportation . Compile transportation . Examine contracts/ . Special education
schedules /plans for schedules/plans/con- schedules and plans students use regular
all special edica- tracts. for transportation education buses
tion students. mode (regular bus, whenever possible.

. Transportation special van, taxi,
contracts. private car).

. All special education
students riding spe-

cial buses or vans.
. Parents transporting

special education
students.

Transportation: improvement
11-3July 1986
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11.0 TRANSPCPTATICIN-. Improvement (continued)

Key Decisio- ,Jestions

Data Collectiom
Data Needed Procedures

Evaluation
Procedures Standards ;polled Red Flags

11.5 Special El.ation Director

11.5.' :s 'ranspor-
r system

Arf..ont?

Transportation costs Compile cost data.
by LEA, student, Review procedures.

disability group.
. Transportation costs
of special education
students by trans-
portation mode.

. Transportation costs
of regular education
and special education
after-school program,
per student.

. Compare costs by
program and trans-
portation mode to
transportation needs
and to regular
education trans.
portation costs.

Transportation . Disproportionate
system costs for amount of dollars
special education I spent on
proportionate to transportation.

regular education
transportation costs,'
based on students
transported.

11.5.' Hr. .7e itinerant

teac'ers compen-
sate: For travel?

. Travel reimburse-
ment policy.

. Travel times/dis-
tance by teachers/
staff members.

. Review policy.

. Keep staff travel log.

. Examine policy in
light of time/miles
spent traveling

by staff.
. Compare time on task
with time of task.

. Policy encourages
movement of
teachers rather
than students.

Students placed in
segregated setting:
to eliminate staff
travel.

Unaccountable staff
time.

11.6 State Education Agency

11.6.1 Is 'no. IA in LEA transportation Compile LEA . Internal monitoring. . Special Education . Noncompliance.

compliaoce with plans. transportation plam% . External monitoring. Compliance manJal.

star transporta- List of arrival and

tics departure times on
handicapped students,

if different from
nonhandicapped.

00PY if sample information card given to drivers and aides regarding
proper emergency health care procedures for handicapped students.
List of inservice training dates and Trtoui)ceffents for drivers and
aides regarding the transportation of handicapped students.

Transportation: :-cr.)vement
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12.0 INSTRuCTInNAL RESOURCES:, Improvement

Kes Do-cision maker 'Jiestions Data NePded
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

12.1 Regular Education Teacher

12.1.1 Are the materials

used in my class-
room inoropriate

for my students?

. Materials list.

. Student objectives.

. Students' ages.

. Material within
classroom.

, Conduct materials
inventory.

. Review IEP.

Compare materials

with student goals
and objectives.

Determine the age
range of nonhandi-
capped children who
would use the material.
Document materials
safety limitation;,
if any

Determine teaching
objectives material
could be used for and
compare to student IEP.

Materials: I.

are purchased in
response to speci-

fic student needs.
- have multiple uses.
- may be used by Aure .

than one stvient.
- may be used inde-

pendently by students
are safe for students
to use.

ore age-appropriate
a:e functional.

S

-1
materials narrow
in application.
materials not safe.

Materials not age-
appropriate.
Materials not
functional.

12.1.2 How nJch money do I
. Class/program . Obtain allocation

have for instruc- materials amount from SED or
tional materials? allocation. coordinator.,

. Allocation from
building principal.

. Review allocation

figure and limita-
tions.

. Money is adequate
to cover consumable

materials cost and
buy updated equip-
ment as needed.

. Amount ouilding

principal approved.

Low budget,
No teacher dollar
allocation.

All materials
decisions made py

administration witn
no teacher input.
No cooperation from
administration.

12.1.3 How 1, I determine
the >ffectiveness
of t,1,- instructional

ma'.-Lalq I use?

. Materials list.

. Student progress
toward stated
goals.

. Inventory available
materials.

. Chart student progress.

. Chart student
progress on speci-
fied objective, using
various materials.

Materials that are
most reinforcing
and effective are
used with each

tudent.

. All students use same
materials regarc_Pss
of performance
success.

Instructional .7.-1..r-ces: Improvement
July 1986
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17.0 INSTRUCTIONAL RESOURCES: Improvement (c,,:inued)

vPi Qecil-s. Maker Questions Data Nbeeded

Data Collection
Procedures

Evaluation
PTocedures Standards Applied Red Flags

17.2 ipec;:l tdication Teacher

17.2.1 Are the materials
i-,ed in my class-

room appropriate
c.,r my students?

Materials list. . Conduct materials
Student objectives. inventory.

Students' ages. . Review IEP.
. Conduct a frequency of

use on materials.

Compare materials
with student goals

and objecti.es.
. Determine the age
range of nonhandi-
capped children who
would use the material.

. Document materials
safety limitations,
if any.

. Determine teaching
objectives material
could be used for and
compare to student IEP.

Materials:
- are purchased in

response to speci-
fic student needs.

- have multiple uses
- may be used by more

than one student.

- may be used inde-
pendently oy

students.

- are safe for
students to use.

- are age-appropriate
- are functional.

Materials narrow
in application.

. Materials not safe.

. Materials not age-
appropriate.

. Materials not
functional.
No material avail-
able due to oudget
restrictions.
Cultural and/or sex
bias materials.

17.2.7 Now much money do
have for instruc-
tional materials?

. Class/program
materials
allocation.

. Student needs.

. Materials request
from prescriptive

center.

. Obtain allocation
amount from SED or
coordinator.

. Obtain allocation from
building principal.

. Review allocation
figure and limita-
tions.

. Review IEP goals
and student needs.

. money is adequate

to cover consumable
materials cost and
buy updated equip-
ment as needed for

student progress.

Low budget.
No teacher dollar
allocation.

All materials
decisions made by

administration with
no teacher input.
No consideration to

student needs.

12.2.3 How do I determine

the Pffectiveness
of the instructional
materiels I use?

. materials list.

. Student progress.

. Inventory available

materials.
. Chart student progress.
. Observation teacher's
lesson.

. Team meetings.

. Chart student
progress on speci-
fied objective, using
various materials.

. materials that are

most reinforcing
and effective are
used with each
student.

. Benchmark tests.

All students use same
materia;s regardless
of performance or
success.
No updated materials
No oudget for

materials.
. No significant pro-
gress made toward
IEP goals.

Instructional Resources: Improvement
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12.0 INSTRUCTIONAL RESOURCES: Improvement (con'Jeued)

Kev Decision maker llestions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

12.3 Student Sunnort Team

. Student assessment
data.

. Medical assessment
data.

. Review assessment data
for physical or common-
icative equipr it needs.

. Compare student needs
and disability with
educational program
requirements.

. Students educated . Student placement
in least restrictivei restricted due to
environment. unavailable

i

equipment.

,

12.3.1 Does thf, student need
srecial adaptive
equipment to partici-
pate fully in the

educational program?

12.4 Princi221

. List of communal

building materials,
equipment,

. inventory available
.

materials and equipment.
. Review procedures for
assessing materials
and equipment.

. Media center records.
. Review material usage
on computerized tracking
system.

Document resources
and procedures for
access by students
and teachers.

. Special and regular . Special education
education access to i staff are not using
building materials building materials/
and equipment is equipment.
the same. . Outdated materials.

12.4.1 what uuiloing

instructional

resources are
available to

edic.itIrn staff?

12.5 Special Edll-ltIon Director

. State funding re-

quirements.
. Federal funding

requirements.
. Local resource

allocations.
. Sources u,ed in
past years.

. Regular education

resources.
. Past year's depart-
ment records.

, Collect data from state .

department and
superintendent.

Document sources used
in past; those cur-
rently available.

. SED is familiar I.

with available ed- I

ucational resources
for instructional

materials.

All sources 'Jf in-

structional resources
not tapped.

12.5.1 ell' resources are
cutr.ntly available
for Instructional
purpY;e5?

Instructional z-slurces: Improvement
July 1%6
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12.0 INSTRUCTIONAL RESOURCES:, Improvement (continued)

Data Collection Evaluation
Key Decision Maker aiestions Data Needed Procedures Procedures

12.5 Special Education Director

. Directories for
both private and

. Contact state health,
welfare agencies for

. Document potential

sources and contact

12.5.2 What other school

and community
sources could be public agencies. directories of local persons.
tapped for special . List of community agency offices. Develop system to
instructional needs? service organiza- . Use local phone direc- keep abreast of

tions. tory to find community

service organizations.
emerging sources.

Standards Applied Red Flags

SED is familiar
with all available
noneducational
resources for
materials.

All sources of in.
struc":ional resources
not tapped.

12.5.3 How are resources
allocated to staff?

. Special education
budget.

Budgeting procedures.
. Regular education
budget for resources.

. Review budget and
procedures.

. Review budget quarterly.

. Document policy
related to staff
allocations.

Staff allocation is
equitable yet sensi-
tive to individual

class needs.

, Ranoom allocation

of resources.

12.5.4 what quality control

procedures are in
plac> for monitoring
purchases?

Purchase order

orocedures.
Review procedures.

. Coordinate and monitor.
Document person(s)
responsible for approv-

ing purchases proce-
dures for denying or
approving requests.

Instructional Resources: Improvement
y 1986

358

Purchases mulitored
by supervisor or
others familiar with
student needs and

programs and exper-
tise in curriculum
to reduce duplication
of equipment and in-
appropriate requests.
Coordinators work
together.

. All orders purchased
without quality
control monitoring.

kJ
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12.J INSTRUCTIOIAL RESOLRCES: Improvement (continued)

Key Decision Maker Questions
.-.---

Data Collection
Data Needed Procedures

Evaluation

Procedures Standards Applied Red Fi,aps
12.5 Special Education Director

12.5.5 Are legal requirements . Evidence that . Observation of . Internal monitoring. . Special Education . Noncomplla-cerelated to instruc-
tional resources
being met?

necessary materials materials.
are available. . Staff interview.

. Coordinator's copy . Review of inventories.
of inventories., . Directory of materials

. External monitoring. Compliance manual. citation.

. Interview students. available.
. Student survey.

12.6 State Education Agency

12.6.1 Are legal requirements . Evidence that . Observation of . Internal monitoring. . Special Education moncomPliancerelated to instruc-

tional resources
being met?

necessary materials materials.
are available. . Staff interview.

. Inventory of equip-
ment purchased with
federal special

education funds.

. External monitoring. Compliance manual. citation.

. List of equipment

purchased with federal
funds and transferred

to other federal pro-
grams/projects.

Instructional Resources: Improvement
July 1986
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13.0 00144JNITY RELATIONS:, Improvement

Data Collection Evaluation
key nPcision Mak,r "Xiestions Data Needed Procedures Procedures

13.1 Regular Education Teacher

13.1.1 HOw do I use the , Number of community Review lesson plans, . Document type, fre-
community in my instructional sites. class schedules, quency, and number
instruction? . Types of community

sites used.

student IEPs. of community ,ices
used.

. Frequency of com-
munity site used.

. Lesson plans.

. Unit plans.

Standards Applied Rec Flags

. Natural environ-
ments are used for
teaching domestic,

self-help, vocation-
-1 skills.

. Community personnel.
!

. All instruction
takes place in
school duiloi-gs.

. Class period not

flexiole.

13.1.2 How do I use . Number, type, and . Review lesson plans. . Document number,
community members to frequency of volun- . Record times volun- type, and frequency
expand and improve teers, classroom teers/community members of volunteers,
my program? speakers used. used. speakers, and general

. Outside resources assistance provided
used (Lions, PTA). by community.

. Lesson plans. . Reporting through

. Unit plans. local papers.
Yearly plans.

. Community actively
involved in special
education classroom
through volunteer
activities, guest
speakers, etr.

13.1.3 HOw d) I share
information about

my program with
groups end the

community at large?

. Open house
schedules.

. News releases.

. Brochures.

. Radio/TV

announcements.
. Speaking

engagements.

. Informal contacts.

. Compile dissemination
documentation.

. Keep community contaLt
log.

. News clippings.

Community Relations:, Improvement
July 1986
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. Document dissemination
activities, numbers of
people receiving in-
formation, any impacts
of dissemination
activities.

Class activities
isolated from
community.

Information about . Comrun.ty una.are
zpecial education 9f class activities.

class activities
regularly shared
with community at

large.
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13.0 COMMUNITY RELATIONS: Improvement (ur-.inued)

;;*Pr Questions Data 4ceded

13.2 Special Edication Teacher

13.7.! dow ln 1 use the
immnity in my

ruct ion?

Data Collection
Procedures

Number of community . Review lesson plans,
instructional sites. class schedules,
Types of community student IEPs.
sites used.
rrequency of -om-
munity site used.
Brochure from
community.

15.7.7 )taw do I use

r,gmunity members to
expdnd and Improve
ay program?

. Number, type, and
frequency of volun-
teers, classroom
speakers used.
Outside resources
used (Lions, °TA).
IEP goals.

. Review lesson plans.
. Record times volun-

teers/cormunity members
used.

. Articles in school paper.

11,7.3 low do I share

information about
my pnxiram with
groans and the
roceNnity at large?

Open house
schedules.

. News releases
Brochures.

. Radio /TV

anno.incements.

Speaking
engagements.

Informal contacts.

Community events.
. Open house.

. Compile dissemination
documentation.

. Keep community contact
log.

. Articles in school paper.

Community Relatinns:, Improvement

July 1986
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Evaluatior
Procedures Standards Applied Red Flags

. Document tvoe, fre-
quency, and numu,r
of community sites
used.

. Document numoer,
type, and frequency
of volunteers,
speakers, and general
assistance provided
by community.

. Document dissemination
activities, numbers of
people receiving in-
formation, any impacts
of dissemination
activities.

. Natural environ-

ments are used for
teaching domestic,
self-help, vocation-
al skills.

All instruction
takes place in

school buildings.
Prohibitive staff/
student ratio.

Inflexible class
periods.

. Com ;pity actively

involved in special

education classrooms
through volunteer
activities, guest

l=erirti sOf volunteers
willing to work in
school.

. Class activities

isolated from
community.

No ccx.munity aware-
ness of special
educatioin programs.
No volon'tets.

. No cooperation from
community.

. Information about
special education
class activities
regularly shared
with community at

large

. Community unaware
of class activities.

. Teacher unaware of
LEA policy.
LEA uncooperative
with community
involvement.

violation of student
confidentiality and

rights.

365
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13.0 COMMUNITY RELATI1N6: Improvement (continued)

Key Decision wa,er :Uestions Data Nteded
Data Collection

Procedures
Evaluation
Procedures Standards Applied Red Flags

13.3 Student 7-.....:zport Team

13.3.1 Doe: tnf, IEP . Student IEPs. Compile IEPs. . Examine IEP for com- . All IEPs for TMH/ . Community instruc-
sti7,,late use of . Teacher plans. munity instructional severely handicapped tion not stipulated
comnrity
ins-octional sites?

site specification. students stipulate
community instruction.

on TMH/severely
handicapped IEP.

IEPs for mild handi-
caps stipulate com-
munity instruction
where needed.

13.4 Principal

13.4.1 How :, information
abo.,' programs,

inclioing special
education, ois-
semi-wted in the
relphoorhood?

Open louse . Compile dissemination
schedules. documentation.

, News releases.

, Bru-hJres.
Radio/IV

announcements.
. Speaking

engagements.
. Informal contacts.
Parent newsletter.

. Teacher letters.

13.4.2 Do ho:11Ing open-
hor.,s, fun fairs,
etc. actively
invnl/e the special

educa'lln classes?

Open house
activities.

. News releases.

. Document dissemination

activities, number of
people receiving in-
formation, any impacts

of dissemination
activities,

. Review dissemination
efforts.

, PER survey analysis.

Information about
special education
class activities
regularly shared
with community
at large.
LEA and agencies
initiate this
effort.

Community unaware of

building activities.

Collect schedules,
news releases.

. Observe school
activities.

. Review schedules,
survey staff, and keep
observation checklist/
logs to determine de-
gree of special educa-
tion involvement in
building activities.

, Log and analyze parent

attitudes toward these

activities.

Special education
classes are actively
involved in all
building activities.

Community Relations:. Improvement
July 1966

3E6

Special education
classes are not in-
cluded in building
activities.
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13.0 COMMUNITY RELATIONS: Imcr,ement continued)

y Decision maker Questions Data Needed
Data Collection
Procedures

Evaluation

Procedures Standards Applied Pet.) Flags

.3.5 Special Education Director

13.5.1 what is the

LEA's community

relations and
involvement 'policy?

LEA community

relations policy.

. Review policies.

13.5.2 what communication

channels does the
LEA systematically
use to uisseminate

infarction about
the special education
program and its

accomplishments?

. Public relations
activities from
last three years.

. Dissemination plan.

. Examine policy for
LEA's community
relations involvement.

Policy reflects

overall special
education philosophy,
need for regular
community communi-
cation and input.

'.3 policy.

. Policy does not
address regular
community dialog.

. No involvement of
nandicapped in
Policy.

. Review news releases, . Document dissemina-
radio/TV spots, bro- tion activities.
chures, speaking en-
gagements, open house

activities:
. Review plan.

LEA has oissemina-

tion plan that
insures systematic
oamunication with
the community at
large.

No dissemination

Plan,
Poor/nonexistent
relationships in
the local media.

13.5.3 How often is infor-
mation formally
dissenunated?

. Dissemination
plan/schedule,

. Dissemination
targe groups.

. Review plan.
. Examine plan for

frequency of contact
to targeted audiences.

. Compare plan to actual
follow-through

Procedures.

13.5.4 How are staff . Classroom community- . Compile dissemination, . Docurrent staff/
involved in based instru-tion. open house activities. -ommunity involve-
community acti- Classroom dissemina- Maintain teacher contact ments.
vities as program tion activities. logs.
advoratPs? Teacher speaking

engagements.
Open house

activities.

Review staff resumes.
Review class /student

schedilles.

Log community acti-
vities of staff.

Community Relations Impro,,enent
July 1986

. Two formal contacts
wit- each target
grour annually.

. Developed plan
with goals.

. No dissemination
plan or plan not
implemented.

. Each target

audience contacted
less than once a
year.

. Staff involved in
at least one
community activity
as program advocate

. Staff not involved
Professionally
in any way with the

community.
. Lack of regular
education 1,100t.

13-4
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13.0 COMMUNITY RELATIONS:, Improvement (continued)

0,e,/ Decision Maker 4lestinns
Data Collection

Data Needed Procedures
Evaluation
Procedures Standards Applied Red Flags

13.5 Special Education Director

. Procedure for so- . Compile needed data.
li,iting community , PER process.
involvement.

. Numbers and names of

volunteers; activities
involved in.

. Number and names of
community-based
training sites.

. Community/school
meetings and program
schedules and agendas.

. Dollars received from
service grips and
others.

. Document type of

community involvement
by disability area,

building.

. Community actively
involved in special
education program
through volunteer

activities, com-
munity-based in-
struction, gueA
speaking.

. School activities

isolated from
community.

--,

13.5.5 How ire community

mentors involved in
the 3oecial education
program?

13.4.6 How is community

involvement en-
couraged and
rewarded?

. Awards presented. .

. News releases,

. Thank you letters.

. Programs from

receptions, dinners,
luncheons.

. Community involve-
ment policy.

Compile letters, news

releases, programs.
and list of awards
presented.

. Describe reward

system.

. Each volunteer,

comnunity training
site, service group
providing assistance
to special education
program is publicly
and privately recog-
nized and thanked.

. High volunteer

turnover,

. Volunteers receive
no formal recogni-

tion.

. Few volunteers.

13.5.7 mow is input gathered
from the community

regarding special
edIcation programs
-nd activities?

. School board meeting .

agendas and minutes.
. Local parent/teacher .

organization meetilg
agendas and minutes.
Local advisory com-
mittc Agendas and
minutes.

. Local special education
plan.

. Community relations
policy.

Review minutes/agendas
for input,

Review special educa-
tion plan.

. Compare community
input to actual
special education
plan.

. Community input
sought to help
develop special
education plan.

. Community has no
input in-7., - local

special education
programs.

Community REAtions Improvement
July 1986
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13.0 COMMUNITY RELATIONS: ImprovemenL (continued)

Data Collection Evaluation
ei Decisi-c, maker Questions Data Needed Procedures Procedures Standards Applied Red Flags

13.6 State EfIrcation Agency

13.6.1 Are legal requirements Evidence that ap- . PER plan for LE . Internal monitoring, , Special Education . Noncompliance
related to community plication, evaluation Application. . External monitoring. Compliance Manual: citation.
relations and involve-
'rent being met?

reports are available
to public.

. Evidence of public
information system.
Evidence of public
participation.

Notices and other
printed material,

. List of methods used
to ensure participa-
tion.

. TSES documentation.

. PER regulations.

. List members of

interagency early
learning committee
and their agency:

Community Relati'ns: Improvement
July 1q86
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14.0 FISCAL RESOLRCES: Improvement

Key Decision maker Westions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red Flags

14.1 Regular Education Teacher

NA

14.2 Special Education Teacher

NA

14.3 Student Support Team

NA

14.4 Principal

NA

14.5 Special Education Director

14.5.1 What sources are
availale to fund
the LEA's special

education program?

. Available state,

regional, local
public education
money.

. Other agency
resmirces.

. Private foundation
sources.

. Compile list from SEA,
other agencies.

. Contact loral and re-
gional agencies and
foundations for possi-
ble grants.

Fiscal Resourrr,,,:, Improvement
July 1986

374

. Examine compiled list
and note sources not
being tapped.

. SED is familiar
with application
procedures for all
private and public
funding sources.

. Available sources
not tapped.

373
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14.0 FISCAL RESOURCES:, Improvement (continued)

Vet OPriSiOn M3/0- ',uestions Data Needed
Data Collection
°rocedures

Evaluation
PTocedures Standards Applied Peel F130C

14.5 Special Education Director

14.5.2 How are funding
de,isidns made?

. Fiscal policy. . Review fiscal policy

. Annual budget plan. and plan.
Budget and expen- . Compile budget and
diture figures. expenditures.

. Testimonials.

14.5.3 Is tne special
education program
cost-efficient?

. Examine policy, plan,
budget, and expendi-
tures.

. Compare adequate
service delivery to
students and t-2'4get

appropriations.

Funding budget based
on student program
need.

. Fiscal planning

includes:
- needs assessment.

- targeting goals.
- estimating program

costs.
- securing money.
- implementing program
- evaluate program

outcomes.

. Student reeos unmet
cue to cost.

. Fiscal planning
driven by what is

available rather than
student needs.

. Program costs by
disability.

. Program expendi-
tures by disability.

. Program goals.

. Program outcomes.

. Student progress/
follow-up.

. Compile cost and ex-
penditure data.

Review program goals.
. Generate list of de-
sired outcomes.

. Compile costs/expen-
ditures to program
outcomes (desired
and actual).

. Program costs
reasonable, given

outcomes and
benefits.

. Program costs high,
but program goals
unmet, student
progress low.

14.5.4 Do LEA program
expenditures fall

within Uwe range
expecti, based on
numoer if students?

Fiscal Reso,rce- Improvement
lulu 1'8.

376

Description of cost .

categories for lo-
cal, regional, state,
national figures.

Local program ex-
penditure costs per
child by disability.
Regional, state, na-
tional average program
expenditure/cost per
chila by disability.

Compile local figures.

Contact regional and

stata offices for
regional, state, and
national figures.

. Compare local figures
with regional, state,

and national figures.

. Local program costs/
expenditures per

student comparable
to regional, state,
and national figures.

1

. Costs/expenditures
significantly higher
or lower than average
special education/
regular education

Proportion.

14-2
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14.0 FISCAL RESOLRCES: Improvement (continued)

Key Decision Maker Questions Data Needed
Data Collection
Procedures

Evaluation
Procedures Standards Applied Red rlags

14.5 Special Education Director

. Special education .

program expenditures
per student ( average,

by disability group,
and elementary/

secondary).
. Regular education
program costs.
State, national

average cost /expen-

diture figures (spe-
cial and regular
education).

Compile cost/expen-
diture data.

. Compare expenditure
data of regular and
special education
programs; cost data
per student.

, Local special educa-
tion costs/regular
education costs
similar to national
and state proportions,

. Special education
costs expenditures
significantly higher
than state and

national average.

14.5.5 What is the added
cost of special
education above
regular education?

14.5.6 Are legal require-

meets related to
administration of
funds being met?

. Evidence that funds .

are being used .

appropriately. .

. Evidence of accur- .

ate child count.

Application review.
LEA records.
Class lists.

Staff interviews.

. Internal monitoring.

. External monitoring.
. Special Education
Compliance Manual.

. Noncompliance
citation.

14.6 State Education Agency

. Evidence that funds .

are being used .

appropriately. .

. Evidence of accurate .

child count.

Application review.
LEA records.
Class lists.
Staff interviews.

. Internal monitoring.

. Exter,a1 moni oring.
. Special Education
Compliance manual.

. Noncompliance
citatin.

14.6.1 Are legal require-
meets related to
administration of

funds being met?

riscal Resources:, Improvement
July 1986
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15.0 GOVERNANCE: Improvement

Key Decision Maker )iestions Date Needed
Data Collection

Procedures

Evaluation

Procedures Standards Applied Red Flags

15.1 Regular Education Teacher

NA

15.2 Special Education Teacher

NA

15.3 Student Support Team

NA

15.4 Principal

NA

15.5 Special Education Director

15.5.1 Is the internal

management structure
of the LEA adequate
for identifying and
providing quality

services to area
handicapped students?

. Description of LEA .

management and
governance structure..

, Child find procedure.
. Child count figures.
Program locations.

. Program evaluation
results.

Out-of-district

placements.
monitoring compliance
records.

National, state handi-
capped incidence rates.

Monitor student
progress.
Review existing
LEA records.

1

Governance: Improvement
July 1986
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. Compare number of
identified 1:111U belVCd
students with number
expected, based on
population and
incidence.

. Examine number of out-
of-district placements.

. Conduct satisfaction
survey.

. Contract for outside
evaluation.

. Management structure
facilitates systcm-
atic and expedient
identification of
handicapped students.]

. Students' needs are
met by LEA whenever
possible.

. Large numbers of
out-of-district
placements.
Due process hearings/

Tit?
ints, law suits

Lower number of re-
ferrals than expected,

based oncnid=ation
and

381
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15.0 GOVERNANCE: Improvement (continued)

Key Decision maker Jestions Data Needed

15.5 Special Education Director

15.5.2 Does the size of the
LEA (both geographic
ana population)
promote cost
effective service
delivery?

. Program locations,
student home
locations.

. Special education
costs
- staff (teaching,

paraprofessional,

administrative),
- transportation.
- out-of-district

placement.
Number of students
served by disability
area, grade level.
Student progress.

Data Collection
Procedures

Evaluation
Procedures Standards Appliec Rea Flags

. Review LEA

records.
. Monitor student
progress.

. Cost/benefit
Plot program
locations on
map.

analysis.

student
area

15.5.3 Dues tne type of
service delivery

agency promote cost
effective service
delivery?

Program locations,
student home

locations.

Special education

costs
- staff (teaching,

paraprofessional,

- transpu ation.

- out-of--strict
placement.

Number of students
served by disability
area, grade level.

Student progress.

. Review LEA
records.

. Monitor student
progress.

. Cost/benefit

. Plot program

locations on
map.

analysis.

student

area

Size of service
agency can adequate-
ly support number and
type of handicapped
students in area.

Average cost per
special education
does not exceed
percent set by LEA
above cost of non-
handicapped student.

Type of service
agency has adequate
tax base to
support student
needs.

Average cost per

special education
student does not
exceed percent set
by LEA above cost of
ronhandicapped
student..

Listing of continuum
of alternative place-
ments with agenc,
agreements availao..e.

Governance:
July 1986

lar7Jv,:nent
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. Large number of
out-of-district
placements.
Excessive or too few
administrative staff.

. Excessive staff or
student travel time.

. Duplicate programs.

. Large number of

out-of-district
placements.

Excessive or too few
nlministrative staff.

. Excessive staff or
student travel time,

. Duplicate programs.
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15.0 GOVERNANCE: Improvement (continued)

Key Decision klaker rJuestions
Data Collecticn

Data Needed Procedures
Evaluation
Procedures Standards Anolieo Red Flags

15.5 Spacial Education Director

. LEA policy in . Review LEA
cooperative edica- records.

tion. . Inventory area
. Services available program.

in neighboring dis-

trict/cooperative/
regional units.

Program 'valuation
results.

. Compare evaluation
results and recommen-
dation with available

neighboring program,
LEA policy, costs.

. LEA policy
encourages and
facilitates inter-

unit cooperation.

. lsolationist
attitudes toward
program sharing or

interdistrict
cooperation.

15.5.4 Could cooperation
with a neighboring
unit strengthen my
program?

15.5.5 Does my LEA
adhere to the legal
requirements related
to local special

education adminis-
trative structure?

. Description of . TSES documentation.
LEA special
education

administrative

structure.

., A utilization of time

study of administrative

structure.

. Internal monitoring.
. External monitoring.

. Special Education
Compliance manual.

. Noncompliance
citation.

15.6 State Education Agency

. Compiled LEA . TSES documentation.
descriptions of
special education
administrative
structure.

. Copy of written
plan portion of
the TSES.

. Internal monitoring.

. External monitoring.
. Special Education
Compliance manual.

. Noncompliance
citation.

15.6.1 Do L'AS adhere to
legal requirements
relateu to local

special education
adwastrative
stricture?

Governance: Improvement
July 1986
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Developing and Improving Your
Total Special Education System
VOLUME 1
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SECTION III: A PLANNING PROCESS FOR SPECIAL EDUCATION CHANGE

Background Information

Purpose The purposes of the planning section are: 11 to provide a general format
for long range and short term planning that is consistent with the types
of data collected in the description and improvement sections of the
manual; and 2) to assure correction of any current or potential problems
in implementing special education state and federal statutes, rules and
regulations.

A planning process is provided to assist LEAs in anticipating changes
in special education. The process includes the use of data collected by
1) answering the decision questions used in this ma-ual for program
improvement, and 2) completing the LEA's responses to the standards in
the description section. This data base could provide a picture of the
current state of the LEA's special education system. From this
information, goals and objectives can be formulated to move the system
toward a more desirable state.

Scope

Planning: Background Information
September 1986
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The special education directors who choose to use this sample generic
planning process to prepare long range and short term goals for the
purpose of implementing a total special education system could apply the
procedures of this planning section. LEA data from the description and
improvement sections of this manual could be used in completing the
planning process.

3.tQ



Information Planning is a process for reaching a mutual agreement in setting and
revising goals and objectives. Certain key concepts have emerged from
an analysis of definitions in planning resource materials. The planning
process:

Maintains that plans must be long and short range in duration
with short range plans being implemented to attain long range
results.

Relates to a comprehensive and systematic strategy for the
effective and efficient use of human and nonhuman resources to
effect change and improvement in the best interest of the school
organization.

Means that performance gaps must be eliminated and opportunities
must be explored to improve the overall performance of the
school district.

Maintains that internal and external variables that may affect
planning decisions must be determined as accurately as possible
so that they can be considered in the overall planning process,

Recognizes that the process is incomplete if it does not include
a systematic method for evaluating performance results toward
long range goals, short range objectives, performance standards,
and the execution of plans. Plans often have to be altered,
sometimes on very short notice, in view of changing times and
conditions.

Is a continuous process, not a once-a-year or quarterly
exercise, that involves representatives from all areas of the
school district.

Is distinctly different from forecasting. Forecasting is one
essential element of planning, which predicts what will happen
on the basis of certain assumptions. Planning is an attempt to
determine what should occur and what steps must be taken to make
it happen.

Planning: Background Information
September 1986 2
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Information (continued)

Planning: Background Information
September 1986
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Requires that crucial areas of the school organization be

pinpointed so that plans can be initiated to improve results in
these areas (Lewis, 1983).

Therefore, educational planning is the process of identifying,
collecting, and analyzing essential internal and external data about a
LEA to arrive at current and useful information for preparing and
executing long and short range plans in an effort to help realize
identified basic purposes, mission, and operational goals.

The planning process as presented in this manual is comprised of the
following steps:

1. Scan the Fnvironment

2. Analyze Critically Trends/Conditions

3. Develop Planning 4ssumptions

4. Develop Mission Statement

5. Develop Statement of Philosophy

6. Review and Analyze Special Fducation Description and Program
Improvement Data

7. Formulate Long Range Goals and Short Term Objectives

8. Obtain Approval

9. Implement Plan

10. Evaluate and Adjust

In this section, each of the planning steps listed above defined and

described in more detail with worksheets provided to compl:ce each step.

The pa;ination system in the planning section corresponds to the

planning step number and page number within each step. Worksheets are

consecutively numbered withil each step. For example, page 4-2 is 4.
Develop the Mission Statement, page two.

30 9 3



References Appendix B contains a resource list of program evaluation and program
planning materials. Appendix D contains a list of titles of periodicals
to scan. Data gathered from locally completed description section pages
and locally completed forms from the improvement section are needed for
reference in the planning process.

Relationship to special The planning process helps LEAs get local policies and procedures in
education laws and rules place to meet the intent of the Standards listed in the Appendix A.

Relationship to MDE
Special Education Section

Relationship to the TSES
written plan requirement

MDE, Special Education Section, is concerned with providing technical
assistance to LEAs to insure that local policies and procedures are in
place to provide appropriate services to handicapped children and youth.
The plannir- process outlined in this document is one vehicle for
communication between state and LEA staff to develop those policies and
procedures. With planning information and data provided by the local
districts, the Special Education Section is better able to assist in
developing long range technical assistance and staff development plans
specific to the perceived needs of the LEAs.

Any red flags raised in implementing the improvement section should
result in a review of the local TSES. Information should then be fed
into the planning cycle to assure correction of any current or potential
problems.

Planning: Background Information
September 1986 4
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Relationship to the MDE, Office
of Monitoring and Compliance

Results from the monitoring process and the LEA's subsequent Corrective
Action Plan should be fed into the planning cycle to assure correction
of any identified compliance problems.

Implementation suggestions The planning steps can best be implemented by a group of individuals
representing key decision makers in the special education system. They
might include teachers, principals, support and related services staff,
special education administrators, community members, and parents. In

order to gain commitment for the plan, an opportunity should be given to
all staff members involved in the implementation to have input into the
planning process.

The planning process may be implemented in the 10-step method as

described.

The st, )s could be changed in sequence to better coincide with a special
education director's leadership style.

Data from the description and improvement sections can be adapted to
other planning processes; for example, the backplanning process or

Johnson-Gadberry (1981) planning process.

Data from the description and improvement sections may be adapted to a
LEA's already existing planning process.

List of acronyms No new terms or acronyms.

Planning: Background Information
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Instructions

Procedures

Planning: Instructions
September 1986

These instructions relate specifically to completing the planning

section of this manual. These procedures allow one to become familiar
with the total planning process before selecting a planning team and
proceeding with the actual writing of a plan.

o Review the entire planning model.

o Develop a planning calendar with activities and target dates.
See next page.

o Train a small group of people on the planning process.

data from the description section.

data from the improvement section.

° Review locally collected

° Review locally collected

° Begin the 10-step planning
outline for the local plan.

process using the worksheets as an
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A Sample Planning Calendar

Time Frame Activities

Early Fall of School Year

Late Fall -- Early Spring

Spring

Summer

Train staff in use of the model
Disseminate data collection forms

Determine which decision questions will be the focus in the
upcoming school year

Determine a timeline for collecting and compiling data related
to each decision question

Collect and compile data
Take corrective action as data suggests need

Conduct ongoing environmental scanning to be used in planning
process

Identify planning group
Conduct planning process and complete planning worksheets

Determine elemerts which will be monitored and evaluated in the
upcoming school year.

Disseminate plan for approval and commitment

Revise and update the model based on local needs

Planning

July 1986
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1: SCAN THE ENVIRONMENT

0

Definition -- Environmental scanning is the process of collecting information about events and trendE in the
environment. This information is used to anticipate change in order to formulate strategy.

Environmental scanning is composed of two types: external and internal.

External scanning is used to obtain information about conditions outside of the field of education. Five
major categories of external environmental scanning are used in this manual:

1. Social and cultural -- lifestyle changes, family dynamics, career expections.
2. Demographic -- birth rates, age distributions, life expectancies.
3. Economic -- interest rates, inflation rates, money supply.
4. Technological -- computer developments, biomedical advances.
5. Political and legal -- party in office, tax laws, appropriations.

External scanning can be done by reviewing periodicals, newsletters, books, and by attending
conferences/workshops on current and future developments. Individual personnel, task forces, or consultants
can be utilized in the external scanning process.

Appendix D contains a list of periodicals typically used for external scanning.

Internal scanning involves identifying events and trends within education, both regular and special.
Elements which might be monitored include: supply and demand of teachers, enrollment forecasts, trends in
hiaher education, curriculum developments, state and federal legislation relating directly to eaucation. As
part of the internal scanning process, review of the Local Education Agency's plan should be conducted to
determine how special education planning can he coordinated and priorities meshed.

Internal scanning can be done through the same process as external scanning. Education journals and
conferences provide key resources in identifying emerging issues.

Worksheets la, lb, and lc provide a form for recording a summary of the results of the external and internal
scanning processes. Worksheet la addresses external scanning of broad trends/conditions. Worksheet lb
addresses internal scanning of trends/conditions in the field of education. And, Worksheet lc addresses
priority areas within the LEA. The left-hand column of each of these worksheets provides space for noting
findings of the scanning process.

t' a ring
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1: SCAN THE ENVIRONMENT (continued)

Worksheet la: EXTERNAL SCANNING

AREA TRENDS/CONDITIONS
FOU4)

POTENTIA_ IMPACT
REGULAR EDUCATION SPECIAL EDUCATION

SOCIAL

DEMOGRAPHIC

ECONOMIC

TECHN3LOGICAL

POLITICAL

Planning
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1: SCAN THE ENVOLENT (continued)

Worksheet lb: INTERNAL SCANNING

-

TRENDS/CONDITIONS FOUND POTENTIAL IMPACT
REGULAR EDUCATION SPECIAL EDUCATION

Planning
July 1986
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1: SCAN THE ENVIRONMENT (ccntinued)

Wc7Ksheet lc: COORDINATION WITH REGULAR EDUCATION PLANNING

PRIORITY AREAS IN LOCAL SCHOOL DISTRICT(S) POTENTIAL IMPACT ON SPECIAL EDUCATION

Planning
July 1986
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2: ANALYZE CRITICALLY TRENDS/CONDITIONS

The process of analyzing trends and conditions entails projecting the potential impact on soecial educatio-
of the trends/conditions found on the scanning process.

In analyzing each of the trends/conditions, focus on "What if" questions, anticipating what might happen to
special education should each trend/condition continue. Worksheets la, lb, and lc provide a format for
recording a summary of the impact anticipated. For example:

TREND/CONDITION
FOUND

POTENTIAL IMPACT
ON SPECIAL EDUCATION

Social

The number of single, working
parents will continue to rise.

Political

Less money will be appropriated
for special education.

Conferences held during the working
day will be more difficult to schedule;
alternatives may be needed.

Budgets become tighter; case loads increase.
Other revenue sources needed.

It may be useful to utilize the assistance of an outside consultant with expertise in education futures to
assist with both this step and the previous one.

Planning
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3: DEVELOP PLANNING ASSUMPTIONS

Definition -- Planning assumptions are predictions about events and conditions most likely to affect special
education.

Based on the analysis completed in Steps 1 and 2 of this planning process, determine the events and
conditions most likely to influence the performance of individuals, the soecial education department, and
the Local Education Agency as a whole. Anticipate what will come in the future.

For example, planning assumptions could be:

1. Declining enrollments will continue over the next three years, then they will stabilize.

2. Required special education staff-student ratios will be lifted within one year.

3. Within five years advances in medical technology will eliminate 30 percent of the handicapping
conditions now requiring special education.

There are several methods which can be used to develop assumptions. They include:

1. Delphi -- the process of collecting expert opinions through a series of rounds of questioning.

2. Estimate - Talk - Estimate -- through a structured meeting of top school administrators and/or

experts, independent predictions are elicited, discussed, and refined.

3. Forecasting -- a mathematical formula, method, or model is used to make projections.

4. Scenario writing -- a description of a possible or probable future can be constructed using any of
the following groups: pessimistic, optimistic; 20 percent probability -- 70 percent probability --
100 percent probability; most likely, higher, lower.

(Further incormation on these methods can be found in Lewis, 1983.)

Planning
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3: DEVELOP PLANNING ASSUMPTIONS (continued)

Worksheet 3a: PLANNING ASSUMPTIONS

RECORD THE PLANNING ASSUMPTIONS DEVELOPED:

Planning
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4: DEVELOP A MISSION STATEMENT

The mission statement describes the reason the special education system exists. It should answer the
question, "What business -ire we in?"

Mission statements are best written in results-oriented terms which provide a basis for measuring the
effectiveness of special education. They typically are only one or two sentences in length. Examples of
mission statements wrii:ten in results-oriented terms include:

The mission of Doe County Special Education Cooperative is improved learning and growth for
handicapped students.

The mission of Footville School District Special Education is increased ability of handicapped
students to function within special education.

In developing the special education mission statement, it is important to review the regular education
mission statement so that the two are interrelated.

Worksheet 4a provides a form for writing the special education mission statement.

Planning
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4: DEVELOP A MISSION STATEMENT (continued)

Worksheet 4a

SPECIAL EOUCATION MISSION STATEMENT

Planning
July 1986
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5: DEVELOP A STUDENT OF PHILOSOPHY

Definition -- The philosophy statement describes the general beliefs about education which provide the

framework for determining goals and objectives.

The approach recommended here for developing the philosophy statement entails a series of "PIE BELIEVE"

statements. Each statement should encompass a basic belief about the education of handicapped chi' ) held

by the special education personnel.

In this approach, each category begins with a "WE BELIEVE" statement followed by individual purpose

statements separated by the word "that," as illustrated in the example below.

Instructional Program and Services
WE BELIEVE that the instructional program and services should reflect the learning needs of individual

students; that they should include assessment, clear objectives, a variety of learning experiences,

evaluation, and provision for special needs; that the objectives should build toward excellence; that the

activities should insure opportunity for success; that the evaluations should reduce wasted effort and keep

the instructional program and services moving in the desired direction; that the instructional program and

services should encourage the development of warm human relationships, which are essential elements of daily

living; that it should allow the individuals cpportunities to discover their talents and the freedom to

explore areas of special interest.

Performance Evaluation and Development
WE BELIEVE that when educators are given opportunities to participate in consistent and regular evaluations,

they will be more inclined to improve their performance; that the need to make evalucljon as positive an

experience as possible suggests that clear, objective procedures be carefully developed; that performance

evaluation results should be given to educators in written form as a basis for improvement; that there
should be mutual agreement between the administrative and teaching staffs on the procedures to be employed.

(Lewis, 1983)

Worksheet 5a provides a form for writing the "We Believe" statements.

Planning
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5: DEVELOP A STATEMENT OF PHILOSOPHY (continued)

Worksheet

SPECIAL EDUCATION PHILOSOPHY STATEMENT

Planning
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6: REVIEW AND ANALYZE SPECIAL EDUCATION DESCRIPTION AND PRJGRAM IMPROVEMENT DATA

Definition -- Tlis process entails identifying Strengths and weaknesses of the special education system

based on data collected through implementing the model described in Section I of this mane 1.

First, each checklist in the description section of the manual should to reviewed and analyzed, identifying

standards in each of the 15 components which are not in place. Second, data collected through the program

improvement process should be reviewed to determine strengths and weaknesses in the implementation of the

special education system.

Worksheet 6a provides a place to note strengths and weaknesses (including missing standards found by

completing the description pages of the manual) in each component of the special education system. The name

of the component should be circled on the form and one form or more completed for each component. (Fifteen

or more copies of the form will be needed.) In reviewing the strengths and weaknesses on the worksheet 6a,

think of a priority system that allows their completion over a three-year period.

Planning

July 1986

423

6-1



6: REVIEW AND ANALYZE SPECIAL EOUCATION DESCRIPTION AND PROGRAM IMPROVEMENT DATA (continued)

worksheet 6a: COMPONENT'S STRENGTHS '2.ND WEAKNESSES

(Circle one): 1.0 Identification 9.0 Personnel Development/Due Process
2.0 Referral 10.0 Interagency Cooperation
3.0 Assessment 11.0 Transportation
4.0 Individual Program Planning 12.0 Instructional Resources
5.0 Instructional Delivery/Programs 13.0 Community Relations
6.0 Staff 14.0 Fiscal Resources
7.0 Physical Plant 15.0 Governance
8.0 Parent Involvement

STRENGTHS FOUND
Priority
A, B, C WEAKNESSES FOUND

Priority
A, B, C

Planning
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7: FORMULATE LONG RANGE GOALS AND SHORT TERM OBJECTIVES

Long range goals are written, specific and measurable tasks designated for an individual or group to achieve
over a period of two years or more. They should serve as a guide to help school personnel make uecisions
and act on all levels of the school organization. Long range goals should be broad and flexible enough so
as not to become obsolete as a result of changing times and conditions.

Snort term objectives are a statement of results that describe a specific plan to be achieved by either an
individual or a group within a time period of one year or less. They are usually designed to reach a long
range goal.

Begin by selecting the top priority strengths and weaknesses from Worksheet 6a and develop them into long
range goals. Column 3 is for recording long range goals related to a given component/standard; Column 4 is
for recording short range objectives; Column 5 indicates the person(s) responsible for implementing the
goals or objectives; and Column 6 indicates a specific timeline for completion of the goal/objective.
Fifteen or more copies of the form will be needed.
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7: FORMULATE LONG RANGE GOALS AND SHORT TERM OBJECTIVES (continued)

Worksheet 7a: ANALYSIS OF SPECIAL EDUCATION SYSTEM DESCRIPTION AND PROGRAM

IMPROVEMENT DATA/FORMULATION OF LONG RANGE GOALS AND

SHORT TERM OBJECTIVES

(Circle one):

1.0 Identification 6.0 Staff 11.0 Transportation

2.0 Referral 7.0 Physical Plant 12.0 Instructional Resources

3.0 Assessment 8.0 Parent Involvement/Due Process 13.0 Community Relations

4.0 Individual Program Planning 9.0 Personnel Development 14.0 Fiscal Resources

5.0 Instructional Delivery/Programs 10.0 Interagency Cooperation 15.0 Governance

STRENGTHS
FOUND

WEAKNESSES
FOUND

LONG RANGE
GOALS

SHORT TERM
OBJECTIVES

PERSON(S)
RESPONSIBLE TIMELINE

P1 Wing
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8: OBTAIN APPROVAL

Worksheets 1-7 should be combined to form a written planning document. Appropriate formal channels within

the governance structure should be utilized to gain approval.

On this sheet list each formal channel of communication by group and contact person. State the type of

communication such as document, formal presentation, committee action, informal discussion necessary to

legitimize the process. A written timeline must accompany each activity necessary to gain formal approval

of the planning document.

Planning
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9: IMPLONT PLAN

Tfr.41 first step in implementino the plan is to distribute and revieA it with all relevant personnel. Caresrould be taken to ensure that responsibilities for implementatic- are clearly uncerstood by all who arelisted as the responsible persons in Worksheet 7a.

Planning
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10: EVALUATE AND ADJUST

As the plan is implemented, periodic review of progress toward the goals/objectives should be made.

In addition planning assumptions should be reviewed and 2djusted as needed, given changing events in the
internal and external environments.

It is important that the planning document be viewed as flexible and adjustable.

Planning
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e
1.0 IDENTIFICATION

'lentification means the conti:-,aous and systematic effort made to identify, locate and screen children,
aged birth-21, in need of specicl education.

STANDARDS

1.1 Develop and implement nondiscrimiaatory procedures which insure that all children, aged birth to 21,
residing within the district's jurisdiction who are handicapped, regardless of the severity of the
handicap, and who are in need of special instruction and related services are identified, located,
and evaluated, including a practical method of determining which children are currently receiving
special education and related services and which are not. [34 CFR 104.32(a); 34 CFR 300.128(a); 34
CFR 300.220; M.R. 3525.2500j

1.1.1 Conduct an annual school census during the period September 1 through October 1 of all
persons under 21 years of age on September 1 during the year the census is taken which shall
include an enumeration, by category of handicapping conditio,l, of children requiring special
education. Each person shall be counted in only that district in which he/she resides on
September 1. [M.S. 120.095]

1.1.2 Develop and submit to the Commissioner of Education by December 1 of each year an undupli-
cated child count which accurately specifies the number of children who are eligible for
special education and related services as provided for in federal and state rule, who have
IEPs, and who are actually receiving those services. [34 CFR 300.5; 34 CFR 300.124(b); 34
CFR 300.127(b); 34 CFR 300.141; 34 CFR 300.751; 34 CFR 300.753; 34 CFR 300.754(a)-(c); M.S.
120.03 Subd. 1-5; M.S. 120.17 Subd. 1; M.S. 124.32 Sqbd. 7j

1.1.3 Develop and implement procedures which insure that the district's interagency early learning
committee (see 10.1) establishes and evaluates the identification system for children under
the age of five and their families. [M.S. 120.17 Subd. 12(2)1

1.1.4 Develop and :mplement procedures which insure the provision of information to handicapped
students and their parents concerning the opportunities available in vocational education no
later than the beginning of the ninth grade, together with the requirements for eligibility
for enrollment in such vocational education programs. [P.L. 98-524, Title II, Part A, Sec.
204(b)1

Standards: Identification
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1.0 IDENTIFICATION

STANDARDS

1.1.5 Conduct an ongoing public awareness campaign to facilitate the district's child identifica

tion efforts.*

(a) Develop and disseminate materials which inform the parents of handicapped children and

the general public of the handicapping conditions that require special education pro

gramming, of the availability of special education and related services, of special

education terms with accompanying definitions, and of the district's responsibilities

for the rrovision of a free appropriate public education to handicapped children.

(1) Notice to ?arents

(2) District newsletters

(3) Newspaper articles

(4) Booklets

(5) Brochures

(6) Other

kb) Utilize media to provide the parents of handicapped children and the general public

with the infor:aation in 1.1.4(a) above.

(1) Newspapers

(2) Local shopper papers

(3) Radio

(4) Television

(5) Public meetings

*Best Practice

Standards: Identification
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STANDARDS

(6) Other

1.0 IDENTIFICATION

1.1.6 Conduct screening activities within the school system or utilize other agencies /groups in
identifying handicapped children.*

*Best Practice

Standards: Identification
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2.0 REFERRAL

Referral is a formal, ongoing process for reviewing information related to children who are possibly
handicapped and show potential signs of needing special education. Assessment referral is the process of
looking at a child's screening information and making a aecision about whether or not to conduct a formal
educational assessment. Whereas, placement referral pertains to the time after a child has been
determined eligible for special e( .cation and the individual education program goals and objectives have
been written and is then referreL for a special placement such as a state academy, private school or
residential facility.

STANDARDS

2.1 Develop and implement procedures which insure that efforts are made to meet the child's needs in the
regular education classroom before the child is referred for a formal educational assessment.*

2.2 Establish a team to review the screening, referral and other data about a child before making the
determination that an assessment should be conducted. The team is to be staffea with: [M.R.

3525 2700 A.,B.]

2.2.1 Licensed special education personnel.

2.2.2 Other appropriate personnel.

(a) A school administrator or designee.*

(b) The child's regular education teacher/s.*

(c) The referral source person.*

2.3 Develop and implement procedures for receiving referrals, on children aged three to .11 who are
suspected of needing special instruction and services, from: [M.S. 120.17 Subd. 1]

2.3.1 Local educational agencies.

2.3.2 Local health agencies.

2.3.3 Local social service agencies.

*Best Practice

Standards: Referral
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2.0 REFERRAL

STANDARDS

2.3.4 Parochial and other private schools.*

2.4 Develop and implement procedures which insure that the district's interagency early learning
committee (see 10.1) establishes and evaluates the early childhood referral system. [M.S. 120.17
Subd. 12(2)]

2.5 Develop and implement procedures for the referral of handicapped children to
private facilities. [34 CFR 104.33(b)(3); 34 CFR 300.400; M.R. 3525.4900]

state, residential, or

*Best Practice

Standards: Referral
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STANDARDS

3.0. ASSESSMENT

3.5.2 All formal reassess-lents must be completed within 30 school days of a parent's written
consent for such re,1 sessments being received by the district or after the expiration of the
ten day parental rts: )nse period, unless a conciliation conference or hearing is requested.

3.6 Select and administer testing and assessment materials and procedures used for the purpose of
assessing handicapped children so as not to be racially or culturally discriminatory. [34 CFR
300.530(b); M.S. 120.17 Subd. 3a(e); M.R. 3525.0200 Subp. 10.; M.R. 3525.2600 Subp. 2.D.]

3.7 Develop and implement procedures which insure, at a minilum, that:

3.7.1 Tests and other assessment materials:

(a) Are provided and administered in the child's native language or other mode of communica
tion unless it is clearly not feasible to do sc. [34 CFR 30M32(a)(1); M.R. 3525.2600
Subp. 2.C.]

(b) Have been validated for the specific purpose for which they are used. [34 CFR
104.35(b)(1); 34 CFR 300.532(a)(2)]

(c) Are administered by trained personnel in conformance with the instructions provided by
their producer. [34 CFR 300.532(a)(3); M.R. 3525.2700 A.]

3.7.2 Tests and other evaluation materials include those tailored to assess specific areas of
educational need and not merely those which are designed to provide a single general
intelligence quotient. [34 CFR 104.35(b)(2); 34 CFR 300.532(b)]

3.7.3 Tests are selected and administered so as best to ensure that when a test is admilistered to
a child with impaired sensory, manual, or speaking skills, the test results accurately
reflect the child's aptitdde or achievement level or whatever other factors the test..

purports to measure, rathcr than reflecting the child's impaired sensory, manual, or
speaking skills (except where those skills are the factors which the test purports to

measure). [34 CFR 104.35(b)(3); 34 CFR 300.532(c); M.R. 3525.2600 Subp. 2.D.]

3.7.4 No single procedure is used as the sole criterion for determining an appropriate nrogram for
the child. [34 CFR 300.532(d)]

Standards: Assessment
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3.0. ASSESSMENT

Assessment is the process of utilizing formal and informal procedures t) determine specific areas of child
strengths, needs, and eligibility for special education services.

STANDARDS

3.1 Serve parents with formal written notice: (See 8.3 '')r the content requirements of the notice.)

3.1.1 Prior to the district's performance of or refusal to perform a formal assessment or

reassessment. [34 CFR 104.36; 34 CFR 300.504(a)(1-2); M.S. 120.17 Subd. 3b(a)(1); M.R.

3525.2800 A.; M.R. 3525.3500]

3.1.2 Whenever the district receives a parent's written request for the district to conduct a

formal assessment or reassessment. The district shall serve the parents with written notice

of its decision to assess or not to assess within ten days of its receipt of the written
request. [M.R. 3525.280G A.]

3.2 Develop nd implement procedures which insure that written parental consent is obtained prior to
conducting an initial formal assessment. [34 CFR 104.36; 34 CFR 300.504(b)(1)(i); M.S. 120.17 Subd.

3b(b); M.R. 3525.0200 Subp. 7a.; M.R. 3525.3300 F.; M.R. 3525.3"Ju0 D.J

3.3 Initiate and complete a full and individual formal assessment .)f a child's educational needs before
any action is taken with respect to the initial placement of a child in a special education program
and any subsequent significant change in placement. All initial assessments of youth in grade eight

or above shall include a vocational component. [34 CFR 104.35(a); 34 CFR 300.531; M.R. 3525.2600

Subp. 1.A.; SEA Policy]

3.4 Initiate and complete formal reassessments, following all required procedural safeguards and

procedures, of all handicapped children at least once every three years or more frequently if

conditions warrant or if a child's parents or teacher request it. All reassessments of handicapped

children in grade eight or above shall include a vocational component. [34 CFR 104.35(d); 34 CFR

300.534(b); M.R. 3525.2600 Subp. 1.B.; M.R. 3525.3100; SEA Policy]

3.5 Develop and implement procedures which insure that all formal assessments are completed within the
following time periods: [M.R. 3525.2700 D.J

3.5.1 fhe initial formal assessment must be completed within 30 school days from the date the

district receives parental permission to conduct the assessment, unless a conciliation

conference or hearing is requested.

4118

andards: Assessment

6 453 454 111-1



455

3.0. ASSESSMENT

STANDARDS

3.7.5 The assessment is made by a multidisciplinary team or group of persons, including at least
one teacher or speci.list with knowledge in the area of the suspected disability and others
who may be respon.ible for implementing the child's educational program. [34 CFR
300.532(e); M.R. 3525.2700 B.]

(a) In assessing a child suspected of having a specific learning disability, the district
shall also include on the multidisciplinary assessment team: [34 CFR
300.540(a)(1-3),(b)]

(1) The child's regular education teacher.

(i) If the child does not have a regular education teacher, a regular education
teacher qualified to teach a child of his or her age.

(ii) If the child is less than school age, an individual qualified to teach a
child of his or her age.

(2) At least one person qualified to conduct individual diagnustic examinations of
children.

(b) In assessing children in grade ten or above, the district should also include a

vocational education representative on the multidisciplinary assessment team. [SEA
Policy]

3.7.6 The child is assessed in all areas related to the suspected disability, incluciag, where
appropriate, health, vision, hearing, emotional status, general intelligence, academic
performance, communicative status, adaptive behavior, sensory, physical, and social
development. [34 CFR 300.532(f); M.R. 3525.2600 Subp. 2.A.j

3.7.7 The assessment shall include a review of the child's learning environment and learning
modes. When the multidisciplinary team determines it to be necessary because racial,

cultural, or other differences presented by the child or due to the nature of child's
handicapping condition, they shall make reasonable efforts to obtain informatics from the
parents relating to the child's functioning in his or her total environme::. [M.R.

3525.2600 Subp. 2.B.j

Standards: Assessment
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3.0. ASSESSMENT

STANDARDS

3.7.8 The assessment is _onducted preferably at the school which the child attends. [M.R.
3525.2700 C.]

3.7.9 When the district de ermines that the assessment cannot be performed utilizing the personnel
resources of the district, the district shall make arrangements elsewhere for that portion
of the assessment and shall assume all costs for such assessment. [M.R. 3525.2700 C.]

3.8 Develop and implement the following additional procedures when determining whether or not a child
has a specific learning disability!

3.8.1 A team may determine that a child has a specific learning disability if:

(a) The child does not achieve commensurate with his or her age and ability levels in one
or more of the areas listed in 3.8.1(b) when provided with learning experiences appro-
priate for the child's age and ability levels. [34 CFR 300.541(a)(1)]

(b) The team finds that a child has a severe discrepancy between achievement and intel-
lectual ability in one or more of the following areas: [34 CFR 300.541(a)(2)(i-vii)I

(1) Oral expression.

(2) Listening comprehension.

(3) Written expression.

(4) 13,isic reading skill.

(5) Reading comprehension.

(6) Mathematics calculation.

(7) :'mathematics reasoning.

Standards: Assessment
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STANDARDS

3.0. ASSESSMENT

(c) The team may not identify a child as having a specific learning disability if the
severe discrepancy between ability and achievement is primarily the result of: [34 CFR
300.541(b)(1 -4)J

(1) A visual, hearing, or motor handicap.

(2) Mental retardation.

(3) !motional disturbance.

(4) Environmental, cultural, or economic disadvantage.

3.8.2 At least one team member other than the child's regular education teacher shall observe the
child's academic performance in the regular classroom setting. In the case of a child of
less than school age or out of school, a team member shall cbserve the child in an
environment appropriate for a child of that age. [34 CFR 300.542(a),(b)]

3.8.3 The team shall prepare a written report of the results of the assessment. The report must
include a statement of: [34 CFR 300.543(a),(b)(1-7)]

(a) Whether the child has a specific learning disability.

(b) The basis for making the determination.

(c) The relevant behavior noted during the observation of the child.

(d) The relationship of that behavior to the child's academic functioning.

(e) The educationally relevant medical findings, if any.

(f) Whether there is a severe discrepancy between achievement and ability which is not
correctable without special education and related services.

(g) The determination of the team concerning the effects of environmental, cultural, or
economic disadvantage.

Standards: Assessment
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3.0. ASSESSMENT

STANDARDS

3.8.4 Each team member shall certify in writing whether the report required in 3.8.3 reflects his
or her conclusion. If it does no: reflect his or her conclusion, the team members must
submit a separate sta:ement presenting his or her conclusions. [34 CFR 300.543(c)]

3.9 Develop and implement procedures to inform parents that:

3.9.1 The district shall provide to parents, on request, information about where an independent
assessment may be obtained. [34 CFR 300.50.1(a)(2); M.R. 3525.3300 E.(2)]

3.9.2 A parent has the right to obtain an independent assessment at public expense if the parent
disagrees with an assessment obtained by the district. However, a district may initiate a
due process hearing to show that its assessment is appropriate after at least one

conciliation conference. If the final decision is in favor of the district, the parents
still have the right to an independent assessment but not at public expense. Whenever an
independent assessment is at public expense, the criteria under which the assessment is

obtained, including the location of the assessment and the qualifications of the examiner,
must be the same as the criteria which the district uses when it initiates an ascessment.
[34 CFR 300.503(b),(e); M.R. 3525.3300 E.(3)]

3.9.3 If the parent obtains an independent assessment at private expense, tr:e results of the
assessment must be considered by the district in any decision made with respect to tie

provision of a free appropriate public education to the child, and may be presented as
evidence at a due process hearing regarding that child. [34 CFR 300.503(c)(1-2); M.R.

3525.3300 E.(1)]

3.9.4 Develop and implement procedures for the referral of handicapped children in grade ten or
above to vocational evaluation programs if needed for further information. [SEA Policy]

Standards:4 tstessaent
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Stanesrds: Individual 1)rogram Planning

4.0 INDIVIDUAL PRO RAM PLANNING

Individual program planning is the process of determining a child's educational needs, based on assessment

data, and completing a written individual educational program.

STANDARDS

4.1 Develop and implement procedures which insure that only those children who are eligible for special

education instruction aad related services, as provided for in state and federal law and rule, are

placed in or receive services in a special education program. [34 CFR 300.5; 34 CFR 300.13; 34 CFR

300.141; M.S. 120.03 Subd. 1-5; M.S. 120.17 Subd. 1; M.R. 3525.0200 Subp. 18b.]

4.1.1 Develop and implement eligibility criteria for each disability category. [SEA Policy]

4.1.2 Develop and implement exit criteria for each disability category. [SEA Policy]

4.2 Initiate and conduct team mee'':gs:

4.2.1 Within 30 calendar days after a determination is made - through the assessment that a

child needs special education and related services. [34 CFR 300.343(c)]

4.2.2 For the purpose cf interpreting the assessment data, making placement decisions, and

deNeloping a handicapped child's individual educational program plan. [34 CFR 104.35(c)(3);

34 CFR 300.343(a); 34 CFR 300.533(a)(3); M.R. 3525.2900]

4.2,3 For the purpose of reviewing, at least annually, each child's IEP and, if appropriate,

revising its provisions. [34 CFR 300.343(a),(d)1

4.3 Develop and implement procedures which insure that each team meeting includes the following

participants:

4.3.1 A school administrator or designee, other than the child's teacher, who is qualified to

provide or supervise the provision of special education and who has the authority to commit

the district's resources. [34 CFR 300.344(a)(1); 34 CFR 300-App. C(13); M.R. 3525.2900

Subp. 1.A.]

4.3.2 One cf the child's regular education teachers. [34 CFR 300.344(a)(2); M.R. 3525.2900 Subp.

1.A.J

4.3.3 Appropriate special education personnel. [M.R. 3525.2900 Subp. 1.A.]

9-86
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4.0 INDIVIDUAL PROGRAM PLANNING

STANDARDS

4.3.4 Other support personnel. [M.R. 3525.2900 Subp. 1.A.]

4.3.5 For a handicapped child being assessed for the first time, a member of the assessment team
or a person who is knowledgeable about the assessment procedures used with the child and is
familiar with the results of the assessment. [34 CFR 300.344(b)(1-2)j

4.3.6 Other individuals at the discretion of the parent or district. [34 CFR 300.344(a)(5)1

(a) Upon request of the parert and if appropriate, a member of the same minority or
cultural background who is knowledgeable concerning the racial, cultural, or handicap-
ping differences of the child. [M.R. 3525.2900 Subp. 1.D.]

(b) Representatives, as appropriate, from the agencies provided below. As members of the
team, they shall assist in determining the vocational education needs of handicapped
children in grade ten and above who are in transition from secondary to postsecondary
programs, services and training. [SEA Policy]

(1) Division of Rehabilitation Services.

(2) Department of Human Services.

(3) State Services for the Blind.

(4) Other appropriate agencies.

(c) The case manager of the child's special education program. [SEA Policy]

4.3.7 The child, where appropriate. [34 CFR 300.344(a)(4); M.R. 3525.2900 Subp. 1.A.j

4.3.8 OLe or both of the child's parents. [34 CFR 300.344(a)(3); M.R. 3525.2900 Subp. 1.A.j

(a) The district shall take steps to insure that one or both of the parents of the handi-
capped child are present at each 7aeeting or are afforded the opportunity to

participate, including: [34 CFR 300.3'45(a)]

Standards: Individual Program Planning
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4.0 INDIVIDUAL PROC4AM PLANNING

(1) Notifvils ,ne parunis of the meeting in writing early enough to insure that they
will nave ,a opportunity to attend. [34 CFR 300.345(a)(1)]. The ccntent of the
written ncice seat to parents prior to the individual educational program
planning m( ,ting shall include:

(i) The purpose of the team meeting. [34 CFR 300.345(b)]

(ii) The time of the team meeting. [34 CFR 300.345(b)]

(iii) The location of the team meeting. [34 CFR 30.345(b)]

(iv) Who will be in attendance. [34 CFR 300.345(b); M.R. 3525.2900 Subp. 1.A.

and E.]

(2) Scheduling the meeting at a mutually agreed on time and place. [34 CFR
300.345(a)(2); M.R. 3525.2900 Subp. I.E.]

(b) If neither parent can attend, the district shay_ use other methods to insure parent par
ticipation, including individual or conference telephone calls. [34 CFR 300.345(c)]

(c) A meeting may be conducted without a parent in attendance if the district is unable to
convince the parents that they should attend. In this case, the district must have a
record of its attempts to arrange a mutually agreed on time and place such as: [34 CFR
300.345(d)(1-3)]

(1) Detailed records of telephone calls made or attempted and the results of those
calls.

(2) Copies of correspondeLce sent to the parents and any responses received.

(3) Detailed recorus of visits made to the parents' home or place of employment and
the results of those visits.

Standards: Individual Program' Planning
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4.0 INDIVIDUAL PROGRAM PLANNING

(d) The district sh,11 rake whatever action is necessary to insure that the parent under
stands the proc, ,dings at the meeting, including arranging for an interpreter for par
ents who are de E or whose native language other than English. [34 CFR 300.345(e);

M.R. 3525.320n]

4. If a determination is made that a child is handicapped and needs special education and related
services, an individualized educational program plan must be developed and implemented for the

child, including those children which the district places or refers to a private school or facility
and those enrolled in a parochial or private school. [34 CFR 300.235; 34 CFR 300.341; 34 CFR

300.401(a)(1); 34 CFR 300.533('a); M.R. 3525.2900 Subp. 2.j

4.5 Develop and implement procedures which insure that the district's interagency early learning

committee (see 10.1) facilitates the development of interagency individual educational program

plans, when necessary, to appropriately serve handicapped children under the age of five and their
families. [M.S. 120.17 Subd. 12(3)]

4.6 Develop and implement procedures which insure that each child's educational placement and program
is:

4.6.1 Based on a review of the assessment data, teacher recommendations, parent information, and
other relevant reports and iaformation which reflect the current levels of performance for
the child's intellectual, academic, sensory, physical, adaptive, vocational, social, and

emotional behaviors. The information obtained from all such sour,es is to be documented and
carefully considered. [34 CFR 104.35(c)(1-2); 34 CFR 300.346(a); 34 CFR 300.533(a)(1-2);

M.R. 3525.2900 Subp. 1.B.,2.C.; SEA Policy]

Upon completion of the review, the staffing team shall:

(a) First, determine the child's special education and related service needs, i.e., those

needs of the child which cannot, be met through regular education programming. The term

special education includes vocational education if it consists of specially designed

instruction to meet the unique needs of handicapped children. [34 CFR 300.14(a)(3);

M.R. 3525.2900 Subp. 3.A.]

Standards: Individual PrGgraa Planning
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4.0 INDIVIDUAL PROGRAM PLANNING

(b) Second, develop annual goals and instructional objectives for each need area with
accompanying oto_ ctive criteria for attainment. [34 CFR 300.346(b),(e); M.R. 3525.2900
Subp. 3.B.]

(c) Third, determine those special educati.rn services and related services which are to be
provided the child. [34 CFR 300.346(c); M.R. 3525.2900 Subp. 3.D.]

(d) Fourth, determine the extent to which the child will be able to participate in regular
educational programs and what changes nerd to be made in staffing, :ransportation,
facilities, curriculum, methods, materials, equipment, and other educational services
to facilitate th -t participation. [34 CFR 300.346(c); M.R. 3525.2900 Subp. 3.E.]

(e) Fifth, determine the location at which and the amount of time within which special edu
cation and related services will be provided to the child. The staffing team shall
then select the date on which the provision of services will begin, the anticipated
duration of services, and the personnel who will provide the services. [34 CFR
300.346(d); A.R. 3525.2900 Subp. 3.D.]

4.6.2 Based on the principles of the least restrictive environment, the requirement of

nondiscrimination, and recognized professional standards. [P.L. 98-524, Title II, Part A,
Sec. 204(a)(3)(A); 34 CFR 104.35(c)(4); 34 CFR 300.533(a)(4); M.R. 3525.0200 Subp. 1i. and
17a.; M.R. 3525.2900 Subp. 1.C.,2.B.,3.]

The principles of the least restrictive environment require each district to develop and
implement procedures which insure that:

(a) To the maximum extent appropriate, handicapped children, including children in public
and private institutions and other care facilities, are educated with nonhan;:lcapped
children. [34 CFR 104.34(a); 34 CFR 300.550(b)(1); M.S. 120.17 Subd. 3a(c,; M.R.
3525.0400]

Standards: Individual Program Planning

9-86

4 72

A4-5



4.0 INDIVIDUAL PROGRAM PLANNING

STANDARDS

(b) In provii1in,; oi icrangine for the provision of nonacademic and extracurricular services
and acti.it,es ea(_11 handicapped child participates with nonhandicapped children in
those serviees cad activities to the ma,,imum extent appropriate to the needs of that
child. [34 CFI' 104.34(b) 14 CFR 134.37; 34 CFR 300.553; M.R. 3525.2900 Subp. 3.F.j

(c) Special classe-, separate schooling or other removal of handicapped children from the
regular edu,:at..onal e,.vironment occurs only when the nature of the severity of the
handicap is such that educAtion in regular classes with the use of supplementary aids
and services cannot be achieved satis:actorily. Furthermore, there must be an
indication that the child will be better served outside of the regular program. [34
CFR 104.34(a); ,4 cFa 300.55u(b)(2); N.s. 120.17 Subd. 3a(d); M.R. 3525.U4UUJ

(d) A continuum of alternative placements is available to meet the needs of handicapped
childrer, for special education ana related services. This continuum must: [34 CFR
300.551; M.S. 120.11 Subd. 2; M.R. 3525.234u Subp. 1.,2.j

( 1 ) Include the following alternative placements: instruction in regular classes,
special classes, special schools, home instruction, and instruction in hospitals
and institutions.

(2) Make provision fot supplementary services (such as a resource room or itinerant
instruction) to be provided in conjuaction with regular class placement.

(e) The various alternative placements includtd under 4.6.2(d) above are available to the
extent necessary to implement the child's lEP. 134 CFR 300.552(b)j

(g)

47i

Lnless a handicapped child's IEP requires some other arrangement, tne child :s educated
in the school which he or she would normd11y attend If not handicappee. 134 CFR
104.34(a); 34 CFR 300.552(c))

In selecting the least restrictive environment, consideration is given to ae: potent'_
harmful effect on the child or quality of services which 11a or she nee-- [34 aK
3U0.552(d)j

Standards: Individual Program Planning
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4.0 INDIVIDUAL PROGRAM PLANNING

(NOTE: It is stated in the Comment section under 34 CFR 300.552 that "...it should be

stressed that, where a handicapped child is so disruptive in a regular classroom that

the education of other children is significantly impaired, the needs of the handicapped

child cannot be met in that environment.")

(h) Each handicapped child's educational placement:

(1) Is determined at least annually. [34 CFR 300.552(a)(1)]

(2) Is based on his or her IEP. [34 CFR 300.552(a)(2)]

(3) Is as close as possible to the child's home. [34 CFR 104.34(a); 34 CFR

300.552(a)(3)]

(i) Placement decisions are not based on any of the following factors used alone or in com-

bination: [Federal Policy]

(1) Category of handicapping condition.

(2) Configuration of service delivery system.

(3) Availability of educational or related services.

(4) Availability of space.

(5) Curriculum content or methods of curriculum delivery.

(j) When a handicapped child is placed in other than a regular classroom, a chrono1661cally

age appropriate placement should be provided. [Federal Policy]

4.7 Develop and implement procedures which insure that the individualized educational program plan

written for each handicapped child includes:

47'3 476
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4.0 INDIVIDUAL PROGRAM PLANNING

STANDARDS

4.7.1 The names of the persons on the staffing team, which include a school administrator or
designee, the child's regular classroom teacher, appropriate special education personnel,
other support personnel, other individuals at the discretion the parent or district, the
parent, and, when appropriate, the student. [34 CFR 300.344; M.R. 3525.2900 Subp. 1.A.,
3.A.1

4.7.2 A statement of the child's present levels of educational performance. [34 CFR 300.346(a)]

4.7.3 A description of the special education and related service needs of the child. [M.R.
3525.2900 Subp. 3.A.1

4.7.4 A statement of annual goals and short-term instructional objectives. j34 CFR 300.346(b);
M.R. 3525.2900 Subp. 3.B.1

4.7.5 Appropriate objective criteria and evaluation procedures and schedu12.s for determining, on
at least an annual basis, whether the short-term instructional objectives are being
achieved. [34 CFR 300.346(e); M.R. 3525.2900 Subp. 3.B.1

4.7.6 The plan for, location of, and frequency of periodic review of the progress in reaching the
prescribed educational goals and objectives. [M.R. 3525.2900 Subp. 3.C.]

4.7.7 The reasons for the type of educational placement and program including:

(a) Type of special education and related services to be provided. [34 CFR 300.346(c);
M.R. 3525.2900 Subp. 3.0.1

(b) The location. [M.R. 3525.2900 Subp. 3.121.1

(c) The amount of time. [M.R. 3525.2900 Subp. 3.D.]

(d) The starting date. [34 CFR 300.346(d); M.R. 3525.2900 Subp. 3.D.1

(e) The anticipated duration of the services. [34 CFR 300.346(d); M.R. 35:5.2900 Subp.
3.D.)

477
Standards: Individual Program Planning
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STANDARDS

4.0 INDIVIDUAL PROGRAM PLANNING

(f) The name,: and b:hool telephone numbers of those personnel responsible for providing the
special idncati i serwcces. [M.R. 3525.2900 Subp. 3.D.]

(g) SubstantiatIon 4 why the proposed action is most appropriate in terms of the child's
educational ne(,,Is an- c,f tne principle of the least restrictive environment. [M.R.

3525.2900 Subp. 3.D.1

4.7.8 Changes in staffing, transportation, facilities, curriculum, methods, materials, equipment,
and other educational services that will be male to permit successful accommodation of the
child in the _least restrictive environment. [M.R. 3525.2900 Subp. 3.E.)

4.7.9 A description of the educational activities in which the child will participate in environ-
ments which include nonhandicapped children if the child is placed primarily in a special

education program. [34 CFR 300.346(c); H.R. 3525.2900 Subp. 3.F.]

4.8 Develop and implement procedures which insure that each handicapped child's individual educational
program plan is:

4.8.1 Implemented as soon as possible following the team meetings required under 34 CFR 300.343(a)

(See 4.2.2). [34 CFR 300.342(b)(2)]

4.8.2 In effect before special education and related services are provided a child. [34 CFR

300.342(b)(1)]

4.8.3 In effect at the beginning of each school year. [34 CFR 300.342(a)]

4.9 Serve parents with formal written notice: (See 8.4 for the content requirements of the notice.)

4.9.1 Prior to initiating or changing or refusing to initiate or change a child's level of

educational placement as defined in the "Continuum of Placer,ent Model." [34 :FR

300.504(a)(1-2); 34 CFR 300.551(a),(b)(1-2); M.S. 120.17 Subd. 3b(a)(2); M.R. 3525.:340

Subp. 1.,2.; M.R. 3525.2900 Subp. 5.; M.R. 3525.3600]

4.9.2 Prior to initiating or significantly changing or refusing to initiate or significan:Ii

change the special education services for a child. [34 CFR 300.504(a)(1-2); n.s.

Subd. 3b(a)(3); M.R. 3525.2900 Subp. M.R. 3525.3600]

Standards: Individual Program Planning
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4.0 INDIVIDUAL PROGRAM PLANNING

STANDARDS

4.9.3 Within ten days after completion of the IEP and/or the refusal to initiate or change a
child's educational placement or special education services. [M.R. 3525.2900 Subp. 5.]

4.10 Obtain written parental consent prior to the initial placement of a handicapped child in a program
providing special education and related services. [34 CFR 300.504 (b)(ii); M.S. 120.17 Subd. 3b(b);
M.R. 3525.0200 Subp. 8a.; M.R. 3525.3600 B.]

4.11 Provide copies of the written IEF to:

4.11.1 The parents, [34 CFR 300.345(f); M.R. 3525.3600 A.]

4.11.2 The resident district if different from the providing district. [M.R. 3525.2900 Subp. 2.A.]

4.11.3 All service providers.*

4.11.4 All team members.*

4.12 Develop and implement procedures which insure that a periodic review of the individual educational
program p:an is conducted at least once a year and is made by those persons directly responsible for
implementing it and others needed to insure an informed and adequate review. The results of the
periodic review shall be included in the child's school records and a copy sent to the resident
district if different from the providing district. The periodic review written for each handicapped
child shall include: [M.R. 3525.3000]

4.12.1 The degree to which the periodic review objectives as identified in the educational program
plan are being achieved.

4.12.2 The appropriateness of the educational program plan as it relates to the child's current
needs.

4.12.3 What modifications, if any, need be made in tne program plan.

4.12.4 A notification to parents or resident district that they may request a conference to review
the child's program plan at any time and the procedure to do so.

*Best Practice

Standards: Individual Program Planning
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4.0 INDIVIDUAL PROGRAM PLANNING

STANDARDS

4.13 Develop and implement procedures which insure that a followup review of each child's current
performance is conducted no later than 12 calendar months after special education services are
discontinued to determine if progress is satisfactory. [M.R. 3525.3100]

483
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS

Instructional delivery of programs is the system the district uses to insure that a continuums of alternative
placements is available to meet the needs of handicapped children for special education aid related services.
Programs may have categorical or non-categorical labels.

STANDARDS

5.1 Develop and implement procedures which insure that a continuum of alternative placements is available to meer
the needs of handicapped children for special education and related services. [34 CFR 30U.551; M.S. I2u.l7
Subd. 2; M.R. 3525.2340 Subp. 1.,2.] See Exhibit 5.0A on the next page for descriptions of the levels of
service.

HANDICAP
Level 1 Level 2 Level 3 Level 4 Level 5 Level 6

Elem Sec Elem Sec Elem Sec Elem Sec Elem Sec Elem Sec

bYeech/Language Impairment
Specific Learning Disability
Mental Handicap

Mild-Moderate

Moderate-Severe
Emotional/Behavioral Disorder
Autism
Hearing Impairment

- .

l'isual Handicap
Deaf /Blind Handicap ,-

Physical Handicap
Other Health Impairment
.larly Childhood

Birth to 3
3 to 7

1

Directions: Insert the appropriate letter on the continuum that describes the program option and location o: :our
agency's alternative placements. Formal written agreements must actually be in place whether or not children arE
actually placed in C, D, E and F.

A. Program is in every building within district. D. This is a regional program (more than one cooperative,.
B. Program is in at least one building within district. E. Program is in other areas within the State of Minnes,;:a.
C. This is a cooperative program. F. Program is outside the State of Minnesota.
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS
EXHIbIT 5. A

School-Age Levels ot Service [X.R. 3525. 23 Sunp.

Level 1. In level 1, a nonharwicapped ilc ,,ced in . re,i r cl.-.ssreo- and cuts not receive speci.1 education cr
is not enrolled in scl,00l. Tli, Ic.e] assc,,ent services, mcnitoring, observations, and tollow-up.

Level 2. :a level 2, a nii: t d relateo services are provided
t Prouh Inc red.: t 7-, i'e r iLei.ts, or etner persons wr.,) .ave

direct contact ,fln,:ulttior cii rect -er:.,es include .)ngoin progress revie%.;

cooperative planninL; dep,on,,rrcti t,ac1,111, .cnd ddaotation of the curriculum, supportive
materials, and equipment; and d:r«t cont.:et ,itb th hi Ia 11- v,nitorin, observation or follow-up.

Level 3. In level 3, a receive: dli(,: i tr.ction tr n.pe c lal cdLL,ti,,n teak her or re..st. services :rr,m a
related services staff member or less th-n the u,y. consultotion dad incirect services are
included.

Level 4. In level 4, a child receives direct instruct ion tro7 a spetd1 ee;ac.ition Leacher tor one-half da; t.c., less
than full time. Consultation and indirect services ..re included.

Level 5. In level 5, a child receives full-tim direct in-truction from , sreci,il education tedcer thiin a nISLriCt
building, day school, or spec:::: statioh or lweetrattd ,ctivItles solel> tor ,,ocializatlur or
enrichment, and related service -: are excluded ;.:.en determinin, :1111 time. Consultation and inc:rect
services are in_luded.

Level h. In leve, 0, a clykle. i. pl.ictd o od :e'. . , I cc t roi: 0. te;i:. er,

Consul tat ion u ad indirect se :\ 1( es arc :nciuded.

Early Childhood Progra t ernati . I .

A. A c'onsultation ai,d indirect s.-r\i« ,r, rs, I , den.onstr.tiun
teachinL, !nod.). f icat -Lon a ac daptat rot 7: .t . , cur: .e at : st r\i.e.c.= are
provided to teachers , related serYi.e-. ,tali, ,upport ,)arcnts, dnd ciencies :_ the

extent that the services art. related ;, Al'c's spec.al

B. In a center-based , cht1(1 e,;roll(, , c.:-tri,t-operited Cc ter 1:istruct1on and
services at the center.

C. In a home-based i'ro-:r.or, a ccild rectLve .
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS

STANDARDS

5.2

5.3

Develop and implement procedures which insure the provision of related services as are
assist handicapped children to benefit from special education. The term, related
includes: [34 CFR 300.13(a),(b)(1-13); M.R. 3525.0200 Subp. 18b.]

5.2.1 Audiology.

5.2.2 Counseling services.

5.2.3 Early identification and assessment of disabilities in children.

5.2.4 Medical services for diagnostic or evaluation purposes.

5.2.5 Occupational therapy.

5.2.6 Parent counseling and training.

5.2.7 Physical therapy.

5.2.8 Psychological services.

5.2.9 Recreation.

5.2.10 School health services.

5.2.11 Social work services in the schools.

5.2.12 Transportation.

Develop and implement procedures which insure the provision of support services as are
assist handicapped children to benefit from special education and related services.
support services, includes: [M.R. 3525.0200 Subp. 23]

5.3.1 Braillists.

5.3.: Interpreter services.

required to
services,

required to
The term,
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5.0 INSTRUCTIONAL DELIVERY /PROGRAMS

STANDARDS

5.3.3 Management aides.

5.3.4 Other similar services.

5.4 Develop and implement procedures which provide that the size of each teacher's case loan is

contingent upon that teacher's ability to provide all of the services delineated in each child's
IEP.*

5.5 Develop and implement procedures which insure that the following maximum case load requirements for
school-age levels of service 4, 5 and 6 are not exceeded: [M.R. 3525.2340 Subp. 3.j

5.5.1 Level 4 Case load

(a) Deaf/blind, autistic, or severely
multiply handicapped. 3

(1) with one aide. 6

(b) Mildly mentally handicapped or
specific learning disabled. 12

(1) with one aide. 15

(c) All other disabilities. 8

(1) with one aide. 10

(2) with two aides. 12

5.5.2 Levels 5 and 6

(a) Deaf/blind, autistic, or severely
multiply handicapped.
(1) with one aide. 4

(2) with two aides. 6

(b) All other disabilities.
(1) with one aide. S

*Best Practice
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.0 INSTRUCTIONAL DELIVERY/PROGRAMS

STANDARDS

5.6 Develop and implement procedures which insure that case loads for the early childhood "Consultation
and Indirect Services Program Model" do not exceed 24 children per staff member. [M.R. 3525.233U
Subp. 3.]

5.7 Develop and implement procedures which insure that case loads for the early childhood "Center-based
Program Model" in a district operated center do not exceed: [M.R. 3525.2330 Subp. 3.j

5.7.1 Deaf/blind, autistic, or severely multiply-handicapped.

(a) One class with one aide 4 children.

(b) One class with two aides 6 children.

(c) More than one class with one aide 8 children.

(d) More than one class with two aides - 12 children.

5.7.2 All other disabilities.

(a) One class with one aide 8 children.

(b) More than one class with one aide 16 children.

(NOTE: Minnesota Rules, Part 3525.2330, Subp. 4., provides that a district may assign one full-time
teacher, one full-time related services staff member, and one full-time aide as a team per class in
an early childhood center-based program. Other related and support services shall also be provided
as appropriate. The district may assign for one class not more than an average of eight children
per teacher and related service staff nor more than 16 children to an individual team.)

5.8 Develop and implement procedures which insure that case loads for the early childhood "home-based
Program Model" do not exceed 12 children per staff member. [M.R. 3525.2380 Subp. 3.]

5.9 Develop and implement procedures for reducing case loads to Cle extent necessary, to insure the
provision of services delineated in each child' JEP, if a teacher: [M.R. 3525.2360 Subp. 3.

(A.-D.)]
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STANTIARDS

5.9.1

5.9.2

5.9.3

5.9.4

.0 INSTRUCTIONAL DELIVERY/PROGRAMS

Is assigned more than one early childhood program alternative.

Is assigned to children in more than one level of service.

Is serving children representing a significant range in severity of problems.

Is providing instruction at more than one building.

5.10 A district may institvre "Single Disability Case Management Services". Case management may include:
initial screening and assessment; developrent, coordination, and implementation of the individual
IEP; compliance with procedural requirements; communication coordination among home, regular and

special education programs; placement facilitation; and coordination and scheduling of team

meetings, periodic reviews, and follow-up reviews. It does not include direct instruction to

children. The district: [M.R. 3525.2360 Subp. 1.-4.]

5.10.1 May assign a teacher to perform case management for school-age children who are in levels 3,
4, 5, and 6 services and who all have the same disability.

5.10.2 May assign one case management teacher and up to five teachers as a team. All teachers
shall be licensed in the same disability.

5.10.3 May not assign a total case load to the team which exceeds the case loads at the appropriate
level of service as set forth in part 3525.2340, Subp. 3. (see 5.5), times the full-time

teachers assigned to the team.

5.11 A district may institute "Multidisability Team Teaching."
Teaching, may assign one or more full-time teachers and up
services staff as a team to provide instruction and related
related and support services
4nstruction and related services
teaching may be implemented in
IM.R. 3525.2350 Subp. 1.-5.1

The district, in Multidisabilit:. Team

to an equal number of full-time related
services to school-age children. Other

shall also be provided as appropriate. Children may receive

from any or all of the team members with appropriate skills. Team

one or more levels of services. The district shall insure

Standards: Instructional Delivery/Programs
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INSTRUCTIONAL DELIVERY/PROGRAMS

STANDARDS

5.11.1 The team has a teacher who is licensed in the disability area of each child served by the
team. The team member licensed in a child's disability shall be responsibile for that

child's reassessment, IEP development and coordination, periodic and annual reviews, and

ongoing consultation and indirect services to the teacher providing instruction.,

5.11.2 Each child's IEP includes (1) the frequency and progress documentation of the specific

consultation and indirect services provided by the team member licensed in the child's
disability to the teacher providing instruction and (2) the instruction and related services
provided by each team member.

5.11.3 The total case load assigned to the team shall not exceed the case loads at the appropriate
level of services set forth in part 3525.2340 Subp. 3. (see 5.5), times the fulltime
teachers and related services staff persons assigned to the team. In counting the total

case load for the team, case loads for speech and language handicapped and developmental

adaptive physical education shall be excluded.

5.12 The district shall be exempted from the case load requirements for level 4 services when a Pupil
Performance Plan approved by the State Board of Education or its designee is being implemented. The

plan must contain all of the following: [M.R. 3525.2370 (A.C.)]

5.12.1 Development of IEP's for all pupils in level 4 based on districtwide performance

expectations for all handicapped and nonhandicapped pupils.

5.12.2 Implementation of a system to measure ongoing pupil performance with individual pupil

performance being reviewed at least monthly.

5.12.3 Criteria for the modification of instruction, related services, and support services to meet
the changing pupil needs indicated in the pupil performance measurement system.

5.13 Develop and implement procedures which insure that each qualified handicapped child between the ages
of three to twentyone who is residing in the district's jurisdiction is provided a free appropriate
public education. [34 CFR 104.33; 34 CFR 300.1(a); 34 CFR 300.4; 34 CFR 300.121(a); 34 CFR 300.122;
34 CFR 300.300; M.S. 120.17 Subd. 1.,3a(a); M.R. 3525.0300]

Standards: Instructional Delivery/Programs

9-86
497

498

A5-7



5.0 INSTRUCTIONAL DELIVERY/PROGRAMS

STANDARDS

5.13.1 The provision of an appropriate education is the provision of regular or special education
and related aids and services that are designed to meet the individual educational needs of
handicapped children as adequately as the needs of nonhandicapped children are met. [34 CFR
104.33(b)(1)]

(a) The hearing aids women by deaf and hard of hearing children are to be functioning
properly. [34 CFR 300.303]

(b) Handicapped children are to have available to them the variety of educational programs
and services available to nonhandicapped children in the area served by the district,
including: [34 CFR 104.34(a); 34 CFR 300.305; M.R. 3500.0500 Subp. 1.; H.R. 3500.1100
Subp. 1.; M.R. 3500.1600 Subp. 1.; M.R. 3500.190 Subp. 1.; M.R. 3500.2000 Subp. 1.;
M.R. 3500.2100 Subp. 1.]

(1) Art.

(2) Music.

(3) Industrial arts.

(4) Consumer and homemaking education.

(5) Vocational education.

(c) Nonacademic and extracurricular services and activities are to be provided in such
manner as is necessary to afford handicapped children an equal opportunity for
participation in those services and activities. Nonacademic and extracurricular
services and activities may include: [34 CFR 104.34(b); 34 CFR 104.37(a)(1-2),(b); 34
CFR 300.306(a),(b); M.R. 3500.0500 Subp. 2.1

(1) Counseling services.

(2) Athletics.

(3) Transportation.
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STANDARDS

3.0 INSTRUCTIONAL DELIVERY/PROGRAM

(4) Health services.

(5) Recreational activities.

(6) Special interest groups or clubs sponsored by the district.

(7) Referrals to agencies which provide assistance to handicapped persons.

(8) Employment of students, including:

(i) Employment by the district.

(ii) Assistance in making outside employment available.

(d) Physical education services, specifically designed if necessary, must be made available
to every handicapped child receiving a free appropriate public education. [34 CFR
1)4.37(c)(1-2); 34 CFR 300.307(a); M.S. 126.02 Subd. 1.; M.R. 3500.1100 Subp. 1.; M.R.
3500.1600 Subp. 1.; M.R. 3500.1900 Subp. 1.; M.R. 3500.2000 Subp. 1.; M.R. 3500.2100
Subp. 1.]

(1) Each handicapped child must be afforded the opportunity to participate in the
regular physical education program available to nonhandicapped children unless:
[34 CFR 300.307(6)(1-2)J

(2)

(i) The child is enrolled full-time in a separate facility.

(ii) The child needs specifically designed physical education, as prescribed in

the child's individualized educational program.

If specially designed physical education is prescribed in the child's individual
educational program, the district responsible for the education of that child
shall provide the services directly or make arrangements for it to be provided
through other public or private programs. [34 CFR 300.307(c)]

501, Standards: Instructional Delivery/Programs
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).0 INSTRUCTIONAL DELIVERY/PROGRAMS

STANDARDS

5.13.2 The provision of a free education is the provision of educational and related services
without cost to the handicapped child or to his parents or guardian, except for those fees
that are imposed on nonhandicapped children or their parents or guardian. [34 CFR
104.33(c)(1)]

(a) If the district places a handicapped child in or refers such child to a program not
operated by the district, the district shall insure that adequate transportation to and
from the program is provided at no greater cost than would be incurred by the child or
his or her parents or guardian if the child were placed in a program operated by the
district. [34 CFR 104.33(c)(2); M.S. 120.17 Subd. 4]

(b) If placement in a public or private residential program is necessary to provide special
education and related services to a handicapped child, the program, including non
medical care and room and board, must be at no cost to the parents of the child. [34
CFR 104.33(c)(3); 34 CFR 300.302; M.S. 120.17 Subd. 4]

5.14 Develop and implement procedures which insure that the district's interagency early learning
committee (see 10.1) identifies current services being provided within the community for handicapped
children under the age of five and their families. [M.R. 120.17 Subd. 12]

5.15 Develop and implement procedures which insure that handicapped children from age three to five and
their tamilies are provided special instruction and services appropriate to the child's level of
funcrioning and needs. [M.S. 120.17 Subd. 3a(b)]

5.16 Develop and implement procedures which insure that any deviation from the normal school day for any
handicapped child has been approved by the Commissioner of Education. (M.R. 3525.2300]

5.17 Develop and implement suspension, exclusion, and expulsion procedures that shall apply to all
handicapped children.

5.17.1 An IEP team meeting shall be held within five school days of a child's suspension. The team
shall: [M.R. 3525.2470 Subp. 2.(A.C.)]

(a) Determine whether the misconduct is related to the handicapping condition.
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STANDARDS

5.0 INSTRUCTIONAL DELIVERY /PROGRAMS

(b) Review any assessments and determine the need for farther assessments.

(c) R'i.view the IEP and amend goals and objectives or develop an alternative IEP program.

5.17.2 An IEP team meeting shall be held prior to the exclusion or expul.;:.on of a handicapped
child. Through a team meeting and the IEP, a child may be placed in a more restrictive
alternative but shall not be excluded or expelled when the misconduct is related to the
child's handicapping condition. When it is determined in a team meeting that a child's
misconduct is related to the child's handicapping condition, then the assessment, IEP, and
least restrictive alternative shall be reviewed. [M.R. 3525.2470 Subp. 3.1

5.17.3 The Minnesota Pupil Fair Dismissal Act shall apply to all handicapped and nonhandicapped
children. [M.R. 3525.2470 Subp. 1.j

5.18 Develop and implement the following procedures for nonresident handicapped children:

5.18.1 When a school district provides instruction and services outside the district of residence,
board and lodging, and any tuition to be paid, shall be paid by the district of residence.
The tuition rate to be charged for any handicapped child shall be the actual cost of
providing special instruction and services to the child including a proportionate amount for
capital outlay and debt service but not including any amount for transportation, minus the
amount of special aid for handicapped children received on behalf of that child. If the
boards involved do not agree upon the tuition rate, either board may apply to the
Commissioner of Education to fix the rate. The Commissioner shall then set a date for a
hearing, giving each board at least ten days' notice, and after the hearing the Commissioner
shall make his or her order fixing the tuition rate, which shall be binding on both school
districts. [M.S. 120.17 Subd. 4J

5.18.2 When a district provides instruction and services in a day program outside the district of
residerce, the district of residence shall be responsible for providing transportation.
When a district provides instruction and services requiring board and lodging or placement
in a residential program outside the district of residence, the nonresident district in
which the child is placed shall be responsible for providing transportation. Transportation
costs shall be paid by the district responsible for providing transportation and the state
shall pay transportation aid to that district. [M.S. 120.17 Subd. 4J

Standards: Instructional Delivery /Prograas
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J.0 INSTRUCTIONAL DELIVERY/PROGRAMS

STANDARDS

5.18.3 For the purposes of this section, any school district may enter into an agreement, upon
terms and conditions which are mutually agreed upon, to provide special instruction and
services for handicapped children. In that event, one of the participating units may employ
and contract with necessary qualified personnel to offer services in the several districts.
Each participating unit shall reimburse the employing unit a proportionate amount of the
actual cost of providing the special instruction and services, less the amount of state
special education aid, which shall be claimed in full by the employing district. [M.S.
120.17 Subd, 4]

5.19 Develop and implement procedures which insure that no resident of a district who is eligible for
special instruction and services pursuant to this section shall be denied provision of this
instruction and service because he or she attends a public school in another school district
pursuant to Minnesota Statute section 123.39, subdivision 5, if his or her attendance is not
subject to Minnesota Statute, section 120.075, 120.0751, or 120.0752. If the child attends a public
school located in a contiguous district and the district of attendance does not provide special
instruction and services, the district of residence shall provide necessary transportation for the
child between the boundary of the district of residence and the educational facility where special
instruction and services are provided within the district of residence. The district of residence
may provide necessary transportation for the child between its boundary and the school attended in
the contiguous district, but shall not pay the cost of transportation provided outside the boundary
of the district of residence. [M.S. 120.17 Subd. 4a]

5.20 Develop and implement procedures which insure that parents of a handicapped child are not prevented
from sending such child to a school of their choice, if they elect, subject to admission standards
and policies to be adopted pursuant to the provisions of Minnesota Statutes, sections 128A.01 to

128A.07, and all other provisions of Minnesota Statutes, chapters 120 to 129. [M.S. 120.17 Subd. 5]

5.21 Develop and implement procedures which insure the provision of special education instruction and
related services when a handicapped child is placed in a facility or home for care and treatment.

5.21.1 The services must be provided: [M.R. 3525.2320 Subp. 1. A. and B.]

(a) To a child who is prevented from attending the usual school site or is other health
impaired and predicted by the team to be absent from the usual school site for 15

intermittent days.
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS

(b) As required by the child's IEP and to the extent that treatment considerations allow
the child to participate.

(c) For each day the clild would otherwise attend the usual school site.

5.21.2 The team must predict how long the child will be restricted, because of treatment, from

leaving the facility or home on a daily basis. If t1. team's prediction: [M.R. 3525.2320

Subp. 2.,3.]

(a) Is for a restricted period of more than 175 days or its equivalent, exclusive of summer
school, an average of at least three hours of services must be provided.

(b) Is for a rest. .cted period of 175 days, or its equivalent, exclusive of summer school,
or shorter, do average of at least one hour of services must be provided.

(c) Is that a pupil can benefit from an average of more than three hours of services, it
must consider placement at a school site.

5.21.3 The placing agency or providing district shall hold an IEP team meeting as soon as possible
after a handicapped child has been placed for care and treatment and shall: [M.R. 3525.2320

Subp. 5.]

(a) Comply with the due process procedures of Minnesota Rules, parts 3525.2500 to

3525.4700.

(b) Provide written notice of the meeting to at least the following persons:

(1) The person or agency placing the child.

(2) The resident district.

(3) The appropriate teachers and related services staff from the providing dIstrict.

k4) The parents.

(5) The child, when appropriate.
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5.0 INSTRUCTIONAL DELIVERY/PROGRAMS

(c) Develop an IEP which includes the provisions of Minnesota Rules, part 3525.2900. Subp.
3. (see 4.7) and the coordination of the care and treatment and the instruction and
related services.

5.21.4 When possible, a notice of discharge from the facility and anticipated return to the

resident district shall be given by the providing district to the resident district. [M.R.

3525.2320 Subp. 7.]

5.21.5 Nonhandicapped children who are anticipated to be absent 15 consecutive or intermittent days
or more and are suspected to have a handicapping condition shall receive an assessment.
[M.R. 3525.2320 Subp. 9.]

5.21.6 When regular education. special education, and related services are provided a handicapped
child, only the spec4 education and related services portions shall be reimbursed with
special education 1,d. Wien placement is made by a noneducational agency, the cost of care
and treatment fcr which a child is placed shall not be reimbursed with special education
aid, nor is such expense assesLible against the resident discrict. [M.R. 3525.2320 Subp.
8.]

5.22 Develop and implement procedures which insure that the responsibility for special instruction and
services for a handicapped child placed in another district for care and treatment is determined in
the following manner: [M.S. 120.17 Subd. 6(a)-(d)]

5.22.1 The school district of residence of a child shall be the district in which his parent

resides, if living, or his guardian, or the district designated by the Commissioner of

Education if neither parent nor guardian is living within the state.

5.22.2 When a child is temporarily placed for care and treatment in a day program located in

another district and the child continues to live within the district of residence during the
care and treatment, the district of residence is responsible for providing transportation
and an appropriate educational program for the child. The district may provide the

educational program at a school within the district of residence, at the child's residence,
or in the district in which the day treatment center is located by paying tuition to that
district.
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STANDARDS

5.22.3 When a child is temporarily placed in a residential program for care and treatment, thenonresident district in which the chiid is placed is responsible for providing anappropriate educational program for the child and necessary transportation within thedistrict while the child is attending the educational program; and shall bill the districtof the child's residence for the actual cost of providing the program, as outlined inMinnesota Statutes, subdivision 4, except that the board, lodging, and treatment costsincurred in behalf of a handicapped child placed outside of the school district of hisresidence by the Commissioner of Human Services or the Commissioner of Corrections or theiragents, for reasons other than for making provision for his special educational needs, shallnot become the responsibility of either the district providing the instruction or thedistrict of the child's residence.

5.22.4 The district of residence shall pay tuition and other program costs, not includingtransportation costs, to the district providing the instruction and services. The districtof residence may claim foundation aid for the child as provided by law. Transportationcosts shall be paid by the district responsible for providing the transportation and thestate shall pay transportation aid to that district.

5.23 Develop and implement procedures which insure that the primary responsibility for the education of ahandicapped child shall remain with the district of the child's residence regardless of the methodor location of instruction or training and services which is used. [M.S. 120.17 Subd. 2)

5.24 Develop and implement procedures for evaluating the effectiveness of programs in meeting theeducational needs of handicapped children and provide evidence that the results of the evaluationare utilized. The evaluation shall: [34 CFR 300.146)

5.24.1 Be done at least annually.

5.24.2 Address ea special education program.

5.24.3 Include methods for determining program effectiveness includinl, data obtained from theevaluation of children's individual educational programs.

5.24.4 Include procedures for the collection of the data.

Standards: Instructional Delivery/Programs

9-86

513 514 A5-15



5.0 INSTRUCTIONAL DRLIVERY/PROGRANS

STANDARDS

5.25 A district is encouraged to collect data on where each special education child goes after he or she
leaves the district's secondary education system.*

*Best Practice
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WORKSHEET
5.0 INSTRUCTIONAL DELIVERY/PROGRAMS

Complete one form for each program and, or elated service being provided. Programs may have categorical or
noncategorical labels.

Title of Program

Program
Site

Program
Level(s)/Site

Number of
Students

Served/Level

Personnel Categorical
Disabilities

Served

Related
Services
Provided

Support

Services
Provided

Program
Evaluation

Position
Title

Number of
Teachers

Standards: Instructional Delivery/Prograas

9-86

517 518
A5-17



STANDARDS

6.0 STAFF

6.1 Develop and implement prccedures which insure that a person has met state educational agency
approved or recognized certification, licensing, registration, or other comparable requirements
which apply to the area in which he or she is providing special education or related services. [34

CFR 300.12]

6.1.1 Teachers. Every teacher shall hold a license appropriate to the handicapping condition of
the pupil taught except as a designated in Minnesota Rules, Part 3525.2350. [M.R. 3525.1500
Subp. 1.]

6.1.2 Directors. Every arector and assistant director shall hold an appropriate supervisory
license for general special education or supervisory license for one or more program areas.
[M.R. 3525.1500 Subp. 2.]

6.1.3 Other supervisory personnel. Every supervisor shall hold either an appropriate supervisory
license for one or m :e program areas coordinated or supervised, or an appropriate license
for general special education supervision. [M.R. 3525.1500 Subp, 3.]

6.1.4 Related services staff. Every related services staff member shall hold an appropriate

license issued by the Board of Teaching or the State Board of Education. When such license
is not available, related services staff shall meet recognized professional standards which
shall be documented by the district. [M.R. 3525.1500 Subp. 4.]

6.1.5 Contracted services. When contracting for assessments, instruction, or related services, a

district shall contract with personnel who hold licenses issued by the Board of Teaching or
State Board of Education. If either board does not issue a license for a necessary related
service, the district shall contract with personnel 1.ao are members in good standing of
professional organizations which regulate the conduct of its members and set standards for
that profession, [M.R. 3525.1550]

6.2 A district may apply to the Commissioner of Education and the Commissioner shall grant a variance
from Minnesota Rules, Part 3525.1500, Subparts 1. to 3. (see 6.1) with regard to its employees for
one year or less when: [M.R. 3525.1510 Subp. A.,B.]

6.2.1 The district has made documented attempts to employ an appropriately licensed person and
none are available.

Standards: Staff
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6.0 STAFF

STANDARDS

6.2.2 The person who will 13.. employed holds any license issued by the Board of Teaching or the
State Board of Education.

6.3 Develop and implement procedures which insure that the district employs, either singly or
cooperatively, a director of special education to be responsible for program development,
coordination, and evaluation; inservice training; and general special education supervision and
administration in the district's total special education system. Cooperative employment of a
director may be through a host district, joint powers agreement, or an educational cooperative
service unit. [M.R. 3525.2405 Subp. 1.]

6.3.1 A full time director shall be reimbursed if: [M.R. 3525.2405 Subp. 2.A.-D.]

(a) A single district has 5,000 or more children enrolled in public and nonpublic schools
and is not a memb : of a cooperative.

(b) Two or morr districts with a combined enrollment of 4,000 or more children in public
and nonpublic schools form a cooperative.

(c) Eight or more districts, regardless of the number of children enrolled in public and
nonpublic schools, form a cooperative.

(d) The district is numbered 287, 916, 917 or another similarly legislated multidistrict.

6.3.2 A part-time director shall be reimbursed if: [M.R. 3525.2405 Subp. 3.]

(a) Seven or fewer districts with a combined enrollment of less than 4,000 children in
public and nonpublic schools form a cooperative.

(b) A single district has a public and nonpublic enrollment of less than 5,000 children and
is not a member of a cooperative.

(c) There is a minimum enrollment of 2,000 children in both public and nonpublic schools
within the district/cooperative or five to seven districts form a cooperative
regardless of the number of children .

Standards: Staff
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6.0 STAFF

(d) A part-time director is assigned duties other than direct instruction for unreimbursed
time.

(NOTE: The maximum reimbursement for a part-time director shall equal the ratio of the
actual enrollment to 5,000 within a district or 4,000 in a group of cooperating
districts, as applicable, but not less than one-half.)

6.4 District's which employ full-time directors may employ and receive reimbursement for assistant
directors of special education to assist in program supervision, development, coordination, and
evaluation; and inservice training in the district's total special education system. [M.R.
3525.2410]

6.5 District's may employ and receive reimbursement for supervisors to coordinate or supervise program
development, evaluation, and -nplementation; and inservice training. [M.R. 3525.2415]

6.6 Develop and implement procedures which insure that a "management aide" or "aide" assists in the
provision of special education under the direct supervision of regular teachers, special education
teacher or related services staff. The primary responsibilities of an aide are to provide physical
management and to implement child behavior management techniques as determined by the team staff.
This person may also provide incidental follow-up instruction and training in conjunction with the
primary responsibilities. [M.R. 3525.0200 Subp. 9a.]

6.7 A district should regularly develop procedures to update position descriptions for all special
education personnel.*

6.7.1 Each supervisory area.

6.7.2 Each disability area.

6.7.3 Each related service area.

6.7.4 Each support service area.

6.8 A district may develop procedures for and operationalize a performance appraisal system.*

*Best Practice

Standards: Staff
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6.0 STAFF

STANDARDS

o.9 A district may develop procedures to identify clearly supervision relationships for all special

education personnel.*

0.10 A district may develop procedures to coordinate with a licensing agencies to facilitate staffing

needs.*

o.11 A district may develop procedures which outline standards to assure that appropriately licensed

staff are conducting special education activities, such as assessments, serving on team meetings,

and providing service.*

xSest Practice

Standards: Staff
A6-4
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7.0 PHYSICAL PLANT

Physical plant refers to the actual location of schools and classrooms and the settings of classrooms
within their school which allow handicapped children accessibility of programs and interactions with
nonhandicapped children.

STANDARDS

7.1 Develop and implement procedures which insure that the classrooms and other facilities in which
handicapped children receive instruction, related services, and support services shall: (14.R.

3525.1400]

7.1.1 Be accessible as defined in Code of Federal Regulations, title 34, section 104.22(a).
(NOTE: Section 104.22(a) does not require a district to make each of its existing
facilities or every part of a facility accessible to and usable by handicapped children.
Each program or activity, when viewed in its entirety, must be made readily accessible to
handicapped children.)

7.1.2 Be essentially equivalent to the regular education program (NOTE: Code of Federal
Regulations, title 34, section 104.34(c), provides that if a district operates a facility

that is identifiable as bethg for handicapped children, the district shall insure that the
facility and the activities and services provided therein are comparable to the other
facilities, services, and activities of the district.)

7.1.3 Provide an atmosphere that is conducive to learning.

7.1.4 Meet the children's special physical, sensory, and emotional needs.

7.2 A district may develop procedures anC, a process to examine buildings to check which classrooms meet
the standards of local and state building codes.*

*Best Practice

Standards: Physical Plant
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8.) PARENT INVOLVENENT/DUE PROCESS

Parent involvement refers to tl ,rental rights and responsibilities, according to state and federalrules and regulations, in Al as2ects of acquiring, developing, planning and implementing specialeducation services for the hanuicappLs child.

STANDARDS

8.1 Develop and implement procedures which insure that all notices provided parents prior to thedistrict's proposing to initiate or change or refusing to initiate or change the identification,assessment, or educational placement of a child or the provision of a free appropriate publiceducation to a child (see 8.3 and 8.4) are written in English and provided in the native language ofthe parent or other mode of communication used by the parent. [34 CFR 300.505(b)(1-2); M.R.3525.3200)

If the native language or other mode of communication of the parent is not a written laguage, thedistrict shall take steps to it ire: [34 CFR 300.505(c)(1-3)1

8.1.1 That the notice is cracslated orally or by other means to the parent in his or her native
language or other mode of communication.

8.1.2 That the parent understands the content of the notice.

8.1.3 That there is written evidence that the requirements in 8.1.1 and 8.1.2 have peen met.

8.2 Develop and implement procedures which insure that the district, for parents who are handicapped
perso,,s because of hearing, speech, or other communication disorder, or because of the inability tospeak or comprehend the English language, causes all pertinent proceedings, including but notlimited to the cr :ciliation conference, the prehearing review, the hearing, and any appeal beinterpreted by a qualified interpreter in a language the handicapped person understands. (M.R.3525.3200)

8.3 Develop and implement procedures which insure that the notice which must be served parents prior to
the district's performance of or refusal to perform a formal assessment or reassessment (see 3.1)shall:

8.3.1 Include a description of the action proposed or refused by the district. [34 CFR300.505(a)(2))

Standards: Parent Involvement/Due Process
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8.0 PARENT INVOLVEMENT/DUE PROCESS

STANDARDS

8.3.2 Include the reasons for the assessment or reassessment and how the results may be used or the
reasons for the refusal to assess or reassess. [34 CFR 300.505(a)(2); M.R. 3525.3500 A.]

8.3.3 Include a description of any assessment or reassessment options: [34 CFR 300.505(a)(2)]

(a) The district accepted.

(b) The district rejected and the reasons w'ay those options were rejected.

8.3.4 Include a description of each assessment or reassessment procedure, test, record, or report
the district will use as a basis for the proposal or refusal. [34 CFR 300.505(a)(3)]

8.3.5 State where and by whom the assessment or reassessment will be conducted. [M.R. 3525.3500
C.

8.3.6 Include a full explanation of the procedural safeguards available to parents (see 8.5). [34

CFR 300.505(a)(1)]

8.1. Develop and implement procedures which insure that the notice which must be served parents prior to
the district's initiating or changing or refusing to initiate or change a child's educational
placement or special education services (see 4.9) shall:

8.4.1 Include a description of the action proposed or refused by the district. [34 CFR

300.505(a)(2)]

8.4.2 Include an explanation of why the district proposes or refuses to take the action. [34 CFR
300.505(a)(2)]

8.4.3 Include a description of any placement options: [34 CFR 300.505(a)(2)]

(a) The district accepted.

(b) The district rejected and the reasons why those options were rejected.

8.4.4 Included a copy of the child's IEP (see 4.7). [M.R. 3)25.3600 A.]

Standards: Parent Involvement/Due Process
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8.) PARENT INVOLVFNENT/DUE PROCESS

STAIMARDS

8.4.5 Include a full explanation of the procedural safeguards available to parents (see 8.5). [34
CFR 300.505(a)(1)j

Develop and implement procedures which insure that all notices are sufficiently detailed and precise
to constitute adequate notice for hearing of the proposed action and contain a full explanation of
the procedural safeguards available to parents. All notices must: [34 CFR 104.36; 34 CFR
300.505(a)(1); M.S. 120.17 3a(c); M.A. 3525.3300]

8.5.1 Inform the parents of their right to review and receive copies of all records or other
written information regarding their child in the school's possession. 134 CFR 99.8; 34 CFR
99.11; 34 CFR 104.36; 34 CFR 300.502; 34 CFR 300.562; M.S. 13.04 Subd. 3.; M.A. 3525.3300 A.]

8.5.2 inform the parents of :heir right and the procedure and time for them to participate as a
team member in develc)ing and determining their child's educational program, including
special education services and/or to provide information relative to hjs or her assessment
and the development of the program plan. [M.R. 3525.3300 B.]

8.5.3 Inform the parents of their right and the procedure and time to receive interpretations of
assessment or reassessment procedures, instruments and data, or results and of the program
plan from a knowledgeable school employee, and for that conference to be held in private.
[M.R. 3525.3300 C.]

8.5.4 Inform the parents of their right and the procedure and time to have included on the team
that interprets the assessment data and/or develops the individual program plans, such
person(s) described in Minnesota Rules, part 3525.2900, subp. 1., including a person who is a
member of the same minority or cultural background or who is knowledgeable concerning the
racial, cultural, or handicapping differences of the child. [M.R. 3525.3300 D.]

8.5.5 Inform the parents that they may:

(a) Obtain an independent assessment at their own expense. [34 CFR 300.503(a), (c)(1-2);
M.A. 3525.3300 E.(1)]

(b) Request from the district information about where an independent assessment may be
obtained. [34 CFR 300.503(a)(2); M.R. 3525.3300 E.(2)]

Standards: Parent Involvement/Due Process
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3.0 PARENT INVOLVENENT/DUE PROCESS

(c) Obtain an independent assessment at public expense if the parent disagrees with an
assessment obtained by the district. However, a district may initiate a due process
hearing to show that its assessment is appropriate after at least one conciliation
conference. If the final decision is in favor of the district, the parents still have
the right to an independent assessment but not at public expense. Whenever an
independent assessment evaluation is at public expense, the criteria under which the
assessment is obtained, including the location of the assessment and the qualifications
of the examiner, must be the same as the criteria which the public agency uses when it
initiates an assessment. [34 CFR 300.503(c)(1-2); M.R. 3525.3300 E.(3)]

8.5.6 Inform the parent that if this is the first time the school district has proposed to assess
their child (initial assessment) or if this is the first time the district has proposed to
place their child placement) in a special education program, the district must have
the parents written permission to proceed. If written consent is not provided, the district
will request that the parents attend a conciliation conference to address this matter. [34
CFR 300.504(b)(1)(iii); M.S. 120.17 Subd. 3b(b); M.R. 3525.0200 Subp. 7a.,ba.; M.R.
3525.3300 F.; M.R. 3525.3500 D.; M.R. ;525.3600 B.]

If this is not the first assessment or first placement being proposed by this district, the
district will proceed with the proposal unless the parent objects in writing within 1U days
of receipt of this notice. [34 CFR 300.504(2); M.R. 3525.3300 G; M.R. 3525.3500 E.; M.R.
3525.3600 C.]

8.5.7 Inform the parent that if they inform the district in writing that they do not agree with the
proposed assessment or placement, they will be requested to attend a conciliation conference.
Also, if this is the initial assessment or placement and the parent does not respond to this
notice, the district will request them to attend a conciliation conference. This conference
will be at a time and place which is mutually convenient. [M.R. 3525.3300 G.]

8.5.8 Inform the parent that if they do not wish to participate in a conciliation conference in an
effort to resolve the disagreement, they do have the right to proceed directly to an
impartial due process hearing and bypass the informal conciliation conference. Even if they
do attend a conciliation conference, if they do not agree with the action proposed by the
school, they always have the parents' right to a due process hearing. The conciliation
process cannot be used to deny the right to a due process hearing: [34 CFR 300.506(a); M.R.
3525.3300 H.; Federally approved SEA policy]

Standards: Parent Involvement/Due Process
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8.0 PARENT IrVOLVEKENT/DOE PROCESS

STANDARDS

8.5.9 Inform the parents that they have the right to be represented by counsel or another person of
their choosing at the comiliation conference or the impartial due process hearing. [34 CFR

300.508(a)(1); M.R. 35L-3300 I.]

8.5.10 Inform the parents that their child's educational program will not be changed as long as the

parent objects to the proposed action, in the manner prescribed by these rules. [34 CFR

300.513(a); M.R. 3525.330 J.; M.R. 3525.3900 G.]

8.5.11 Inform the parents of their right to be represented in preparation of and at the hearing by

legal counsel or other representatives of their choice. [34 CFR 300.508(a)(1); M.R.

3525.3300 L.; M.R. 3525.4200]

8.5.12 Inform the parents of :heir right, in accordance with the laws relating to confidentiality,
to examine and receive copies of the child's school records before the hearing, including

tests, assessments. reports, or other information concerning the educational assessment or

reassessment upon which the proposed action may be based. [34 CFR 99.8; 34 CFR 99.11; 34 CFR

104.36; 34 CFR 300.502; 34 CFR 300.562; M.S. 13.04 Subd. 3.; M.R. 3525.3300 M.; M.R.

3525.4200]

8.5.13 Inform the parents of their right to call their own witnesses and to present evidence,

including expert medical, psychological, and educational testimony and relevant records,

tests, assessments, reports, or other information. [M.R. 3525.3300 N.]

8.5.14 Inform the parents of their right to request the attendance of any official or employee of
the providing or resident school district or any other person who may have evidence relating

to the proposed ction and the manner and time in which to do so. [34 CFR 300.508(a)(2);

M.R. 3525.3300 G.]

8.5.15 Inform the parents of their right to present evidence and cross examine any employee of the

school district(s) or other persons who present evidence at the hearing. [34 CFR

300.508(a)(2); M.R. 3525.3300 P.]

8.5.16 Inform the parents of any free or low cost legal services available in the area. [34 CFR

300.506(c)(1-2); M.R. 3525.3300 Q.]

Standards: Parent Involvement/Due Process
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8.0 PARENT INVOLVEMENT/DUE PROCESS

STANDARDS

8.5.17 Inform the parents of their right to have the child who is the subject of the hearing present

at the hearing. [34 CFR 300.508(b)(1); M.R. 3525.3300 R.J

8.5.18 Inform the parents that the hearing shall be closed unless the parent requests an open

hearing. [34 CFR 300.5u8(b)(2); M.R. 3525.3300 S.]

8.5.19 Inform the parents that they have a right to obtain a record of the hearing, including the

written findings of fact and decisions, whether or not they appeal. [34 CFR 300.508(a)(4-5);

M.R. 3525.3300 T.]

8.5.20 Inform the parents that their consent is voluntary and that they may revoke it at any time.

[34 CFR 300.500(c)]

8.5.21 Include a "response form" on which the parent may indicate their approval of or objection to

the proposed action and identify the district employee to whom the "response form" should be

mailed or given and to whom questions may be directed. [M.R. 3525.3500 E.; M.R. 3525.3600

C.]

8.6 Develop and implement procedures which insure that the district provides a parent the opportunity to

participate in a conciliation conference. A conciliation conference, when the parent chooses to

participate, is to be held at a time and placr, that is mutually convenient to both parties within

ten calendar days after tne district's receipt of the written objection of the parent or within ten

calendar days after the expiration of the ten day period allowed for parental response when the

proposed action is the initial assessment or ini 'al placement. A written memorandum, which is to

be sent the parent within seven calendar days of the conciliation conference, shall include:

3525.3700 Subp. 1.,2.]

8.6.1 The district's proposed action.

8.6.2 The parents' right to object at an impartial due process hearing and the procedure and time

in which to do so on an enclosed "request form" which inzludes the name of the person tc, whom

it should be given and to whom questions, legal documents, or requests about the heari n. may

be directed.

S ands: Parent Involvement/Due process
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8.0 PARENT INVOLVEMENT/DOE PROCESS

STANDARDS

S

8.6.3 The proposed action, unless it is an initial action, will be implemented within seven
calendar days after parental receipt of the written memorandum unless the parent makes a
written request for a hearing.

8.6.4 The information that when the proposed action is an initial action and the parents continue
to refuse to provide written permission after the conciliation conference, the district will
schedule a hearing within seven days after the expiration of the seven days allowed for
parental response after the final conciliation conference.

8.6.5 The information that a description of their parental rights and the procedures relative to
the hearing will be sent to them when a hearing is scheduled.

8.7 Develop and implement Lhe folic ing procedures with regard to impartial due process hearings:

8.7.1 The district shall conduct a hearing whenever a parent refuses to provide written permission
for the initial formal assessment or the initial placement and provision of special education
services, provided the district has made at least one attempt to obtain this written consent
through a conciliation conference. [M.R. 3525.3800]

8.7.2 Parents shall have an opportunity to obtain a hearing initiated and conducted in the school
district where the child resides if the parents object to: [34 CFR 300.506(a); M.S. 120.17
Subd. 3b(d)(1-5)]

(a) A proposed formal educational assessment or proposed denial of a formal educational

assessment of their child.

(b) The proposed placement of their child in, or transfer of their child to a special

education program.

(c) The proposed denial of placement of their child in a special education program or the
transfer of their child from a special education program.

(d) The proposed provision or addition of special education services for their child.

(e) The proposed denial or removal of special education services for their child.

Standards: Parent Involvement/Due Process
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8.0 PARENT INVOLVEMENT /DUE PROCESS

STANDARDS

8.7.3 A hearing shall be held whenever the providing district receives the parents' written request

for such a hearing. [34 CFR 300.506(b); H.R. 3525.3800]

8.7.4 Within five days of receipt of the parents' written request, the providing district shall

serve the parents with written notice of rights to and procedures for the hearing which shall

inform the parent: [M.R. 3525.3900]

(a) That the hearing shall take place before an impartial hearing officer mutually agreed to

by the school board and the parent. If the school board and parent are unable to agree

on a hearing officer, the school board shall request the Commissioner of Education to

appoint a hearing officer. [M.S. 120.17 Subd. 3b(d); M.R. 3525.3900 A.]

(b) That they will receive notice of the time, date, and place of the hearing at least ten

days in advance of the hearing which will be held within 30 days after the written

request. [M.R. 3525.3900 B.]

(c) That the hearing shall be closed unless the parent requests an open hearing. [34 CFR

300.508(b)(2); M.R. 3525.3300 S.; H.R. 3525.4200]

(d) Of the following parental rights and responsibilities:

(1) Of their right to receive a list of persons who will testify on behalf of the

district concerning the proposed action within five days of the date the district

receives their written request for the list of persons testifying. [M.R. 3525.3900

C.(1); M.R. 3525.4200]

(2) Of their responsibility, within five days after written request by the district(s),

to provide to the district(s) a list of persons who will testify on the parents'

behalf concerning the proposed action. [M.R. 3525.3900 C.(2); M.R. 3525.4200]

: Parent Involvement/Due ProcessS s
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8.n PARENT INVOLVEMENT/DUE PROCESS

(3) Of their at least five days prior to the hearing, to receive from the
providing or resident district, a brief resume of "additional material allegations"
referring to conduct, situations, or conditions which are discovered to be relevant
and which were not contained in the original notice or memorandum; and that if such
material allegations are not so disclosed, it shall be left to the discretion of
the person conducting the hearing to determine if those material allegations may be
introduced or considered. [34 CFR 300.508(a)(3); M.R. 3525.3900(c)(3); M.R.
3525.4200]

(4) Of their right to be represented in preparation of and at the hearing by legal
counsel or other representatives of their choice. [34 CFR 300.50o(a)(1); M.R.
3525.3300 L.; M.R. 3525.4200]

(5) Of their right, in accordance with laws relating to confidentiality, to examine and
receive copieF of the child's school records before the hearing, including tests,
assessments, reports, or other information concerning the educational assessment or
reassessment upon which the proposed action may be based. [34 CFR 99.8; 34 CFR
99.11; 34 CFR 104.36; 34 CFR 300.502; 34 CFR 300.562; M.S. 13.04 Subd. 3.; M.R.
3525.3300 M.; M.R. 3525.4200]

(6) Of their right to call their own witnesses and to present evidence, including
expert medical, psychological, and educational testimony and relevant records,
tests, assessments, reports, or other information. [34 CFR 300.508(a)(2); M.R.
3525.3300 N.]

(7) Of their right to request ',he attendance of any official or employee of the
providing or resident district or any other person who may have evidence relating
to the proposed action and the manner and time in which to do so. [34 CFR
300.508(a)(2); M.R. 3525.3300 0.; M.R. 3525.4200]

(8) Of their right to present evidence and cross examine any employee of the
district(s) or other persons who present evidence at the hearing. [34 CFR
300.503(a)(2); M.R. 3525.3300 P.; M.R. 3525.4200]

(9) Of their right to have the child who is the subject of the hearing present at the
hearing. [34 CFR 300.508(b)(1); M.R. 3525.3300 S.]

Standards: Parent Involvement/Due Process
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8.0 PARENT INVOLVEMENT/DUE PROCESS

(10) Of their right to obtain a record of the hearing including the written findings of

fact and decisions whether or not they appeal. The record of the hearing which is

made by the district shall be made accessible to the parents within five days of

the filing of an appeal by the parents. [34 CFR 300.508(a)(4-5); M.R. 3525.3300

T.; M.k. 3525.4300]

(e) That at the hearing, the burden of proof is on the district to show that the proposed

action is justified on the basis of the child's educational needs or his or her current

educational performance, or presenting handicapping conditions, taking into account the

presumption that placement in a regular class with special education services is

preferable to removal from the regular classroom. [M.R. 3525.3900 D.; M.R. 3525.4300]

(f) That the hearing officer will make a written decision based only on evidence received

and introduced into the record at the hearing not more than 45 days from the receipt of

the request for the hearing and that du! proposed action will be upheld only upon

showing by the district by a preponderance of the evidence. [34 CFR 300.512(a)(1); M.S.

120.17 Subd. 3b(e)(1); M.R. 3525.3900 E.; M.R. 3525.4400 Subs. 1.]

(g) A hearing officer may grant specific extensions of time beyond the 45 day period at the

request of either party. [34 CFR 300.512(a)(1-2); M.S. 120.17 Subd. 3b(e)(1); M.R.

3525.3900 E.; M.R. 3525.4100 Subp. 2.H.; H.R. 3525.4400 Subp. 1.]

(h) That the decision of the hearing officer is binding on all parties unless appealed to

the Commissioner of Education by the parent or the providing district. [34 CFR 300.509;

M.R. 120.17 Subd. 3b(e); M.R. 3525.3900 F.]

(i) That unless the district and parents agree otherwise, the child shall not be denied

initial admission to schoo) and that the child's education program shall not be changed

as long as the parents object to the proposed action. [34 CFR 300.513(a),(b); M.R.

3525.3900 G.]

8.7.5 The hearing shall take place before an impartial hearing officer mutually agreed to by the

school board and the parents. If the school board and the parents are unable to agree on a

hearing officer, the school board shall request the Commissioner of Education to appoint a

hearing officer. The hearing officer shall not be: [34 CFR 300.507(a),(b); M.S. 120.17

Subd. 3b(d); M.R. 3525.4000]

Standards: Parent Involvement/Due Process
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STANDARDS

(a) A school board member or employee of the district where the child resides or of the
child's district of residence.

(b) An employee of any other public agency involved in the education or care of the child.

(c) Any person with a personal or professional interest which would conflict with his or her
objectivity at the hearing.

(d) An employee of the district solely because the person is paid by the district to serve
as a hearing officer.

8.7.6 The district shall kee; a list of persons who serve as hearing officers including a statement
of their individual qu,.ifications. [34 CFR 300.507(c)1

8.7.7 All hearings are to be held at a time, date, and place that is mutually convenient to all
parties. [34 CFR 300.512(d); M.R. 3525.3900j

8.7.8 The hearing officer shall prepare a written decision based on evidence received and
introduced into the record at the hearing not more than 45 days from the receipt of the
request for a hearing. A hearing officer may grant specific extensions of time beyond the 45
day period at the request o. either party. [34 CFR 300.512(a)(1); M.S. 120.17 Subd.
3b(e)(1); M.R. 3525.3900 E.; M.R. 3525.4100 Subp. 2.H.; M.R. 3525.4400 Subp. 1.1

8.7.9 A hearing decision is final and is binding on all parties unless appealed to the Commissioner
of Education by the parent or the providing district. [34 CFR 300.509; M.S. 120.17 Subd.
3b(e); M.R. 3525.39001

8.7.10 All local hearing decisions shall:

(a) Contain written findings of fact, and conclusions of law, including a statement of the
controlling facts upon which the decision is made in sufficient detail to appraise the
parties and the Commissioner of Education of the basis and reason for the decision.
[M.S. 120.17 Subd. 3b(e)(1-2); M.R. 3525.4400 Subp. 4.A.1

Standards: Parent Invulvement/Due Process
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(b) State whether the special education services appropriate to the cni1,-I's needs can be

reasonably provided within the resources available to the provid1r4 zistrict. [M.S.

120.1, Subd. 3b(e)(3); M.R. 3525.4400 Subp. 4.B.]

(c) State the amount and source of any additional district expencitures necessary to

implement the decision. [M.S. 120.17 Subd. 3b(e)(4); M.R. 3525.4400 Subp. 4.C.]

(d) Include information detailing the right to appeal the decision, the procedure and time

in which to do so, and an appeal form on which to indicate the desire to appeal. [M.R.

3525.4500]

8.7.11 All hearing decisions shall be filed with the Commissioner of Education ani shall be sent by

mail to all parties. [34 CFR 300.512(a)(2); M.R. 3525.4500]

8.7.12 If a hearing officer requests an independent educational assessment as a part of a hearing,

the cost of the assessment is at district expense. All expenses of the hearing, except for

the parents' and resident school district's attorney's fees or other expenses incidental to

the parent or resident district participation in the hearing, shall be paid by the providing

district. [34 CFR 300.503(d); M.R. 3525.4000]

8.7.13 During the pendency of any administrative or judicial proceeding regarding a complaint,

unless the district and the parents agree otherwise, the child involved in the complaint must

remain in his or her present educational placement. If 'ae complaint involves an application

for initial admission to public school, the child, with the consent of the parents, must be

placed in the public school program until the completion of all proceedings. [34 CFR

300.513(a),(b); M.R. 3525.3900 G.]

8.8 Develop and implement the following procedures to insure the protection of the confidentiality of

any personally identifiable information collected, used, or maintained by the district:

8.8.1 Private or confidential data on an individual shall not be collected, stored, used or

disseminated by districts for any purpose other than those stated to the individual at the

time of collection in accordance with Minnesota Statutes, section 13.04, except as provided

in this subdivision. [M.S. 13.05 Subd. 4.1

Standards: Parent Involvement/Due Process
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8.8.2 The district shall establish and implement procedures to insure that all data on individuals
is accurate, complete, and current for the purposes for which it was collected, and establish
appropriate security safeguards for all records containing data on individuals. [M.S. 13.05

Subd. 5.]

8.8.3 Formulate and adopt an up-to-date public document regarding private and confidential data
collected, used, or maintained by the district. The public document shall be made available,

upon request, to parents and shall thclude: [34 CFR 99.5; M.S. 13.05 Subd. 1.,8.]

(a) Informing parents of their rights under section 438 of the General Education Provisions
Act, Part 99, and Minnesota Statutes, section 13.04 (see 8.6.4). [34 CFR 99.5(a)(1); 34

CFR 99.6(a)(1-2); M.S. 13.041

(b) Permitting parents to inspect and review the educational records of the child, including

at least: [34 CFR 99.5(a)(2); 34 CFR 99.11; 34 CFR 300.562; M.R. 13.04 Subd.3.]

(1) A statement of the procedure to be followed by a parent who requests to inspect and
review the educational records of the child. [34 CFR 99.5(a)(2)(i)]

(2) With an understanding that it may not deny access to an educational record, a

description of the circumstances in which the dist-ict feels it has a legitimate
cause to deny a request for a copy of such recor,',. [34 CFR 99.5(a"(2)(ii); 34 CFR

99.11(c); 34 CFR 99.12; 34 CFR 300.562(c)]

(3) A schedule of fees for copies. [34 CFR 99.5; 34 CFR 99.8; 34 CFR 300.566; M.S.
13.04 Subd. 3.]

(4) A listing of the types and locations of educational records maintained by the

district and the titles and addresses of the officials responsible for those

records. [34 CFR 99.5(a)(2)(iv); 34 CFR 300.565; 34 CFR 300.572(b); M.S. 13.05

Subd. 1.]

(c) Not disclosing personally identifiable information from the records of a child without
prior written consent of the parent except as otherwise permitted by 34 CFR 99.31 and
99.37; the policy shall include, at least: [34 CF1 99.5(a)(3); 34 CFR 99.30; 34 CFR
99.31; 34 CFR 99.37; 34 CFR 300.500; 34 CFR 300.571; !..S. 13.05 Subd. 4(d)]

Standards: Parent Involvement/Due Process
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8.0 PARENT INVOLVENE;NT/DUK PROCESS

A statement of whether the district will disclose persohaIly identifiable

information from the educational records of a child and, if so, a specification of

the criteria for determining which parties are "school officials" and what the

district considers to be a "legitimate educational interest." [34 CFR

99.5(a)(3)(i)J

A specification of the personally Identifiable information to be designated as

directory information. [34 CFR 99.5(a)(3)(ii)]

(d) Main:aining the record of disclosures of personally identifiable information from the

educational record of a child and permitting a parent to inspect that record. [34 CFR

99.5(a)(4); 34 CFR 99.32(a); 34 CFR 300.563]

(e) Providing a parent with an opportunity to seek correction of educational records of the

child through a request to amend the records or a hearing under Subpart C and permitting

the parent to place a statement in the educational records as provided in Reg. 99.21(c).

[34 CFR 99.5 (a)(5); 34 CFR 99.20; 34 CFR 99.21; 34 CFR 300.567; 34 CFR 300.568; 34 CFR

300.569(b)]

8.8.4 Give annual notice to parents, including parents of children identified as having a primary

or home language other than English, which is adequate to ruily inform them of the following:

[34 CFR 99.6; 34 CFR 300.561]

(a) A description of the children on whom personally identifiable information is maintained,

the types of information souglit, the methods the district intends to use in gathering

the information (including the sources from whom information is gathered), and the uses

to be made of the information. [34 CFR 300.561(a)(2)]

(b) A summary of the policies and procedures which the district must follow regarding

storage, disclosure to third parties, retention, and destruction of personally

identifiable information. [34 CFR 300.561(a)(3)]

(c) Their rights under section 438 of the General Education Provisions Act, the regulations

in Part 99, and the policy adopted under Reg. 99.5 (see 8.8.3); the notice shall also

inform parents of the locations where copies of the policy may be obtained. [34 CFR

99.6(a)(1); 34 CFR 300.561(a)(4)]

Standards: Parent Involvement/Due Process
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(d) The right to file complaints concerning alleged failures by the district to compl> with
section 438 Of the General Education Provisions Act and Part 99. [34 CFR 99.b(a)(2)j

(NOTE: Before any major identification, location, cr evaluation activity, the notice must be
published or announced in newspapers or other media, or both, with circulation adequate to
notify parents throughout the district.) [34 CFR 300.561(b)]

8.8.5 Parents are permitted to iaspect and review any educational records related to their child
which are collected, maiitained, or used by the district without unnecessary delay and before

any meeting regarding an IEP or heariu related to the identification, assessment, or

placement of the child. The right to inspect and review educational records includes: [34

CFR 99.11; 34 CFR 300.562; M.S. 13.04 Subd. 3.]

(a) Compliance by the district, with the request to inspect, review, and receive copies of
records within five days of the date of the request by a parent, excluding Saturdays,
Sundays, and legal holidays, if immediate compliance is not possible. (If the district

cannot comply within that time, the parent is informed and an additional five days,

excluding Saturdays, Sundays, and legal holidays, is permitted). [M.S. 13.04 Subd. 3.j

(b) The right to a response from the district to a reasonable request for explanations and
interpretations of the records. [34 CFR 99.11(b)(1); CFR 300.562(b)(1); M.S. 13.04

Sabd. 3.]

(c) The right to request that the district provide copies of the records containing the

information if failure to provide those copies would effectively prevent the parent from
exercising the right to inspect and review the records. [34 CFR 99.11(b)(2); 34 CFR

300.562(b)(2)J

(d) The right to have a representative of the parent inspect and review the records. [34

CFR 300.562(b)(3)]

(e) A presumption by the district that either parent has the authority to inspect records

related to his/her child unless the district has been provided with evidence that there

is a state law or court order governing such matters as divorce, separation, or

guardianship under which the parent does not have the authority. [34 CFR 99.11(c); 34

CFR 300.562(c))

Standards: Parent Involvement/Due Process
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(NOTE: The timelines provided in Minnesota Statute, secti-n 13.04, for district compliance
with a parent's request to inspect, review, and receive interpretations of a child's records
is more restrictive than tie 45 day timeline provided in 34 CFR 99.11 and 34 CFR 300.562.
Additionally, 34 CFR 99 does not limit the frequency of parental requests to inspect, review,
and receive interpretations of a child's records whereas Minnesota Statutes, section 13.04,
provides that data need not be disclosed to parents for six months after the last review
unless a dispute or action pursuant to the records is pending or additional data has been
collected.)

8.8.6 The district shall keep a record of parties obtaining access to educational records (except
access by parents and authorized employees of the district) including: [34 CFR 99.32(a); 34
CFR 300.563]

(a) The name of th- :arty.

(b) The date access was given.

(c) The purpose for which the party is authorized to use the records.

8.8.7 If the educational records of a child contain information on more than one child, the parent
of the child may inspect and review or be informed if only the specific information which
pertains to that child. [34 CFR 99.12(b); 34 CFR 300.:)4]

8.8.8 The district may charge a fee for copies of records made for parents at their request as long
as the fee does not effectively prevent the parents from reviewing the records, does not
charge a zee to search for or to retrieve information. [34 CFR 99.8; 34 CFR 99.11(b)(2);
M.S. 13.0- Subd. 3.]

8.8.9 Private data may be used by and disseminated to any person or agency only if the ;.:rents have
given their informed consent. Informed consent shall not be deemed to have been zfven unless
the parents have signed a written statement that is: [34 CFR 99.5(a)(3); 34 CFR 99.30; 34

CFR 300.5C:: 34 CFR 300.571; M.S. 13.05 Subd. 4(d)]

(a) In language. [M.S. 13.05 Subd. 4(d)(1)]

(b) Date:.. [M.S. 13.05 Subd. 4(d)(2)]

Standards: latent Involvement/Due Process

40786

559
-16

560



STANDARDS

8.0 PARENT INVOLVENENT/DUE PROCESS

(c) Specific in designating the particular persons or agencies the data subject is
authorizing to disclose information about him/her. [M.S. 13.05 Subd. 4(d)(3)]

(d) Specific as to the nature of the information he/she is authorizing to be disclosed.
[M.S. 13.05 Subd. 4(d)(4)]

(e) Specific as to the persons or agencies to whom he/she is authorizing information to be
disclosed. [M.S. 13.05 Subd. 4(d)(5)]

(f) Specific as to the purpose or purposes for which the information may be used by any of
the parts named in clause (e), both at the time of the disclosure and at any time in
the future. [M.S. 13.05 Subd. 4(d)(6)]

(g) Specific as to its expiration date (not to exceed one year). [M.S. 13.05 Subd. 4(d)(7)]

8.8.10 When disclosure is made of personally identifiable information from the educational records
of a child, the district shall, upon request, provide a copy of the record which is disclosed
to the parent, and to the child who is not an eligible student if so requested by the child's
parents. [34 CFR 99.30(d)]

8.8.11 A district may disclose personally identifiable information from the educational records of a
child without the written consent of the parent if:

(a) The disclosure is to other school officials, including teacliers, within the district who
have been determined by the district to have legitimate educational interests. [34 CFR
99.31(a)(1)]

(b) The disclosure is to officials of another school or school system in which the child
seeks or intends to enroll, subject to the requirements set forth in 34 CFR 99.34 (see
C-F below). [34 CFR 99.31(a)(2)]

,c) The district makes a reasonable attempt to notify the parent of the transfer of the
records at the last known address of the parent, except when: [34 CFR
99.34(a)(1)(i-ii)]

Standards: Parent Involvement/Due Process
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8.3 PARENT INVOLVEMENT/DUE PROCESS

(1) The transfer of the records is initiated by the parent at toe sending agency or

institution.

(2) The district includes a notice in its policies and procedures formulated under 34

CFR 99.5 that if it forwards educational records on request to a school in which a

student seeks o: intends to enroll, the agency or institution does not have to

provide any further notice of the transfer.

(d) The district provides the parent, upon request, with a copy o: the educational records

which have been transferred. [3- CFR 99.34(a)(2)j

(e) The district pro,-ides the parent, upon request, with an opportunity for a hearing. [34

CFR 99.34(a)(3);

(f) A child is enrc' ad in more than one school, or receives services from more than one

school, the sr_oois ma. disclose infL.r.Taz:on fr, the educationzi records of the child

to each other without obtaining toe written consent of the parent provided that the

99.34(b)idisclosure meets the requirements of nar-.1grapil (a' of this section. [34 CF;

8.8.12 The district shall decide whether to amerc laformation in educational records collected,

maintained, or used under c4-142 thought by a parent to be inaccurate or misleading or

violates the privacy or other rights of their child within 30 days of the receipt of the

request and attempts to notify past recipients of inaccurate or Incomplete data, including

recipients named by the parent. If the district de -odes to refuse to amend this information

in acccrdance with the request, it informs the parent of the refusal within 30 days and

advises the parent of the right to a hearing under 34 CFR 99.21. [34 CFR 99.20; 34 CFR

300.567; M.S. 13.04 Subd. 4.]

8.8.13 The district shall, on request, provide an opportunity for a hearing in order to challenge

the content of a child's educational records to insure that the records are not inaccurate,

misleading, or otherwise in violation of the privacy or other rights of the child. [34 CFR

99.21(a); 34 CFR 300.568]

8.8.14 The hearing shall be conducted according to the following procedures which shall include at

least: [34 CFR 99.22(a)-(e)]

Standards: Parent Involvement/Due Process
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(a) The hearing shall be held within a reasonable period of time after the district has
received the request and the parent of the child shall be given notice of the date,
place, and time reasonably in advance of the hearing.

(b) The hearing may be conducted Ly any party, including a school official who does not have
a direct interest in the outcome of the hearing.

(c) The parent of the child shall be afforded a full and fair opportunity to present
evidence to the issues raised under 34 CFR 99.21, and may be assisted or represented by
individuals of his or her choice at his or her own expense, including an attorney.

(d) The district shall make its decision in writing within a reasonable period or time after
conclusion of the hearing.

(e) The decision of the district shall be based solely upon the evidence presented at the
hearing and shall include a summary of the evidence and the reason for the decision.

8.8.15 If as a result of the hearing, the district decides the information collected, maintained, or
used under P.L. 94-142 in a child's educational record is inaccurate, misleading, or
otherwise in violation of the privacy or other rights of the &did, it amends the information
accordingly and so informs the parent in writing. [34 CFR 99.21(b); 34 CFR 300.569(a).1

If as a result of the hearing, the district decides the information is not inaccurate,
misleading, or otherwise in violation of the privacy or other rights of the child, it informs
the parent of the right to place in the records it maintains on the child a statement
commenting on the information or setting forth any reasons for disagreeing with the decision
of the district. Any explanation placed in the records of a child under this section must:
[34 CFR 99.21(c),(d)(1-2); 34 CFR 300.569(b),(c)(1-2)]

(a) Be maintained as a part of the records of the child as long as the record or contested
portion is maintained by the public school.

(b) If the records of the child or contested portion is disclosed by the district to any
party, the explanation must also be disclosed to that party.

Standards: Parent Involvement/Due Process
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STANDARD:

8.8.16 A school district may destroy educational records, subject to the following exceptions: [34

CFR 99.13(a),(b),(c)J

(a) Wien there is an outstanding request to inspect and review them under 34 CFR 99.11.

(b) Explanations placed in the education record under 34 CFR 99.21 shall be maintained as
provided in 34 CFR 99.21.

(c) The record of access required under 34 CFR 99.32 shall be maintained for as long as the
educational record to which it pertains is maintained.

8.8.17 Parents are to be informed when personnally identifiable information collected, maintained,
or used under P.L. 94-142 is no longer needed to provide educational services to a child. If

parents request it, a child's records must be oestroyed. However, a permanent record of a
child's name, address, phone number, grades, attendance record, classes attended, grade level
completed, and year completed may be maintained without time limitation. [34 CFR

300.573(a),(b)J

8.8.18 The district shall provide parents on a request list of the types and locations of

educational records collected, maintained, or used by the district. [34 CFR 300.565)

8.8.19 All persons in the district collecting or using personally identifiable information must
receive training or instruction regarding the State f Minnesota's policies and procedures
concerning data privacy. [34 CFR 300.572(c)J

8.9 Develop and implement the following procedures for the appointment of surrogate parents:

8.9.1 The providing district shall appoint a surrogate parent to ensure, by intervening on behalf
of a child, that the rights of the chilc to a free and appropriate public education are
protected when: [34 CFR 300.514(a),(b)(1-2),(c)(1),(e)(1-2); M.R. 3525.2430; M.R. 3525.24401

(a) The parent, guardian, or conservator is unknown or unavailable. [34 CFR

3C,2'.514(a)(1-2); M.R. 3525.2440 A.]

Standards: Parent Involvement/Due Process
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(b) Parental rights have been terminated. [M.R. 3525.2440 B.]

(c) The child is a ward of the state. [34 CFR 300.514(a)(3)]

(d) The parent requests in writing the appointment of a surrogate parent; the request may be
revoked in writing at any tiwe. [M.R. 3525.2440 D.]

8.9.2 The district shall make reasonable efforts to locate the child's parent prior to the

appointment of a surrogate. These may be made through documented phone calls, letters,

certified letters with return receipts, and visits to the parent's last known address. [34

CFR 300.514(a)(2); M.R. 3525.2435]

8.9.3 The person appointed ac the surrogate parent shall not receive public funds to care for the
child. Hower, a faster parent may serve as a surrogate parent if appointed and if no

conflict of interest exists. The district shall consult the county welfare office before
appointing the surrogate parent when a child is the ward of the Commissioner of Human

Services. [34 CFR 300.514(c)(2)(i); M.R. 3525.2340; M.R. 3525.2345]

8.9.4 The district shall either make the information and training available to the surrogate
or appoint a surrogate parent who has all the following knowledge and skills: :34 CFR
300.514(c)(2)(ii); M.R. 3525.2455]

parent

la) State and federal requirements relating to the education of handicapped children. [M.R.

3525.2455 A.]

(b) District structure and procedures relating to the education of handicapped children.

[M.R. 3525.2455 B.]

(c) Nature of the child's disability and needs. [M.R. 3525.2455 C.]

(d) An ability to effectively advocate an appropriate educational program for the pup-

[34 CFR 3525.2455 D.]

Standards: Parent Involvement/Due Process
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8.9.5 The district may remove the surrogate parent by majority vote of the school board. The

surrogate parent must be notified (in writing) of the time and place of the meeting at which
a vote is to be taken and of the reasons for the proposed removal. The surrogate parent
shall be given the opportunity to be heard. Removal may be for any of the following reasons:
[M.R. 3525.2450 A.-E.]

(a) Failure to perform the duties required in the team meeting and IEP process and those
cited in Part B of the Education of the Handicapped Act.

(b) Conflict of interest as referenced in 34 CFR 300.514(c)(2) (see 8.9.3).

(c) Actions that threaten the well-being of the assigned child.

(d) Failure to appear to represent the child.

(e) Change in eligibility for special education.

8.10 Develop and implement procedures which insure that the district provides reasonable opportunities
for the participation by teachers, parents, and other interested agencies, organizations, and
individuals in the planning for and operation of the district's special education programs. [34 CFR
76.301(b)(5)]

8.11 Develop and implement procedures which insure that the district makes the application, evaluations,
and reports relating to P.L. 94-142 available for public inspection. [34 CFR 76.304]

Standards: Parent Involvement/Due Process
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9.0 PERSONNEL DEVELOPMENT

Personnel development is a structure for personnel planning and focuses on preservice and inservice needs

in order to plan a program to meet the needs of handicapped children.

STANDARDS

9.1 Develop and implement a comprehensive system of personnel development which meets the following

requirements: [34 CFR 300.139; 34 CFR 300.224; 34 CFR 300.380(a)(c)]

9.1.1 Insure that public and private institutions of higher education, and other agencies and

organizations (including representatives of handicapped, parent, and other advocacy

organizations) which have an interest in the preparation of personnel for the education of

handicapped children, have an opportunity to participate fully in the development, review,

and annual updating of the comprehensive system of personnel development. The nature and

extent of participation and the responsibilities of the state education agency, local

education agency, public and private institutions of higher education, and other agencies

shall be described in the plan. [34 CFR 300.381(a)(b)]

9.1.2 The personnel development plan must: [34 CFR 300.382(f)(1-7)]

Standards:

(a) Describe the process used in determining the inservice training needs of personnel

engaged in the education of handicapped children.

(b) Identify the areas in which training is needea such as inuividualized educatio

programs, nondiscriminatory testing, least restri tive environment,

safeguards, and surrogate parents).

(c) Specify the groups requiring training (such as special teac

administrators, psychologists, audiologists, physical ed

recreation specialists, physical therapists, occupati

parents, volunteers, hearing officers, and surro

nal

ocedural

ers, regular teachers,

cation teachers, therapeutic

nal therapists, medical personnel,

ate parents).

(d) Describe the content and nature of training for each area in which training is needed.

(e) Describe how the training will be provided in terms of

(1) Geographic

Personnel Development
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STANDARDS

(2) Staff training source (such as college and university staffs, state and local
educational agency personnel, and non-agency personnel),

(f) Specify the funding sources to be used, and the time frame for providing it.

(g) Specify procedures for effective evaluation of the extent to which program objectives
are met.

9.1.3 Activities sufficient to carry out the personnel development plan are to be scheduled. [34
CFR 300.380(b)J

9.1.4 The personnel development plan must provide for ongoing inservice training rrograms for all
general and special educational instructional, related services, and support personnel.
These programs are to include: [34 CFR 300.380(a); 34 CFR 300.382(e)(1 -3)J

(a) The use of incentives which insure participation by teachers (such as released time,
payment for participation, options for academic credit, certification renewal, or
updating professional skills).

(b) The involvement of local staff.

(c) The use of innovative practices which have been found to be effective.

9.1.5 The personnel development plan must include effective procedures for acquiring and
disseminating to teachers and administrators of programs for handicapped children significant
information derived from educational research, demonstration, and similar projects, and for
adopting, where appropriate, promising educational practices and materials developed through
those projects. [34 CFR 76.301(c)(8)(i-ii); 34 CFR 300.380(c); 34 CFR 300.384(a))

Dissemination includes: [34 CFR 300.334(b)J

(a) Making those personnel and administrators aware of the information and practices.

(b) Training designed to enable the establishment of innovative programs and practices
targeted on identified local needs.

Standards: Personnel Development
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(c) Use of instructional materials and other media for personnel development and

instructional programming.

9.1.6 The district may enter into contracts with institutions of higher education, local education
agencies or other agencies, institutions, or organizations (which may include parent,

handicapped, or other advocacy organizations), to carry out: [34 CFR 300.382(d)(1-3)]

(a) Experimental or innovative personnel development programs.

(b) Development or modification of instructional materials.

(c) Dissemination of significant information derived from educational research and

demonstration projects.

9.2 Develop procedures to implement an individual growth plan based on the performance appraisal and/or

other needs assessment results.*

9.3 Develop a professional library which is made available to regular education and special education
personnel.*

*Best Practice

Standards: Personnel Development
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1 0 . 0 INTERAGENCY 00PERATION

Interagency cooperation refers to the development, collaboration, coordination, and organization of

agencies to provide services to handicapped children and adults.

STANDARDS

10.1 Every district shall insure that all handicapped children are provided the special instruction and
services which are appropriate to their needs. [34 CFR 300.121; 34 CFR 300.600; M.S. 120.17 Subd.
3a(a); M.R. 3525.0300]

10.2 Develop and implement procedures which insure that the district, in cooperation with the county in
which the district is located, establishes an interagency early learning committee for handicapped
children under the age of five and their families. [M.S. 120.17 Subd. 12(1-5)]

10.2.1 Members of the committee shall be representatives of:

(a) Local and regional health agencies.

(b) Local and regional educational agencies.

(c) Local and regional county human service agencies.

(d) Developmental achievement centers.

(e) Current service providers.

(f) Parents of young handicapped children.

(g) Other public and private agencies ls appropriate.

10.2.2 The committee shall perform the following ongoing duties:

(a) Identify current serv..ces and funding being provided within the community for

handicapped children under the age of five and their families.

(b) Establish and evaluate the identification, referral, and community learning systems to
recommend, where necessary, alterations and improvements.

Standards: Interagency Cooperation
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STANDARDS

10.0 INTkRAGENCY COOPERATION

(c) Facilitate the development of interagency individual education plars when necessary to
appropriately serve handicapped children under the age of five and their families.

(d) Review and comment on the early learning section of the total special education system
for the district.

(e) Review and comment on the funding sources that currently exist for the services being
provided to handicapped children under the age of five and their families.

10.3 Develop and implement the following procedures for handicapped children who are or have been placed
in or referred to a private school or facility by the district:

10.3.1 Insure that a handicapped child who is placed in or referred to a private school or facility

by the district: [34 CFR 300.401(a)(1-3),(b); M.R. 3525.0800]

(a) Is provided special education and related services:

(1) In conformance with an individualized educational program.

(2) At no cost to the parents.

(3) At a school or facility which meets the standards that apply to state and local
educational agencies.

(b) Has all of the rights of a handicapped child who is served by the district.

10.3.2 Insure that before a handicapped child is placed in or referred to a private school or

facility, the district initiates and conducts a meting to develop an individualized
educational program for the child in accordance with 34 CFR 300.343 (see 4.2.3) and invites a
representative of the private school or facility to attend the meeting. If a representative

cannot attend, other methods such as individual or conference telephone calls shall be used

to insure their participation. [34 CFR 300.347(a)(1)(2)]

Standards: Interagency Cooperation
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STANDARDS

10.0 INTERAGENCY COOPERATION

10.3.3 Insure that if the private school or facility initiates and conducts meetings to review and

revise the child's individualized educational program, the parents and a district

representative are involved in any decision about the child's IEP and agree to the proposed

changes in the program before those changes are implemented. [34 CFR 300.347(b)(2)(i-ii)]

10.3.4 If a handicapped child has available a free appropriate public education and the parents

choose to place the child in a private school or facility, the district is not required to

pay for the child's education at the private school or facility. However, the district shall

make services available to the child as provided under 34 CFR 300.450-300.460. [34 CFR

300.403(a)]

Disagreements between a parent and the district regarding the availability of a program

appropriate for the child, and the question of financial responsibility are subject to the

due process procedures under 34 CFR 300,500-300.514. [34 CFR 300.403(b)]

10.3.5 Insure that the private schools located within the district submit reports to the district

superintendent at such times and containing such information as is required of public

schools. [M.S. 120.12 Subd. 2]

10.4 Develop and implement the following procedures for handicapped children not placed in or referred to

a private school or facility by the district:

10.4.1 Insure that the district provides services to private school handicapped children and does so

at a public school or a neutral site through such arrangements as dual enrollment on a shared

time basis. [34 CFR 300.452; M.S. 120.17 Subd. 9.; M.S. 123.932 Subd. 9.; M.S. 124A.034

Subd. 2.]

(NOTE: Minnesota Statutes, section 123.932, subd. 9 (1980) defines neutral site as follows:

"Neutral site" means a public center, a nonsectarian nonpublic school, a mobile unit located

off the nonpublic school premises, or any other location off the nonpublic school premises

which is neither physically nor educationally identified with the functions of the nonpublic

school.)

Standards: Interagency Cooperation
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10.0 INTERAGENCY COOPERATION

STANDARDS

10.4.2 Insure that if a handicapped child is enrolled in a parochial or other private school and
receives special education and related services from the district, the district. [34 CFR

300.343(a); 34 CFR 300.348(a),(b)]

(a) Initiates and conducts meetings to develop, review, and revise an IEP for the child.

(b) Insures that a representative of the parochial or other private school attends each
meeting or, if a representative cannot attend, that other methods such as individual or
conference telephone calls are used to insure participation.

10.4.3 Insure that the district provides handicapped children enrolled in a parochial or other
private school with a genuine opportunity for equitable participation and that the

opportunity to participate is in a manner that is consistent with the number of eligible
private school children and their needs. [34 CFR 76.651(a)(1-2)]

10.4.4 Insure that the district maintains continuing administrative control and direction over those
special education services !: provides to children enrolled in parochial or other private
schools. [34 CFR 76.651(a)(3)

10.4.5 Insure that the needs of, numbers of, and benefits to private school handicapped children are
on a basis comparable to that used for public schoci handicapped children. [34 CFR 76.653]

10.4.6 Insure that children enrolled in private schools are provided program benefits that are
comparable, in quality, scope, funding, and opportunity to participate, to those provided for
public school children with the same needs and who are in that group, attendance area, age,
or grade level. If the needs are different, the program benefits and funds expenditure must
be different. [34 CFR 76.654]

10.4.7 Insure that programs and projects carried out in public facilities which involve joint

participation by eligible handicapped children enrolled in private schools and handicapped
children enrolled in public schools are not separated into classes on the basis of school
enrollment or the religious affiliations of the children. [34 CFR 76.657]

Standards: Interagency Cooperation
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10.0 INTERAGENCY COOPERATION

STANDARDS

10.5 Develop and implement procedures which insure that the district does rot purchase special education
services for a child from a public or private agency when such service is available and can be made
available and can be more appropriately provided as the least restrictive alternative within the
district. [M.R. 3525.0800]

10.6 Develop and implement a process for facilitating interagency collaboration, including the
involvement of representatives from other agencies in identification, referral, assessment and
program planning, as appropriate.*

10.7 Develop a list of agencies serving handicapped persons, including contact persons and services
available.*

10.8 Develop a process for the transition of students from school to work and/or to other agency
services.*

10.9 Establish a process for school social workers, school psychologists, and other related service
personnel to refer students to out-of-school services.*

*Best Practice

Standards: Interagency Cooperation
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11.0 TRANSPORTATION

Transportation is the physical movement of handicapped children between homes and to instructional

facilities for both regular and special education programs and facilities.

STANDARDS

11.1 Develop and implement procedures which insure that free transportation services are provided to any

handicapped child who requires special transportation services because of his or her handicapping

conditions and/or special program needs. This shall apply when the handicapping conditions of the
child are such that the child cannot be safely transported on the regular school bus route and/or

when the child is transported on a special route for the purpose of attending an approved special

education program. [34 CFR 300.13(b)(13)(i); M.R. 3520.3300 Subp. 1.]

11.2 Develop and implement procedures which insure that the vehicles used to transport handicapped

children are appropriate to the handicapping conditions of the children. [M.R. 3520.3300 Subp. 3.1

11.3 Develop and implement procedures which insure that the vehicles used for transporting handicapped

children comply with the provisions of Minnesota Rules, parts 3520.3700 to 3520.5800, regarding the

physical and technical properties of the vehicles. [M.S. 169.451 Subd. 2.; M.R. 3520.3300 Subp. 3.1

11.4 Develop and implement procedures which insure that the length of time a handicapped child is

transported shall be appropriate to the physical, mental, and emotional wellbeing of the child. In

general, a handicapped child should not spend more time in transit than a nonhandizapped child

except as may be required because of the unique location of the child's program. [M.R. 3520.3300

Subp. 3.j

11.5 Develop and implement procedures which insure that all vehicles used to transport handicapped

children are equipped with a twoway communications system and/or have a responsible aide to provide

necessary assistance and supervision which cannot safely be provided by the driver. The

determination of whether a communications system and/or an aide are required shall reflect the needs

of the children and be based on such factors as handicaps of children transported, distance

traveled, density of population, terrain, and any other factors which may affect the safety of the

handicapped children. Exceptions to the above may be made upon mutual agreement between the parents

and the district. [M.R. 3520.3300 Subp. 3.]

Standards: Transportation
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11.0 TRANSPORTATION

STANDARDS

11.6 Develop and implement procedures which insure that specially adapted seats, support, and/or
protective devices shall be provided for all children who require such devices to insure their safe
transportation. Such devices shall be selected by the district in consultation with the child's
parents and on the basis of the specific needs of the individual handicapped child. [34 CFR
300.13(b)(13)(iii); M.R. 3520.3300 Subp. 3.]

11.7 Develop and implement procedures which insure that each driver of a vehicle for handicapped children
is carefully selected to fulfill the unique requirements of the job and that drivers are assigned to
each route on a regular basis whenever possible. [M.R. 3525.3400]

11.8 Develop and implement procedures which insure that each aide assigned to a vehicle transporting
handicapped children, or driver if no aide is assigned, or both, shall: [M.R. 3520.3400 A. D.]

11.8.1 Have available in the vehicle a typewritten card indicating:

(a) Child's name and address.

(b) Nature of child's handicaps.

(c) Emergency health care information.

(d) Name and phone of child's physician, parents, guardians or custodians, and another
person wuo can be contacted in an emergency.

11.8.2 Be instructed in the proper emergency health care procedures for the children in their care.
In addition, within one month after the effective date of assignment, participate in a
program of inservice training on the proper methods for dealing with the specific needs and
problems of those children.

11.8.3 Assist children on and off the bus when necessary for their safety.

11.8.4 Insure that protective safety devices are in use and fastened properly.

Standards: Transportation
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11.0 TRANSPORTATION

STANDARDS

11.9 The district may adopt such additional operating rules governing transportation of handicapped

children as deemed necessary to meet local conditions and needs, providing they do not conflict with

state laws and rules. [M.R. 3520.3500]

11.10 Develop a process and designate an individual for completing the Minnesota Stare Department of

Education's transportation report on handicapped children.*

*Be,_c Practice

Standards: Transportation
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12.0 INSTRUCTIONAL RESOURCES

Instructional resources refers to the specific supplies, instructional materials, and equipment
appropriate to meet the needs of individual handicapped children.

STANDARDS

12.1 Develop and implement procedures which insure that the necessary special equipment and instructional
materials are supplied to provide instruction, related services, and support services to handicapped
children. [e.R. 3525.1400]

12.2 Develop and implement the following procedures for the use, control, and maintenance of equipment
purchased with Part B funds:

12.2.1 Equipment is used in the program or project for which it was acquired as long as needed,
whether or not the project or program continues to be supported by federal funds. When no
longer needed for the original project or program, the equipment is transferred under 34 CFR
74.136 or used in other projects or programs currently or previously sponsored with federal
funds. [34 CFR 74.137(a)]

12.2.2 Part B property records are kept up-to-date and provide for: [34 CFR 74.132; 34 CFR
74.140(a); 45 CFR Part 100b, 651(a)(3)]

(a) Inventory of tangible personal property having a useful life of more than one year and
acquisition cost of $300 or more per unit.

(b) Description of the equipment, including manufacturer's model number (if any).

(c) An identification number, such as the manufacturer's serial number.

(d) Identification of the grant (Part B) under which equipment was acquired.

(e) Acquisition date and unit acquisition cost.

(f) Location, use, and condition of the equipment and the date the information was reported.

(g) All pertinent information on the ultimate transfer, replacement, or disposition of the

equipment.

Standards: Instructional Resources
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STANDARDS

12.0 INSTRUCTIONAL RESOURCES

(h) The title and administrative control over all equipment placed on private school
premises being retained by the district.

12.2.3 A physical inventory of equipment purchased under Part B funds has been taken and the results
re'2cnciled with the property records at least once every two years to verify the existence,
current utilization, and continued need for the equipment. [34 CFR 74.140(b)1

12.2.4 A control system is in effect to insure adequate safeguards to prevent loss, damage, or theft
of the equipment purchased with Part B funds. Any loss, damage, cr theft of equipment shall
be investigated and fully documented. [34 CFR 74.140(c))

12.2.5 Adequate maintenance procedures have been implemented to keep any equipment purchased with
tart B funds in good condition. [34 CFR 74.140(d)]

12.2.6 Equipment is being utilized in accordance with the information provided on the approved
budget of the applicable Special Education Program Applications. [34 CFR 76.301(c)(2)j

12.3 If the district places equipment and supplies in a private school which have been purchased with
funds provided under Part B of the Act, the district shall:

12.3.1 Insure that the equipment or supplies placed in a private school: [34 CFR 76.661(c)(1-2)]

(a) Are used only for the purposes of the project.

(b) Can be removed from the private school without remodeling the private school facilities.

12.3.2 Remove equipment or supplies from a private school if: [34 CFR 76.661(d)(1-2)]

(a) The equipment or supplies are no longer needed for the purposes of the project.

(b) Removal is necessary to avoid use of the equipment or supplies for purposes other than
project purposes.

Standards: Instructional Resources

86 597
596

1,2



12.0 INSTRUCTIONAL RESOURCES

STANDARDS

12.4 Conduct physical inventories of equipment purchased with state funds to verify the existence,

current utilization, and continued need for the equipment.*

*Best Practice

Standards: Instructional Resources
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13.0 COMMUNITY RELATIONS

Community relations is a systematic communication pattern about special education programs and related

services in the district's Planning, Evaluation, and Reporting (PER) process.

STANDARDS

13.1 Develop and implement procedures which insure that the district provides reasonable opportunities

for the participation by teachers, parents, and other interested agencies, organizations, and

individuals in the planning for and operation of the district's special education programs. [34 CFR

76.301(b)(5)]

13.2 Develop and implement procedures which insure that the district makes any application, evaluation,

periodic program plan, or report relating to P.L. 94-142 available for public inspection. [34 CFR

76.304]

13.3 Develop and implement procedures which insure that the district establishes an interagency early

learning committee (see 10.1) for handicapped children under the age of five and their families.

[M.S. 120.17 Subd. 12]

13.4 Promote interagency cooperation for planning the transition of handicapped children exiting

secondary school programs and moving to employment, postsecondary training and education, and

community living.*

13.5 Provide information to handicapped students, their parents, and the general public of the vocational

opportunities available to handicapped students under the Carl Perkins Act, the Vocational

Rehabilitation Act of 1973, P.L. 94-142, etc.*

13.6 Establish a local Special Education Advisory Committee.*

13.7 Conduct an ongoing public awareness campaign via the development and dissemination of materials and

the utilization of various media forms (see 1.1.5).*

*Best Practice

Standards: Community Relations
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14.0 FISCAL RESOURCES

Fiscal resources is the means for purchasing and/or obtaining the supplies, materials, and equipment; the
services; and the personnel required to provide programs for handicapped children.

STANDARDS

14.1 Develop and approve a local budget for special education. [M.S. 121.908 Subd. 3.A.]

14.2 Develop and establish an accounting process for special education related expenditures including the
UFARS coding system.

14.3 Develop and submit applicable state revenue applications for:

14.3.1 State regular school year. [M.S. 124.32]

14.3.2 'z;tate residential. [M.S. 124.32]

14.3.3 State special pupil. [M.S. 124.32]

14.3.4 Stare summer school. [M.S. 124.32]

14.1.5 Local general fund levy to match state aids. [M.S. 275.125 Subd. 8c]

14.4 Implement federal application process required by EHA/LAW 20 U.S.C. Statutes, sections 1401-1461
for:

14.4.1 Equipment, construction, and removal of architectural barriers. [1404 and 1406]

14.4.2 Entitlements, allocations, and incentive grants. [1411-1420]

14.4.3 Centers and service. [1421-1427]

14.4.4 Training of personnel. [1421-1435]

14.4.5 Research. [1441-1444]

14.4.6 Instructional media. [1451-1454]

14.4.7 Early childhood. [P.L. 94-142 as amended by P.L. 98-199]

Standards: Fiscal Resources
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14.0 FISCAL. RESOURCES

STANDARDS

14.5 Develop and implement procedures which insure that all project expenditures are the same as
indicated on the budget section of the state and Part B applications. [34 CFR 74, Appendix C, Part
II; 34 CFR 76.301(c)(3); 34 CFR 300.240; M.S. 124.32 Subd. 7; M.R. 3525.1200 Subp. 4.]

14.5.1 The governor or any state department or agency designated by him shall comply with any and
all requirements of federal, law and any rules and regulations promulgated thereunder to
enable the application for, the receipt of, and the acceptance of such federal funds. The
expenditure of any such funds received shall be governed by the laws of the state except
insofar as federal requirements may otherwise provide. [34 CFR 76.700; 34 CFR 300.148; 34
CFR 300.600; M.S. 4.07 Subd. 3.; M.R. 3525.1200 Subp. 4.]

14.5.2 Before June 1 of each year, each district providing special instruction and services to
handicapped children shall submit t the Commissioner of Education an application for
approval of these programs and their budgets for the next school year. The application
shall include an enumeration of the costs proposed as eligible for state aid pursuant to
this section and of the estimated number and grade level of handicapped children in the
district who will receive special instruction and services during the next school year. The
application shall also include any other information deemed necessary by the Commissioner
for the calculation of state aid and for the evaluation of the necessity of the program, the
necessity of the personnel to be employed in the program, the amount which the program will
receive from grants from federal funds, or special grants from other state sources, and the
program's compliance with the rules and standards of the State Board of Education. The
Commissioner shall review each application to determine whether the program and the
personnel to be employed in the program are actually necessary and essential to meet the
district's obligation to provide special instruction and services to handicapped children
pursuant to Minnesota Statutes, section 120.17. The Commissioner shall not approve aid
pursuant to this section for any program or for the salary of any personnel determined to be
unnecessary or unessential on the basis of this review. The Commissioner may also withhold
all or any portion of the aid for programs which receive grants from other state sources.
By August 31, the Commissioner shall approve, disapprove, or modify each application and
notify each applying district of the action and of tho estimated amount of aid for the
programs. The Commissioner shall provide procedures for districts to submit additional
applications for program and budget approval during the school year for programs needed to

Standards: Fiscal Resources
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STANDARDS

14.0 FISCAL RESOURCES

meet any substantial changes in the needs of handicapped children in the district.

Notwithstanding the provisions of Minnesota Statutes, section 124.15, the Commissioner may

modify or withdraw the program or aid approval and withhold aid pursuant to this section

without proceeding according to section 124.15 at any time the Commissioner determines the

program does not comply with the rules of the State Board of Education or that any facts

concerning the program or its budget differ from the facts in the district's approved

application. 134 CFR 76.301(c); 34 CFR 76.302; 34 CFR 300.180: 34 CFR 300.194; M.S. 124.32

Subd. 7; M.R. 3525.1200 Subp. 1.,3.]

14.5.3 The state shall pay aid for summer school programs for handicapped children on the basis of

Minnesota Statutes, section 124.32, subdivisions lb, ld, and 5, for the preceding school

year. By March 15 of each year, districts shall submit separate applications for program

and budget approval for summer school programs. The review of these applications shall be

as provided in subdivision 7. By May 1 of each year, the Commissioner shall approve,

disapprove, or modify the applications and notify the districts of the action and of the

estimated amount of atd for the summer school programs. [34 CFR 76.301(c); 34 CFR 300.180;

M.S. 124.32 Subd. 10.; N.R. 3525.1200 Subp. 2.]

14.5.4 If the Commissioner of Education determines that the amount of aid is in excess of the
school district's entitlement, he or she is authorized to recover the amount of the excess

by any appropriate means, including the reduction of future aid payments to the school

district.... If the Commissioner determines that the amount of an aid paid is less than the

school district's entitlement, he or she is authorized to increase such aid from the current

appropriation. [M.S. 124.14 Subd. 2.]

14.5.5 The Commissioner of Education shall not take any final action with respect to an application

submitted by a district before giving the district reasonable notice and an opportunity for

hearing. [34 CFR 300.144; M.S. 124.15 Subd. 4.]

14.5.6 A reduction of aid may be appealed to the State Board of Education and its decision shall be

final. [M.S. 124.14 Subd. 4.J

Standards: Fiscal Resources
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14.0 FISCAL RESOURCES

STANDARDS

14.6 Develop and implement procedures which insure that the district keeps such records as are necessary
to show its compliance with all program requirements and to facilitate an effective audit. [34 CFR
76.301(c)(3-4); 34 CFR 76.722; 34 CFR 76.730(e); 34 CFR 76.731; 34 CFR 76.760(b); 34 CFR 772(a)(4);
34 CFR 300.145; 34 CFR 300.231(c); 34 CFR 300.754(e); M.S. 121.936 Subd. 1.; M.S. 124.32 Subd. 7.;
M.R. 3525.0800; M.R. 3525.1310]

14.7 Develop and submit to the Commissioner of Education by December 1 of each year an unduplicated child
count which accurately specifies the number of children who are eligible for special education and
related services as provided for in federal and state rule, who have IEPs, and who are actually
receiving those services. [34 CFR 300.5; 34 CFR 300.127(b); 34 CFR 300.141; 34 CFR 300.751; 34 CFR
300.753; 34 CFR 300.754(a)-(c); M.S. 120.03 Subd. 1-5; M.S. 120.17 Subd. 1; M.S. 124.32 Subd. 7.1

14.7.1 The district may not count Indian children on or near reservations and children on military
facilities if it provides them no special education. If the state or the local education
agency is responsible for serving these children, and does provide them special education
and related services, they may be counted. [34 CFR 300.753, Comment Section'

14.7.2 The state shall recover any funds provided under Part B of the Act for services to a child
who is determined to be erroneously classified as eligible to be counted (see 14.1.2 and
14.1.4). [34 CFR 300.141; M.S. 124.32 Subd. 7.; M.S. 124.14 Subd.

14.8 Develop and implement procedures which insure that the district only uses funds under Part B of the
Act for the excess costs of providing special education and related services for handicapped
children. [34 CFR 300.182; 34 CFR 300.229]

14.9 Develop and implement procedures which insure that the district uses Part B funds to supplement and,
to the extent practicable, increase the level of services provided by state and local funds for the
education of handicapped children, and in no case to supplant those state and local funds. [34 CFR
300.230]

14.10 Develop and implement procedures which insure that the district does not commingle funds provided
under Part B of the Act with state funds. [34 CFR 300.145]

Standards: Fiscal Resources

9-86

609 610
A14-4



14.0 FISCAL RESOURCES

STANDARDS

14.11 Develop and implement procedures which insure that the district does not uce Part B funds to provide
services to handicapped children unless the Agency uses state and local funds co provide services to
those children which, taken as a whole, are at least comparable to &!rvices provided to other

handicapped children in that agency. [34 CFR 300.231(b)]

14.12 Develop and implement procedures which insure that the district ut;e:-.. mounds providf mder Part B of

the Act in the following order of priorities:

14.12.1 To support child identification, location, and evaluation activities. [34 CFR

300.321(a)(1)]

14.12.2 To provide free appropriate public education to newly identified first priority children.
[34 CFR 300.321(a)(1)]

14.12.3 To meet the full educational opportunities goal required under section 300.304, including
employing additional personnel and providing inservice training, in order to increase the
level, intensity, and quality of services provided to individual handicapped children. [34

CFR 300.304(a),(b)]

14.12.4 To meet the other requirements of Part B of the Act. [34 CFR 300.321(a)(3)]

14.13 Develop and implement procedures which insure that the district, when remodeling existing facilities
to meet the needs of severely handicapped children, has received prior approval and that the outcome

conforms to the stated cost and purpose. [34 CFR 76.301(c)(2)]

14.14 Develop and implement procedures which insure that the district's interagency early learning

committee (see 10.1) reviews and comments on the funding sources that currently exist for the

services being provided to handicapped children under the age of five and their families. [M.S.

120.17 Subd. 12(5)]

14.15 Develop and implement procedures which insure that the district does not use funds provided under
Part B of the Act to finance:

14.15.1 Classes that are organized separately on the basis of school enrollment or religion of the
children if the classes are at the same site and includ.e public and nonpublic children. [3
CFR 76.657]

Standards: Fiscal Resources
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14.0 FISCAL RESOURCES

STANDARDS

14.15.2 The existing level of instruction in a private school or to otherwise benefit the private
school. [34 CFR 76.658]

14.15.3 The salaries of teachers or other employees of private schools except for services performed
outside their regular hours of duty and under agency supervision and control. [34 CFR
76.660]

14.15.4 The construction of private school facilities. [344 CFR 76.662]

14.16 The district's special education and vocational education personnel should be encouraged to jointly
negotiate the individual child's need for support staff and funding sources for management aids, job
coaches, technical tutors, etc.*

*Best Practice

Standards: Fiscal Resources
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15.0 GOVERNANCE

Governance is the administrative structure and longrange plans through which the special education system
operates.

STAMBAJIM6

15.1 Develop administrative policies and procedures which are applicable to:

15.1.1 Joint power bylaws and operating procedures. [M.S. 471.59]

15.1.2 Host district cooperative bylaws and operating procedures. [M.S. 122.535, 122.541]

15.1.3 Intermediate district bylaws and operating procedures. [34 CFR 300.7; M.S. 136D]

15.1.4 Educational Cooperative Service Unit (ECSU) bylaws and operating procedures. [M.S.

123.58-123.601]

15.1.5 Single district bylaws and operating procedures. [M.S. 123.32-123.51]

15.2 Develop and submit to the Commissioner of Education the district's plan for providing instruction
and related services for all children, the Total Special Education System. The plan shall include
descriptions of the district's: [M.R. 3525.1100 A.C.]

15.2.1 Study procedures for the identification and assessment of pupils.

15.2.2 Method of providing the instruction and related services for the identified pupils.

15.2.3 Administration and management plan to assure effective and efficient results of 15.2.1 and
15.2.2.

15.3 The district shall be exempted from the rules of the State Board of Education when an experimental
proposal that the Board has approved is being implemented by the district. No exemption shall be
given from federal regulations and Minnesota Rules, part 3525.1500, subp. 1 and part 3525.2350,
subp. 2. The State Board shall approve, disapprove, or modify continuation of the experimental
proposal after three years. A proposal shall be designed to accomplish at least one of the
following: a) improved instructional quality; b) increase cost effectiveness; or c) make better use
of community resources or technology. When a district applies for an exemption, it shall submit a
proposal which sets forth:

Standards: Governance
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15.0 GOVERNANCE

STANDARDS

15.3.1 The proposal's goals and objectives.

15.3.2 The method by which the proposal will improve effectiveness and efficiency.

15.3.3 Annual review procedures for up to three years.

15.3.4 Rules from which it seeks exemption.

15.3.5 Evidence that the district staff and parents, who would be affected, participated in the
development and will participate in the annual review of the proposal, and that the proposal
has the approval of the district school board.

15.3.6 Evidence that the parents whose children would be in "olved will be fully informed at the team
meeting and will have the opportunity to approve or aisapprove placement in the experimental
program.

15.3.7 The annual evaluation procedures to be used t..) demonstrate attainment of the proposal goals
and objectives, and the effectiveness of the proposal.

15.4 Develop and update an organizational chart.*

*Best Practice

Standards: Governance
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STANDARDS: FEDERAL

Name of Program

Assistance to States
for Education of Hand-
icapped Children

Assistance to States
for Education of Hand-
icapped Children -

Procedures for Evalu-
ating Spec ific Learn-
ing Disabilities

Administration of
Grants

State Administered
Programs

Privacy Rights of
Parents and Students

Nondiscrlmination on
the Basis of Handicap
in Programs and Activi-
ities Receiving or
Benefitting from
Federal Assistance

Standards: Bibliography

9-86 619

Authorizing
Statute

Part B of the
Education of the
Handicapped Act

P.L. 94-142
Title VI

Part B of the
Education of
the Handicapped
Act P.L. 94-
142 Title VI

5 U.S.C. 301

Sec. 408(a)(1),
P.L. 90-247,
88 Stat. 559,
560, as amended

Sec. 438
P.L. 90-247,
Title IV, as
amended, 88
Stat. 571-574

Sec. 504, Rehab-
ilitation Act
of 1973, P.L.
93-112, 87 Stat.
394 (39 U.S.C.
794)

BIBLIOGRAPHY

Implementing
Regulations

34 CFR
Part 300

Amendments
to 34 CFR
Part 300

34 CFR Part 74

34 CFR
Part 76

34 CFR
Part 99
(Cross-refer-
enced with
Part 300)

34 CFR
Part 104

STANDARDS: STATE

Name of Program

Rules of the State
Board of Education,
Chapter 3500: Clas-
sification for State
Aids, Minimum Require-
ments for Elementary
and Secondary Schools

Rules for the State
Board of Education,
Chapter 3500: Clas-
sification for State
Aids, Minimum Require-
ments for Elementary
Schools

Rules of the State
Board of Education,
Chapter 3500: Clas-
sification for State
Aids, Minimum Require-
ments for Middle
Schools

Rules of the State
Board of EducLtion,
Chapter 3500: Clas-

sification for State
Aids, Minimum Require-
ments for Secondary
Schools

Authorizing
Statute

Implemental%
Rules

3500.0500
3500.0800

3500.1100
3500.1200

3500.1600

3500.1900
3500.2000
3500.2100

A16-1
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STANDARDS: FEDERAL STANDARDS: STATE

Name of Program

Standards: Bibliography

9-86

Authorizing
Statute

621

Implementing
Regulations Alanke. of Prngro

Rules of the State
Board of Education,
Chapter 3525:
Standards and Pro-
cedures of Special
Education Instruction
and Services for
Children and Youth
Who Are Handicapped

Rules of the State
Board of Education,
Chapter 3520: Rules,
Operation of School
Buses and Pupil Tran-
sportation Safety
Education Program

Minnesota Government
Data Practices Act

Authorizing Implementing
Rules

(Minnesota Statute) 3525.0200
M.S. 120.03, M.S. 3525.7500
120.17, M.S. 124.32

3520.2400-
3520.3500

(Minnesota Statute) 1205.0100-
1.1.S. 13.01-13.09 1205.2000
and 13.32)

622
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Appendix B

Resource List

1.0 Identification

Cnild Find Manual. Bardley, Ralph et al. City Univ. of NY, NY, Center for Advanced Study in Education,
1977, 141 pages.

Child Identification and Educational Evaluation Materials Catalog. Regional Resource Center West and
Tri-State Midwest Regional Resource Center.

Child Identification and Evaluation. Persselin, Les. Regional Resource Center West and Tri-State Midwest
Regional Resource Center, February 27, 1981, 19 pages.

Compendium of Practices (Child Identification/Education Evaluation). RRC Network - Tri-State MRRC (Region
6), Ohio State University, Columbus; Ohio, and RRC West (Region 11) University of Southern California,
Los Angeles, CA, March 1982, 215 pages.

Comprehensive Developmental Screening Model. First Draft: Preschool Incentive Grant; Indiana Preschool
Screening Program, 120 E. Walnut St., Indianapolis, IN 46204; No. 13-449; February 28, 1979, 32 pages.

Identif in Children with Learnin. Disabilities: When Is a Discre anc Severe? Algczzine, Bob; Ysseldyke,
James; Shinn, Mark. Institute for Research on Learning Disabilities, University of Minnesota, November
1980, 14 pages.

Identifying Handicao3ed Students and Their Vocational Needs for 1977-1982. Franken, Marion, E.; Wisconsin
University-Madison, Wisconsin Vocational Studies Center, July 1977, 99 pages.

Identifying Learning Disabled Children in Idaho. Preliminary draft for discussion only. Department of
Education, State of Idaho, July 1982.

Resource List: Identification
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Information Management System. Sphere I: Child Identification and Evaluation. Update and addendum to
report of February 27, 1981. Prepared by Leo Persselin.

Program Standards and Eligibility Criteria for Special Education. Don R. Roberts, Director; Arkansas
Department of Education; June 1981.

Pupil Appraisal Handbook - Bulletin 1508. Division of Special Educational Services, Bureau of Pupil
Appraisal, 1978; 80 pages. State of Louisiana, Department of Education.

Pupil Appraisal Process - Instructions for Use of the Forms. Louisiana State Department of Education,
27 pages.

Screening for Emotional Disturbance. Participant Wkbk. Halseth, Susan L.; Veneziano, Marilyn M. Wisconsin
Department of Public Instruction, Inservice Program, EDSA Project; 1981, 75 pages.

Teaching Early Childhood: Exceptional Educational Needs: Ten Resource Models. Wisconsin Department of
Public Instruction; Madison, WI, May 1979.

The Identification of Emotionally Disabled Pupils: Data and Decision Making. Author unlisted. Iowa State
Department of Public Instruction, Des Moines, IA, 1979. This is on Microfiche.

2.0 Referral

Advocating fnr the Special Needs of Students: A Model Interdisciplinary Approach to the Referral and
Staffing Process. Courtnage, Lee. University of Northern Iowa, Cedar Falls, IA, May 1982, 481 pages.

An Analysis of Current Practice in Referring Students for Psychoeducational Evaluation: Implications for
Change. Ysseldyke, James et al. Institute for Research on Learning Disabilities, University of
Minnesota, October 1982, 121 pages'.

Resource List: Referral
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Decision Makers' Prediction of Students' Academic Difficulties As a Function of Referral Information.
Algozzine, Bob; Ysseldyke, James. Institute for Research on Learning Disabilities, University of
Minnesota, December 1979, 17 pages.

Diagnostic Classification Decisions As a Function of Referral Information. Ysseldyke, James; Algozzine, Bob.
Institute for Research on Learning Disabilities, University of Minnesota, January 198D, 13 pages.

Diagnostic Decision Making in Individuals Susceptible to Biasing Information Presented in the Referral Case
Folder. Ysseldyke, James; Algozzine, Bob. Institute for Research on Learning Disabilities, University
TFRIEnesota, March 1980, 17 pages.

Direct and Repeated Measurement of Academic Skills: An Alternative to Traditional Screening, Referral, and
Identification of Learning Disabled Students. Mirkin, Phyllis et al. Institute for Research on
Learning Disabilities, University of Minnesota, May 1982, 29 pages.

Evaluation Design for the Southern Tier Information and Referral Service. Southern Tier Central Regional
Planning and Development Board, prepared for HUD, May 1975, 51 pages.

lAstitutional Constraints and External Pressures Influencing Referral Decisions. Christenson, Sandra et al.
Institute for Research on Learning Disabilities, University of Minnesota, October 1981, 16 pages.

Observed Chan es in Instruction and Student Respondin. As a Function of Referral and Special Education
Placement. Ysseldyke, James et al. Institute for Research on Learning Disabilities, University of
Minnesota, October 1982, 78 pages.

Probabilities Associated with the Referral-to-Placement Process. Algozzine, Bob et al. Institute for
Research on Learning Disabilities, University of Minnesota, November 1981, 13 pages.

Referral Placement and Appeal Procedures: For Special Education. Don R. Roberts, Director; Arkansas
Department of Education, September 1981.

Resource List: Referral
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3.0 Assessment

A Comparison of the WISC-R and the Woodcock-Johnson Test of Cognitive Ability. Ysseldyke, James et al.
Institute for Research on Learning Disabilities, University of Minnesota, July 1980, 14 pages.

A Logical and Empirical Analysis of Current Practices in Classifying Students As Handicapped. Ysseldyke,
James et al. Institute for Research on Learning Disabilities, University of Minnesota, October 1982,
33 pages.

A Naturalistic Investigation of Special Education Team Meetings. Ysseldyke, James et al., eds.
Institute for Research on Learning Disabilities, University of Minnesota, August 1980, 125 pages.

A Theoretical Analysis of the Performance of Learning Disabled Students on the Woodcock-Johnson
PsArcho-Educational Battery. Shinn, Mark et al. Institute for Research on Learning Disabilities,
University of Minnesota, August 1980, 16 pages.

Academic Engaged Time and Its Relationship to Learning: A Review of the Literature. Graden, Janet et al.
Institute for Research on Learning Disabilities, University of Minnesota, January 1982, 41 pages.

An Analysis of current Practice in Referring Students for Psychoeducational Evaluation: Implications for
Change. Ysseldyke, James et al. Institute for Research on Learning Disabilities, University of
Minnesota, October 1982, 121 pages.

An Analysis of Subtest Scatter on the Tests of Cognitive Ability from the Woodcock-Johnson Psycho-Educational
Battery. Marston, Doug. Institute for Research on Learning Disabilities, University of Minnesota,
October 1980, JO pages.

An Analysis of the Conceptual Framework Underlying Definitions of Learning Disabilities. Epps, Susan et al.
Institute for Research on Learning Disabilities, University of Minnesota, November 1982, 35 pages.

An Analysis of the Disturbingness and Acceptability of Behaviors As a Function of Diagnostic Label.
Algozzine, Bob. Institute for Research on Learning Disabilities, University of Minnesota, March 1979.
14 pages.

Resource List: Assesesment
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Assessing Motor Skills in Multiple Handicapped Children. Dubose, Rebecca F. Paper read at the Annual
International Convention, The Council fog Exceptional Children, 4-9 April 1976, Chicago, IL,
1D pacts, ED 122 489.

Assessing Special Students: A Monograph for School Couoselors. Strub, Richard. Midwest RRC, Drake
University, Des Moines, IA, March 1983, 78 pages.

Assessing and Teaching Social Interaction Skills. Voeltz, L.M. et al. University of Minnesota,
Minneapolis, MN, November 1983, 22 pages.

Assessing the Learning Disabled Youngster: The State of the Art. Ysseldyke, James. Institute for Research
on Learning Disabilities, University of Minnesota, November 1977, 44 pages.

Assessment by Developmental Profile and by Coding of Video Tapes. Cook, P -lly; Authier, Gail. Presented at
the Annual International Convention, Council for Exceptional Children, April 1977, 21 pages.

Assessment of Behavior Repertoires of Severely Impaired Persons. Du Bose, Rebecca F. ERIC Document
Reproduction Service, P.D. Box 19D, Arlington, VA 2221D, June 1978, 27 pages, ED 157 287.

Assessment of Behavioral Characteristics of People Who Are Mentally Retarded. Hill, Brad; Bruininks,
Robert H. Development Disabilities Project, 2D7 Pattee Hall, University of Minnesota, 15D Pillsbury
Drive S.E., Minneapolis, MN 55455, Dctober 1977, 65 pages.

Assessment of Social Competence (ASC): A Scale of Social Competence Functions. Voeltz, L.M. et al.
Minnesota Consortium institute for the Education of Severely Handicapped Learners, University o'
Minnesota, Minneapolis, MN; December 1983, 44 pages.

Available Assessment Instruments in Special Education. Makohon, Linda M. Center for Inservice Training and
Program Development, University of Washington, Seattle, WA, November 1982, 54 pages.

Behavioral Measurement of Social Adjustment: What Behaviors? What Setting? Kuehnle, Kathryn et al.

Institute for Research on Learning Disabilities, University of Minnesota, July 1982, 22 pages.

Resource List: Assessment
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Behavioral

for Re

Perspectives on the Assessment of Learning Disabled Children. Deno, Stanley et al. Institute

Classroom
et a

Correct
In

Cr"te

Cro

search on Learning Disabilities, University of Minnesota, November 1979, 85 pages.

Decision Making As a Function of Diagnostic Labels and Perceived Competence. Algozzine, Bob
1. Institute for Research on Learning Disabilities, University of Minnesota, June 1980, 17 pages.

Word Sequences: A Valid Indicator of Proficiency in Written Expression. Videen, Joan et al.
stitute for Research on Learning Disabilities, University of Minnesota, July :982, 27 pages.

ria for Identifying LD Students: Definitional Problems Exemplified. Thurlow, Martha et al.
Institute for Research on Learning Disabilities, University of Minnesota, January 1983, 17 pages.

ss-Cultural Educational Assessment Skills Workshop: Training Process and Materials. RRC West,
Los Angeles, CA, 1978, 324 pages.

Culturally Appropriate Assessment: A Source Book for Practitioners. Carroll, Andrea et al. RDRC West,
Los Angeles, CA, October 1977, 367 pages.

Current Assessment and Decision-Making Practices in Model Programs for the Learning Disabled. Thurlow,
Martha; Ysseldyke, James. Institute for Re3earch on Learning Disabilities, University of Minnesota,
August 1979, 28 pages.

Current Assessment and Decision-Making Practices in School Settings As Reported by Directors of Special
Education. Poland, Stephen et al. Ins:ituL_ or Research on Learning Disabilities, University of
Minnesota, November 1979, 24 pages.

Current Practice in Psychoeducational Assessment and Decision Making. Ysseldyke, James. University of
Minnesota, Minneapolis, MN, June 1982, 3 pages.

Decision Makers' Prediction of Students' Academic Difficulties As a Function of Referral Information.
Algozzine, Bob; Ysseldyke, James. Institute for Research on Learning Disabilities, University of
Minnesota, December 1979, 17 pages.

Resource List: Assessment
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Diagnostic Classification Decisions As a Function of Referral Information. Ysseldyke, James; Algozzine,
Boc. Institute for Research on Learning Disabilities, University of Minnesota, January 1980, 13 pages.

Direct and Repeated Measurement of Academic Skills: An Alternative to Traditional Screening, Referral, and
Identification of Learning Disabled Students. Mirkin, Phyllis et al. Institute for Research on
Learning Disabilities, University of Minnesota, May 196L, 29 pages.

Direct Observation Approach to Measuring Classroom Behavior: Procedures and Application. Deno, Stanley.
Institute for Research on Learning Disabilities, University of Minnesota, April 1979, 25 pages.

Domain-Referenced Testing in Special Education. Hively, Wells; Reynolds, Maynard C., eds. Leadership
Training Institute/Special Education, University of Minnesota, 1975, 146 pages.

Effects of Frequent Curriculum-Based Measurement and Evaluation on Student Achievement and Knowledge of
Performance: An Experimental Study. Fuchs, Lynn et al. Instiiae for Research on Learning
Disabilities, University of Minnesota, November 1982, 35 pages.

Effects of Pretest Contact with Experienced and Inexperienced Examiners on Handicapped Children's
P-rformance. Fuchs, Douglas et al. Institute for Research on Learning Disabilities, University of
Minnesota, February 1983, 31 pages.

Evaluability Assessment: Making Public Programs Work Better. Schmidt, Richard E.; Scanlon, John W.; Bell,
James B. Human Services Monograph Series, No. 14, Project SHARE, November 1979, 103 pages.

Examiner Familiarity and the Relation Between Qualitative and Quantitative Indices of Expressive Language.
Fuchs, Douglas et al. Institute for Research on Learning Disabilities, University of Minnesota, July
1982, 14 pages.

Formative Evaluation: Continued Development of Data Utilization Systems. Mirkin, Phyllis et al.
Institute for Research on Learning Disabilities, University of Minnesota, January 1980, 33 pages.

Formative Evaluation in the Classroom: An Approach to Improving Instruction. Mirkin, Phyllis et al.
Institute for Research on Learning Disabilities, University of Minnesota, August 1979, 26 pages.

Resource List: Assessment
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Generalizations from Five Years of Research on Assessment and Decision Making. Ysseldyke, James et al.

Institute for Research on Learning Disabilities, University of Minnesota, November 1982, 26 pages.

Identifying Children with Learning Disabilities: When Is a Discrepancy Severe? Alguzzine, Bob et al.
Institute for Research on Learning Disabilities, University of Minnesota, November 1980, 14 pages.

Instructional Plannin Information Collected b School Ps cholo ists vs. Information Considered Useful b
Teachers. Thuriow, Martha; Ysse dyke, James. Ins 1 u e for Research on Learning Disabi ities,
University of Minnesota, June 198D, 22 pages.

Inter-Judge Agreement in Classifying Students As Learning Disabled. Epps, Susan et al. Institute for
Research on Learning Disabilities, University of Minnesota, February 1981, 24 pages.

Learning Disabilities: The Experts Speak Dut. Tucker, James et al. Institute for Research on Learning
Disabilities, University of Minnesota, June 1982, 33 pages.

Manual for the Assessment of a Deaf-Blind Multiply Handicapped Child. Rudolph, James M.; Bjorling,
Barbara J.; Collins, Michael T. Midwest Regional Center-for Services to Deaf-Blind Children,
Michigan Department of Education, November 1978, 51 pages.

Minimum Dbjective System for Learners with Severe Handicaps, Volumes I, II, III, IV; Monographs 13-17.
Williams, Wes; Fox, Timothy. Center for Developmental Disabilities, University of Vermont, August
1979, 588 pages.

Minimum Objective System for Learners with Severe Handicaps - Assessment Record. Monograph 18. Center for
Developmental Disabilities, University of Vermont, Burlington, VA, 62 pages.

Nondiscriminatory Assessment and Decision Making: Embedding Assessment in the Intervention Process.
Ysseldyke, James; Regan, Richard. Institute for Research on Learning Disabilities, University of
Minnesota, February 1979, 28 pages.

Resource List: Assessment
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Proceedings of the Minnesota Roundtable Conference on Assessment of Learning Disabled Children. Ysseldyke,
James; Mirkin, Phyllis, eds. Institute for Research on Learning Disabilities, University of
Minnesotda, April 1979, 150 pages.

Relationships Among Classroom Observations of Social Adjustment and Sociometric Ratings Scales. Deno,
Stanley et al. Institute for Research on Learning Disabilities, University of Minnesota, January 198D,
66 pages.

Report from the July 1982 Assessment Conference. Moore, Caroline; Zeller, Richard, eds. Developed by
NWRRC, Eugene, Oregon, contract #300-80-0720, Office of Special Education, U.S. Department of
Education, no date, 105 pages.

Special Education Practice in Evaluating Student Progress Toward Goals. Fuchs, Lynn et al. Institute for
Research on Learning Disabilities, University of Minnesota, July 1982, 16 pages.

Susceptibility to Stereotype Bias. Foster, Glen et al. Institute for Research on Learning Disabilities,
University of Minnesota, March 1979, 17 pages.

Teaching Structure and Student Achievement Effects of Curriculum-Based Measurement: A Causal (Structural)
Analysis. Wesson, Caren et al. Institute for Research on Learning Disabilities, University of
Minnesota, December 1982, 49 pages.

The Changing Nature of Assessment in Public Schools. Zeller, Richard. Developed by NWRRC, Eugene, Oregon,
under contract #300-80-0720, Office of Special Education, U.S. Department of Education, no date, 16
pages.

The Educational Environment and Students' Responding Times As a Function of Students' Teacher-Perceived
Academic Competence. Greener, Jean et al. Institute for Research on Learning Disabilities, University
of Minnesota, August 1982, 66 pages.

The Effects of Training Teachers in the Use of Formative Evaluation in Reading: In Experimental-Control
Comparison. Skiba, Russell et al. Institute for Research on Learning Disabilities, University of
Minnesota, September 1982, 31 pages.

Resource List: Assessment
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The Reliability of Direct and Repeated Measurement. Tindal, Gerald et al. Institute for Research on
Learning Disabilities, University of Minnesota, February 1983, 17 pages.

The ecial Educaticn Assessment and Decision-Makin Process: Seven Case Studies. Ysseldyke, James;
Thurlow, Martha, eds. Institute for Research on Learning Disabilities, University of Minnesota,
September 198D, 139 pages.

The Structure of Instruction Rating Scale (SIRS): Development and Technical Characteristics. Deno,
Stanley et al. Institute for Research on Learning Disabilities, University of Minnesota, January 1983,
23 pages.

The Use of Standard Tasks To Measure Achievement in Reading, Spelling, and Written Expression: A Normative
and Developmental Study. Deno, Stanley et al. Institute for Research on Learning Disabilities,
University of Minnesota, August 1982, 39 pages.

Toward Defining Discrepancies for Specific Learning Disabilities: An Analysis and Alternatives. Algozzine,
Bob et al. Institute for Research on Learning Disabi_ities, University of Minnesota, June 1979, 18
pages.

4.D Individual Program Planning

A Collection of Resources Related to Individualized Educational Programs for Handicapped Chiidren. Midwest
Regional Resource Center and Southwest Regional Resourca Center, October 1981.

A Model of Parental Participation in the Pupil Planning Process. Yoshida, Roland K., Gottlieb, Jay; "Mental
Retardation," June 1977, pages 17-20.

A National Survey of Individualized Education Programs (IEPs) for Handicapped Children - Final Report.
Executive Summary, Vol. I; RII Project No. RTI/1544/-19F; Dctober 198D, 16 pages.

Compendium of Practices: Midwest RRC. Midwest Regional Resource Center, September 1981.

Resource List: Individualized Program Planning
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Data-Based IEP Development: An Approach to Substan,,ive Compliance. Deno- Stanley; Mirkin, Phyllis.
Institute for Research on Learning Disabilities, University of Minnesota, December 1979, 33 pages.

Determining Reasonable Pupil Progress in Special Education: A Technical Packet To Facilitate Implementation
of the Guidelines. Honeycutt, Joan K. et al. RRC West, Los Angeles, CA, June 1980.

Educational Planning for Handicapped Students Procedures Manual. Minneapolis Public Schools, Special
Education Department, Minneapolis, MN, July 1982.

Establishing the School-Parent Relationship. Caster, Jerry. Midwest Regional Resource Center, Dec Moines,
IA, 1979.

Formulating Long-Term Goals and Short-lerm Objectives of IEP. Frank, A.R. "Education and Training of the
Mentally Retarded," April 1983, pp. 144-147.

How To Determine What Is a Related Service and How Education Will Fulfill Its Responsibilities. NASDSE Task
Force on Defining Related Services for Special Education, Salt Lake City, UT, May 1979.

IEP Individual Education Program: A Compendium of Effective Practices in Urban Areas. Southwest Regional
Resource Center, Office of Special Education Services, Louisiana Department of Education, Baton Rouge,
LA, March 1982.

IEP/PE Model Program: Physical Education for Handicapped Children. Clement, Gay H. University of South
Carolina, Department of Physical Education/Special Education, December 1981.

Individualized Educational Programming. Bricker, William A.; Campbell, Philippa H. Children's Hospital
Medical Center of Akron, Akron, OH, January 1982, 62 pages. Partly funded by USOE/BEH.

Individualized Education Program (IEPs): A Handbook for Vocational Educators. Phelps, L. Allen; Bachelor,
Laurie J. (University of Illinois); National Center for Research in Vocational Education, The Ohio
State University, 1960 Kenny Road, Columbus, OH, 1979.

Resource List: Individualized Program Planning
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Materials and Techniques for Development of Individual Educational Plans (IEPs). Diagnostic School forNeurologically Handicapped Children, Southern California, California State Department of Education,1978.

On Behalf of t. e Parents in the IEP Process. Northcott, Winifred H. Reprint from The Volta Review,"Journal of the Alexander Graham Bell Association for the Deaf, Washington, DC, January 1980, 7 pages.

Parent Participation in Developing the Individualized Education Program. Training Task Force of the
Regional Resource Center, September 1979, 26 pages.

Parental Involvement in the Special Education PJpil Planning Process: The School's Perspective, Yoshida,Roland; Fenton, Kathleen S.; Kaufroan, Martin J.; Maxwell, James P. 4 pages.

Project IEP: Washington State Report. Lewis, Linda M. ED 176 462, 9 pages.

Related Services: Issues and the Beginning of Answers. Zeller, R. Rough Draft, :January 1980 - NWLP.SDiscussion Paper.

Research on Developing and Mclitorino,PTugress on IEP Gdals: Current Firdings and Implications forPractice. Wesson, Caren et al. Institute for Research on Learning Disabilities, University ofMinnesota, April 1982, 18 pages.

Selecting Irstructi2nal_Liectivesa Methods, and Materials for Special Ed:cation Students in the RegularClassroom. Trainer's Manual for Module 6 of "A Skills Development Program." Arnold, Diane. RRC West,Los Angeles, CA, June 1979, 220 pages.

Strategies for Generating Comprehensive Longitudinal and Chronological Age Appropriate individualizedEducational Programs for Adolescent and Youna-Adult Severely Handicapped Students. Brown, Lou et al.University of Wisconsin-Madison and Madison Petropoiitan School District, March 12, 1980, 18 pages.

Teacher Efficiency in Continuous Evaluation of IEP Coals. Fuchs, Lynn et al. Institute for Research onLearning Disabilities, University of Minnesota. June 1981, 37 pages.

Resource List: Individual Program Planning
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Teachers' Use of Self Instructional Materials for Learning Procedures for Developing and Monitoring Progress
on IEP Goals. Wesson, Caren et al. Institute for Research on Learning Disabilities, University of

Minnesota, January 1982, 20 pages.

The Regular Classroom Teacher and the Individualized Education Program (IEP). A Trainer's Manual for Module
3 of "A Skills Development Program." Honeycutt, Joan K.

The Relationship Between Student Achievement and Teacher Assessment of Short or Long Term Goals. Tindal,
Gerald et al. Institute for Research on Learning Disabilities, University of Minnesota, November 1981,
19 pages.

The Team Approach to Educational Decision Making; Increasing the Effectiveness of IEP Teams through Team
Dynamics and Team Skills. A Facilitator's Manual for Module 2 of "A Skills Development Program."

Toward Quality Programming: Paraprofessional Involvement in Individual Education Programming. Fafard,
Mary-Beth. Center for Advanced Study in Education, Graduate School and University Center, City
University of New York, 33 West 42nd Street, NY, NY 10036, 31 pages.

Training Systems, Materials, and Resources for Mainstreaming: A Working List. National Support Systems
Project, 350 Elliott Hall, University of Minnesota, 75 East River Road, Minneapolis, MN, 1981, 113
pages.

Working Together foc' Quality Education: Seminars for Parents of Children with Exce tional Needs.
Pasanella, Anne L. RRC West, Los Angeles, CA, January 1979, 55 pages.

Writing Long-Term and Short-Term Objectives: A Painless Approach. Thompson, Duane. Research Press Company,
2612 North Mattis Avenue, Champaign, IL 61820, 1977, 88 pages.

5.0 Instructional Delivery/Programs

Academic Engaged Time and Its Relationship to Learning: A Review of the Literature. Graben, Janet et al.
Institute for Research on Learning Disabilities, University of Minnesota, January 1982, 41 pages.

ResourUlt: Instructional Delivery/Programs B-13
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Access -- A Computerized Curriculum and Evaluation Support System. Volumes I and II. Willmar Public Schools
and Minnesota Department of Education, 1982.

Available Curricula in Special Education. Makohon, Linda M. Center for Inservice Training and Program
Development, University of Washington, Seattle, WA, November 1982, 116 pages.

Carolina Curriculum for Handicapped Infants - Birth to 12 Months. Johnson, Nancy; Jens, Ken G.; Attermeier,
Susan M. 1979, 17 pages.

Curricular Stategies for Developing Longitudinal Interactions Between Severely Handicapped Students and
Others and Curricular Strategies for Teaching S/H Students To Acquire anu Perform Skills in Response to
Naturally Cccurring Cues and Correction Procedures. Brown, Lou; others. Department of Specialized
Educational Services, Madison Metropolitan School District.

Curricular Strategies for Teaching Functional Object Use, Nonverbal Communication, Problem Solving, and
Mealtime Skills to S/H Students. Brown, Lou et. al. Department of Specialized Educational Services,
Madison Metropoli an Schoo District.

Curriculum Differences in Direct Repeated Measures of Reading. Tindal, Gerald et al. Institute for
Research on Learning Disabilities, University of Minnesota, October 1982, 25 pages.

Curriculum for Severely Handicapped Students: A Review of Current Trends. Thompson, Anneke. MinnesotaSeverely Handicapped Delivery Systems Project, Department or Educational Psychology, College of
Education, University of Minnesota, January 1984.

Curriculum Guides for General Learning Disabilities Students. Program Assistance Report No. 5. Upper
Midwest Regional Resource Center, 2037 University Ave., Minneapolis, MN 55414, September 1981, 32
pages.

Design of High School Programs for Severely Handicapped Students, Wilcox, Barbara; Bellamy, G. Thomas.
Paul H. Brookes Publishing Company, Baltimore, MD, 1982, 267 pages.

Resource List: Instructional Delivery/Programs
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Evaluating' Educational Programs and Products, Borich, Gary. Educational Technology Publications, Englewood

Cliffs, NJ, 1974, 492 pages.

Exce its from: Di lomas Graduation Re uirements and Gradin Procedures for Handica IPSed Students: A Polic

Research Report, Barresi, Josephine; Mack, Jean Harris. The Policy Research Center, Council of
Exceptional Children, February 1980, 19 pages.

Integral Involvement of Severely Handicapped Students Within Regular Public Schools. Hamre-Nietupski, Susan;

Nietupski, John. "TASH Journal," Vol. 6, Summer 1981, 11 pages.

Integration of Severely Handicapped Students - Tcward Criteria for Implementing and Enforcing the
Integration Imperative of P.L. 94-142 and Section 504. Gilhool, Thomas K.; Stutman, Edward A. Public
Interest Law Center, Philadelphia, PA, 33 pages.

Making Mainstreaming Work, I & If. Michigan Protection and Advocacy Service for De.elopmentally Disabled
Citizens, Lansing, MI 48933.

Methods of Instruction for Severely Handicapped Students. Sailor, Wayne et al., eds. Paul H. Brookes
Publishing Company, Baltimore, MD, 1980, 336 pages.

Publication Listing -- Vol. 11. R. Timm Vogelsberg, ed.; Center for Developmental Disabilities, Universky
Affiliated Facility Satellite, College of Education and Social Services, 499C Waterman Building,
University of Vermont, Burlington, VT 05405; 1981-82.

Resource Book - Vocational Activities. Vocational Opportunities Cooperatives/State of Oregon Mental Health
Division.

Serving High School Drop-Outs With Special Needs. St. Paul Public Schools, Special Education, 360 Colborne,
St. Paul, MN, November 1980, 103 pages.

Teaching With Toys - A Guide for Parents. Telestar Preschool Handicapped Project, Alpena, montemorency,
Alcona Intermediate School District, 1591 M-32 West, Alpena, MI 49707; 15 pages.

Resource List: Instructional Delivery/Programs
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The Adaptive Behavior Curriculum -- Vols. 1 & 2. Prescriptive Behavior Analyses for Moderately, Severely,
and Profoundly Handicapped Students. Popovich, Dorothy; Laham, Sandra L., eds. Paul H. Brookes
Publishing Company, Baltimore, MD, 1981/1982, 324/318 pages.

The Teachin Research Curriculum for Handicapped Adolescents and Adults -- Personal Hygiene. Fredericks,
H.D. Bu ; Ma s on, Linda; Bunse Carol; Meyer, Mary; Buckely, Jay; Alrick, Geri; Samples, Bernie.
Teaching Research, Monmouth, OR 97361, 198D, 121 pages.

Vocational Education: Work Experience Programs for Students with Special Needs. Minnesota Instructional
Materials renter, Minnesota Department of Education, 1977, 33 pages.

6.D Staff

A Study of Competencies and Sthtewide Trends for Training special Education Paraprofessionals. California
State Task Force for C ,:ial Education Paraprofessional Training, June 1981.

An Innovative Ppproach to Public School Staff Development. Lavin, Richard J.; Schuttenberg, Ernest M.
Prepared for The Governor's Commission on School District Organization and Collaboration, MA Advisory
Council on Education, March 1974, 28 pages.

Developing a Comprehensive System of Personnel Development Through a Peer. Burrello, Leonard; Baker,
Kenneth. National lnservice Network, Indiana University, Bloomington, IN, 16 pages.

How To Make More Effective Use of your Training Consultants. Cooper, Lloyd. "Training and Development
Journal," March 1977, 3 pages.

Individualizing Staff Development in Rural School Districts To Enhance Services for All Children, Including
the Handicap ed. Helge, Doris. National Rural Research and Personnel Preparation Project, January
198 , 16 pages.

Making Mainstreaming Work, I & II. Michigan Protection and Advocacy Service for Developmentally Disabled
Citizens, Lansing, MI 48933.

Resource List: Staff

e 654 0 655 0
B-16



Paraprofessional Bibliography: Training Materials, Resources, and Programs for Paraprofessionals Working in
Educational Programs for Persons with Handicapping Conditions. Pickett, Anna Lou; Humm, Andrew.
National Research Center for Paraprofessionals in Special Education New Careers Training Laboratory,
Center for Advanced Study in Education, City University of New York, NY, 1980, 158 pages.

Policy Options Regardiri Certification and Licensure Requirements for Related Services Personnel. Barresi,
----7sephine G. Policy Options Project. The Council for Exceptional Children, 1920 Association Drive,

Reston, VA, 1979.

Side -b7 -Side Assistance to Personnel Preparation. Dissemin/Action, 3705 South George Mason Drive,
Suite C-4 South, Falls Church, VA 22041, January 1981, 4 pages.

Special Education in Transition: Concepts To Guide the Education of Experienced Teachers. Corrigan, Dean;
Harvey, Kenneth. Council for Exceptional Children, 1920 Association Drive, Reston, VA 22091, 1980,
208 pages.

Starter -- A Notebook for New Teachers. Division of Public Instruction, Raleigh, NC, and Mid-South Regional
Resource Center, March 1982. 3LD pages.

Teacher Education in Use of Computers. "The Illinois Series on Educational Application of Computers,"
Illinois University, Department of Secondary Education, 1975, 23 pages.

Technical Assistance in a Collaborative Framework. Gilmore, Joseph T. University of tree State of New York,
State Education Department, Albany, NY, no date, 85 pages.

7.0 Physical Plant

Accessibility Modifications. Ronald L. Mace, AIA; Barrier Free Environments, Inc.; Special Office for the
Handicapped; North Carolina Department of Insurance, Sohn Ingram Commissioner, 1975, 66 pages.

Creating an Accessible Campus. Coons, M.; Melner, M. Washington, DC; Association of Physical Plant
Administrators of Universities and Colleges, 1979.

Resource List: Physical Plant

656
B-17

657



504 Handbook. Public Interest Law Center of Philaaelphia, 1315 Walnut St., Suite 1600, Philadelphia, PA,
second edition, revised January 1979, 50 pages.

Implications of Section 504 for Conference Planning. Kamil, Bobbi, Clifton Park, New York. The National
Association of state Direc

20036, July 1980, 4 pages.
ducation, 1201 - 16th Street NW, Suite 610E, Washington, DC

Integration of Dependent Handicapped Classes into the Regular School. Alberta Education Field Services,
Calgary Regional Office, Calgary, Alberta, Canada.

Integration of Severely Handicapped Students: Evidence of Effectiveness. Griffith-Sheriff, Denise.
April 1982, 9 pages.

Integration of Severely Handicapped Students - Toward Criteria for Implementing and Enforcing the
Integration Imperative of P.L. 94-142 and Section 504. Gilhool, Thomas K.; Stutman, Edward A. Public
Interest Law Center, Philadelphia, PA, 33 pages.

0 ortunities Available When Severely Handicap ep Students Attend Chronological Age Appropriate Regular
ools in Accordance with the Natural Propor ion. "drown, Lou et al. University of Wisconsin-

Madison and Madison Metropolitan School District, February 1, 1982, 24 pages.

School and Community Integration Project Progress Report -- September 30, 1981. Sbardellati, Edward. Center
for Developmental Disabilities, University of Vermor, Burlington, VT, 1981, 26 pages.

School Integration Strategies. Vueltz, Luanna Meyer; Kishi, Gloria Shizue. "Living and Learning in the
Least Restrictive Environment." Bruininks, R.H.; Lakin, K.C., eds. Baltimore, MD: Paul H. Brookes
Publishing Company, in press.

Service Delivery Issues Integrated Educational Systems. Wilcox, Barbara; Sailor, Wayne. no date, 27 pages.

Resource List: Physical Plant
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8.0 Parent Involvement/Due Process

A Model of Parental Participation in the Pupil Planning Process. Yoshida, Roland K.; Gottlieb, Jay. "Mental
Retardation," June 1977, pages 17-20.

Conflict Resolution Between Families and Schools: A Training Program for Parents and Educators. Anderlini,
Lynn Starr. RRC West, Los Angeles, CA, Pori]. 1981, 116 pages.

Educational Rights for All Handicapped Children -- A Handbook for Parents. Association for Retarded Citizens
in Virginia, 827 East Main Street, Suite 1801, Richmond, VA 23219.

Effective Parent-Teacher Interaction. Trainer's Manual for Module 4 of "A Skills Development Program."
Pasanella, Anne Langstaff. RRC West, Los Angeles, CA, June 1979, 98 pages.

Establishing the School-Parent Relationship. Caster, Jerry. Midwest Regional Resource Center, Des Moines,
IA, 1979.

How To Organize and Implement a Local Special Education Pdvisory Council. Kansas State Department cf
Education, Division of Special Education and the Midwest Regional Resource Center, October 1981.

Isn't It Time He Outgrew This? or A Training Program for Parents of Retarded Children. Baldwin, Victor L.;
Fredericks, H.D. Bud; Brodsky, Gerry. Charles C. Thomas, Publisher, Springfield, IL, 1973, 209 pages.

Notice and Consent: The School's Responsibility To Inform Parents. Hoff, Maryann K.; Fenton, Kathleen
et al. "Journal of School Psychology," Vol. 16, No. 3; 1978, pages 265-275.

Organizing a Parent Group. Gring, Nancy; Nixon, Theda. Task Force on Education for the Handicapped,
812 East Jefferson Boulevard, South Bend, IN 46617.

Resource List: Parent Involvement/Due Process B-19661
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Parent Evaluation Questionnaire. Gruenewald, Lee; Hoekenga, Robert; Vincent, Lisbeth J. Early Childhood
Program, Madison Metropolitan School District, Madison, WI, August 1978, 6 pages.

Parent Involvement in Handicapped Law Falls Short of Federal Requirements. Salett, Stan. NEWS - National
Committee for Citizens in Education, Suite 410, Wilde Lake Village Green, Columbia, MD 21044,
December 9, 1980.

Parent Participation in Developing the Individualized Education Program. Training Task Force of the Regional
Resource Center, September 1979, 26 pages.

Parental Involvement in the Special Education Pupil Planning Process: The School's Perspective. Yoshida,
Roland et al. "Exceptional Children " April 1978, 4 nages.

Parenting Learning-Disabled Children. Berman, Allen. "Journal of Clinical Child Psychology," Fall 1979,
5 pages.

Parents and Professionals: An Uneasy Relationship. Council for Exceptional Children, 1981, published in
"Teaching Exceptional Children," 4 pages.

Parents As Teachers of their Handicapped Children. Wolery, Mark R. "An Annotated Bibliography."
ED 176 436, 7 pages.

Parents' Role in the Decision Process. Lusthaus, Charles S.; Lusthaus, Evelyn; Gibbs, Howard. Council for
Exceptional Children, 1981, 2 pages.

Promise Parent Study Groups -- Techniques for Enhancing Parenting Skills. Newman, T. Marshall. National
Parent Teacher Association, 700 North Rush Street, Chicago, IL 60611, 1977, 82 pages.

State of WashinaLon Parent Training Manual. Pattison, Barbara J. Parent/Community Relations for All
Handicapping Conditions, Issaquah School District, 22211 Southwest 72nd Street, Issaquah, WA 98027,
115 pages.

Resource List: Parent Involvement/Due Process
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The Parent-Professional Partnership -- Myth or Reality? Schuck, Judith. "Education Unlimited," October
1979, pages 26-28.

The Team Approach to Educational Decision Making; Increasing the Effectiveness of IEP Teams through Team
Dynamics and Team Skills. A Facilitator's Manual for Module 2 of "A Skills Development Program."
Anderlini, Lynn Starr. RRC West, Los Ange]es, CA, June 1979, 227 pages.

Using Families' Daily Activities As Teaching Times: A Parent Manual (User's Guide). Branston, Mary Beth;
Vincent, Lisbeth; Salisbury, Christine. Early Childhood Program, Madison Metropolitan School District,
Madison, WI, August 1978, 106 pages.

What Information Do Parents of Handicapped Children Need? A Question of Perspective. McLoughlin, J.A.

et al. University of Louisville, Louisville, KY, 1984.

Working With Schools: For Parents in Need of Exceptional Education. Louise Elbaum, Wisconsin Coalition for
Advocacy, January 1981, 126 pages.

9.0 Personnel Development

Refer to 6.0 Staff section of Resource List.

10.0 Interagency Cooperation

A Guide to Local Interagency Collaboration. Hocevar, Susan; Heiny, 1obert; Anderlini, Lyn. California
Regional Resource Center under contract from HEW, USOE, BEH, June 1980.

Comprehensive Community Services: A Plan for Interagency Collaboration. Schalock, Robert L. Working
Conference on Deinstitutionalization and the Education of Handicapped Children, Minneapolis, MN,
November 1982, 76 pages.

Concurrent Services Model. Single Portal Project. Seattle, WA: University of Washington, 1984.

Resource Listfwinteragency Cooperation
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Cooperative Agreement Between the Minnesota Department of Economic Security; Division of Vocational
Rehabilitation, and the Minnesota State Department of Education, Division of Vocational Education and
Division of Instruction, Special Education Section, 1982.

Early Childhood Interagency Transition Model. Gallagher, J.; Maddox, M.; Edgar, E. Bellevue, Washington:
Edmark Corporation, 1984.

Interagency Agreement: A Minnesota Model. Minnesota Department of Economic Security; Minnesota Department
of Education, Division of Vocational Education; Minnesota Department of Education, Division of
Instruction, Special Education Section, October 1982.

Interagency Agreement Process. Mid-Atlantic Regional Resource Center, George Washington University,
2025 I Street, Suite 416, Washington, DC 20006, 1982.

Interagency and Interdisciplinary Approaches to Meeting Needs of Developmentally Disabled. Kirchman, Mary
P.; others. ED 176510. Papers presented at the Annual International Convention (57th, Dallas, TX),
April 1979, 38 pages.

Interagency Collaboration in the Developmental Disabilities Service System. Elder, Jerry O. Title XX
Training Project, Human Development Program, University of Kentucky, no date, 72 pages.

Interagency Cooperation: A Process Model for Establishing Interagency Cooperative Service Agreements to
Serve Secondary School Students. Guzman, J.; Wahrman, M. Washington, DC; Mid-East Regions Resource
Center, 1979.

Resource Catalog - Comprehensive Services for Handicapped Children. Prepared by Mid-Atlantic RRC and New
England RRC, 1982, 235 pages.

The Adult Transition Model: Planning for Post-school Services. Horton, B.; Maddox, M.; Edgar, E. Seattle,
Washington: Single Portal Intake Project, University of Washington, 1983.

Resource List: Interagency Cooperation
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11.0 Transportation

Policy Analysis Source Book of Special Programs - Vol. 1. National Science Foundation, March 1976.

Summary of Existing Legislation Relating to the Handicapped. U.S. Department of Education, Office of
Special Education and Rehabilitative Services, Office for Handicapped Individuals, Washington, DC
20202, August, 1980, 156 pages.

Transportation of the Handicapped. A Survey of State Education Agency Transportation Directors, National
Association of State Directors of Special Education, 1201 Sixteenth St. NW, Suite 610E, Washington, DC
20036, January 1981.

None.

12.0 Instructional Resources

13.0 Community Relations

Community-School Relations Workshop: A Workshop Leader's Guide. McClane, Parrell et al. Center for
Urban Education, New York, NY, 1972, 74 pages.

Comprehensive Community Services: A Plan for Interagency Collaboration. Schalock, Robert L. Working
Conference on Deinstitutionalization and the Education of Handicapped Children, Minneapolis, MN,
November 1982, 76 pages.

Developing Community Support for Education of the Handicapped Children. Mid-South Regional Resource Center,
Lexington, KY, 1979, 25 pages.

Handicapped Children: Strategies for Improving Services. Brewer, Garry; Kakalik, James. McGraw-Hill Book
Company, 1221 Avenue of America, New York, NY, 1979, 612 pages.

Improving Rural Education: Past Efforts, Some Ideas for the Future. Gjelten, Tom; Nachtigal, Paul.
Education Commission of the States, Denver, CO, May 1979, 35 pages.

Resource List: Community Relations
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Program S.H.A.R.E. Robinson, Victoria (Volunteer District Coordinator); School Administrative District #58,

Phillips, ME, June 1980, documents.

School & Community: Partners in Problem Solving. Carter, Margaret et al. Illinois State Office of

Education, Springfield, IL, 1976, 112 pages.

Student Transition Programming Toward Adult Post-School Services and Placement Work and Independent Living

Training. Education Service Center, Region 70, San Antonio, TX, no date.

leaching Community Living Skills to Mentally Retarded Persons: An Examination of Discriminative Stimuli.

Cuvo, Anthor-, J.; Davis, Paula K. "Gedrag," 1980, 8(1).14-33, 19 pages.

Using Consultants: Getting What You Want. Keys to Community Involvement Series: 14. Matthews, Carleen.

National School Public Relations Association, Arlington, VA; Northwest Regional Educational Lab,

Portland, OR, January 1978, ED 161 130, 31 pages.

14.0 Fiscal Resources

Assessing Support of Mandated Educational Programs for Handicapped. Sederberg, Charles W.; Willemssen,

Jay. Center for Educational Policy Studies, University of Minnesota, no date, 16 pages.

Cost-Effectiveness: A Primer, Levin, H.M. Beverly Hills, CA, Sage Publications, Inc.

Financial and Administrative Considerations. William Schipper, "Journal of School Health," May 1980,

pages 288-290.

Financing Special Education. Raison, Jeffrey C. Unpublished paper, December 13, 1978. University of

Minnesota, Minneapolis, MN.

Fiscal and Policy Management. Martwick, Richard J.; Svetich, Margaret Schultz. Presented at Annual

International Convent.on, Council for Exceptional Children, April 1979, 21 pages.

Resource List: Fiscal Resources
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Fund Limits and Special Education: Mandates Are Mandates. Walker, Lisa. "Compact," Spring 1979, 3 pages.

How School Districts Finance Special Education. Vasa, Stanley F.; Wendel, Frederick C. "Phi Delta Kappan,"
June 1982, 2 pages.

Revenue and Expenditures for Special Education Services in Selected Minnesota School Districts. Minnesota
Association of School Administrators, April 1982, 73 pages.

Special Fundingjor Small and/or Isolated Rural Schools. Wright, Lyle O. Utah State Office of rducation,
ERIC Clearinghouse on Rural Education and Small Schools, January 1981, 47 pages.

State Special Education Fiscal Policy: The Que$A for Equity. McCartny, Eileen F.; Sage, Daniel D.
"Exceptional Children," February 1982, 6 pages.

The Cost of Special Education. Kakalik, J.W. et al. Santa Monica, CA; Rand Corporation, 1981, R-2858-ED
and N-1797-ED.

The Financing of Special Education in the 1980's. Mueller, Van D. Prepared for First Annual Indianapolis

Public Schools Special Education "Administration Symposium -- "Futures in Special Education
Administration: 1984 - Who Will Be Big Brother?," March 1979, 11 pages.

The Report from the Commission on the Financing of a Free and Appropriate Education for Special Needs
Children. U.S. Congress, Committee on Education and Labor, Subcommittee on Select Education, March
1983, 39 pages.

Toward a Com arative Theor of Budgetar Processes. Wildausky.

15.0 Governance

Access to Educational Opportunity in Rural Communities: Alternative Patterns of Delivering Vocational
Education in Sparsely Populated Areas, Thomas, Ruth; Peterson, Roland. Vol. 1, St. Paul, MN,

University of Minnesota, 1981.

Resource List: Governance
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Delivering Services in a Rapidly Changing Public Sector, Yessian, Mark R. "American Behavioral Scientist,"Sage Publications, Vol. 21, No. 6, July/August 1978.

Education Service Agencies: Status and Trends. Stephens, E. Robert et al. Burtonsville, MD, StephensAssociates, 1979.

Minnesota Department of Education. Intermediate School District Study -- Secondary/Vocational Education,Special Education, St. Paul, MN, 1983.

Minnesota Severely Hdndicapped Delivery Systems Project (MSHDS). Current Services to Severely HandicappedChildren and Youth in Minnesota, Minneapolis, MN, University of Minnesota, 1984.

Organizing for Improving Delivery of Educational Services in MA - Volume II; A Review of EducationalCooperatives and Their Various Forms. Lavin, Richard J.; Sanders, Jean E. Prepared for Governor'sCommission on School District Organization and Collaboration, MA Advisory Council on Education, March1974, 120 pages.

Special Education Service Delivery: States' Cooperative Practices Manual. Billings, MT, ProjectR.U.R.A.L., 1983.

Structural Approaches to Meeting Rural Education Needs. College Park, MD. Paper presented at RuralEducation Seminar, 1979.

Program Evaluation

A Model for Information
Systems Planning and Evaluation. Coleman, D.R.; Bolte, J.R. Presented at theAnnual Forum of the Association for Institutional Research, April/May 1980, 34 pages.

An Impact Evaluation Model. Midwest Regional Resource Center, Drake University, Des Moines, IA, June1979, 33 pages.

Resource List: Program Evaluation
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Considerations for Desi nin a Continuous Evaluatin S stem: An Inte rative Review. Mirkin, Phyllis
et al, eds. Institute for Research on Learning Disabilities, University of Minnesota, December 1982,
153 pages.

Early Intervention: A Plan for Evaluating Program Impact. Bricker, Dian ; Sheehan, Robert; Littman, David.
WESTAR Series Paper #10.

Experiences in Evaluating Human Services. Project Share (HEW), November 1977, 70 pages.

Evaluating Educational Programs and Products. Borich, Gary. Educational Technology Publications, Englewood
Cliffs, Nj, 1974, 491 pages.

Evaluatin Educational Pro rams Servin the Severel and Profoundly Handica eJ. White, Owen R.; Haring,
Norris G. Partly supported by USOE, BEH, no date, 47 pages.

Evaluation. Fredericks, H.D. Bud; Baldwin, Victor L.; Templeman, Toiry Piazza; Ryan, Charlotte. No date,20 pages.

Evaluation of Special Education. Office of Legislative Auditor, St. Paul, MN, March 1984, 178 pages.

Ill

Evaluation of ne Status and Effectiveness of State and Local Human Services Information Systems, Final
Aggregate Report, Volume II. Applied Management Sciences, Inc., Silver Spring, MD, prepared for HEW,
August 1976, 362 pages.

Evaluators As Managers. Miles, Gail; Legg, Sue M. Presented at the Annual Meeting of the Southern
Association for Institutional Research, October 1979, 21 pages.

Evaluator's Handbook. Morris, Lynn Lyons; Fitz-Gibbon, Carol Taylor. Sage Publications, Inc., 275 South
Beverly Drive, Beverly Hills, CA 90212, 1978, 133 pages.

Guide for Evaluation of Special Education Programs and Related Pupil Personnel Services. New Jersey State
Department of Eddcation, Trenton, NJ, 1979, 195 pages.

Resource List: Program Evaluation v B-27
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How To Deal with Goals and DUjeotives. Morris, Lynn Lyc)s; cirol T,Jylor. r>.2.i ,:t;ont,,

Inc., 275 South Beverly Drive, Beverly Hills, CA 90212, 1978, 78 pat;es.

How To Design Program Evaluation. Morris, Lynn Lyons; Fitz-Gibbon, Carol Taylor. Sage Publications,
Inc., 275 South Beverly Drive, Beverly Hills, CA 90212, 1978, 164 pages.

How To Measure Achievement. Morris, Lynn Lyons; Fitz-Gibbon, Carol Taylor. Sage Publications, Inc.,
275 South Beverly Drive, Beverly Hills, CA 90212, 1978, 159 pages.

How To Measure Attitudes. Morris, Lynn Lyons; Fitz-Gibbon, Carol Taylor. Sage Publications, Inc.
275 South Beverly Drive, Beverly Hills, CA 90212, 1978, 184 pages.

How To Measure Program Implementation. Morris, Lynn Lyons; Fitz-Gibbon, Carol Taylor.
Sage Publications, Inc., 275 South Beverly Drive, Beverly Hills, CA 90212, 1978, 140 pages.

How To Present an Evaluation Rek)ort. Morris, Lynn Lyons; Fitz-Gibbon, Carol Taylor. Sage Publications,
Inc., 275 South Beverly Drive, Beverly Hills, CA 90212, 1978, 80 pages.

Planning and Evaluating Special Education Services. Maher, C.; Bennett, R. New Jersey, Prentice-Hall,
1984.

Task Analysis Approach. Special Study Institute. Florida Department of Education, June 1982, 6 pages.

The Appropriateness of Adaptation in the Transfer of Innovations -- Incomplete Adoption of an Innovation:
The Case of Goal Attainment Scaling. Calsyn, Robert; Tornatzky, Louis; Dittman, Susan. "Evaluation,"
April 1977, 4 pages.

The Appropriateness of Adaptation in the Transfer of Innovations -- Innovation Redefined: Durability and
Local Adaptation. Gleaser, Edward; Backer, Thomas. "Evaluation," April 1977, 5 pages.

The Appropriateness of Adaptation in the Transfer of Innovations -- Re-invention of Innovative Ideas:
Modified? Adapted? None of the Above? Larsen, Judith; Ag:,rival&-Rogers, Rekha. "Evaluation,"
April 1977, 5 pages.

Resource Program Evaluation
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Program Planning

A Tale of Two S stems -- A S stem for Forecasti s and Plannin Services and A S stem of Services for
Severely Handicapped Children and Youth. Anderson, Daniel. Hele I Mua Project, Honolulu, HI, July
1983, 20 pages.

Ideas on Change. Trohanis, Pascal L., ed. University of North Carolina, Chapel Hil], NC, 1981, 126 pages.

Man-Machine Planning Systems: A Cognitive Style Examination of Interactive Decision Making. Vasarhelyi,
Miklos Antal. "Journal of Accounting Research," Spring 1977, 16 pages.

Planning for Changes in Education. Hansen, Kenneth H. pages 23-38.

Planning for Dissemination. Loucks, Susan. Monograph #1, sponsored by Technical Assistance Development
System (TADS), Chapel Hill, NC, January 1983, 19 pages.

Planning for Innovation Through Dissemination and Utilization of Knowledge. Havelock, Ronald G. et al.
University of Michigan, Institute for Social Research, July 1969, 475 pages.

Planning for Services to Handicapped Persons: Community, Education, Health. Magrab, Phyllis; Elder,
Jerry, eds. Paul H. Brookes Publishers, P.O. Box 10624, Baltimore, MD 21204, 1979.

Special Education Planning Model, User Guide. Hartman, Peggy Larson et al. Management Analysis Center,
Inc., Palo Alto, CA, January 1978, 140 pages.

Systems Tools for Project Planning. Delp, Peter; Thesen, Arne; Motivalla, Juzar; Seshadri, Neelakantan.
Program of Advanced Studies in Institution Building and Technical Assistance Methodology, Indiana
University, Bloomington, IN, 1977, 274 pages.

The Configuration Perspective: A View of Educational Knowledge, Production and Utilization. Guba, Egon;
Clark, David. Council for Educational Development and Research, Suite 206, 1518 K St. NW, Washington,
DC 20005; November 1974, 75 pages.

Resource List: Program Planning
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The Hand Book. Fleischman, Claire. ECSU, Minneapolis, MN, September 1980, 24 pages.

The Planning of Change. Bennis, Warren; Benne, Kenneth; Chin, Robert; Corey, Kenneth. Holt, Rinehart &
Winston, Inc., 1976, 517 pages.

683
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APPENDIX C

DATA COLLECTION AND EVALUATION PROCEDURES:
DESCRIPTION OF TERMS
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Appendix C

Data Collection and Evaluation Procedures: Description of Terms

A number of generic data collection and evaluation methods have been mentioned throughout the Minnesota
Model for Special Education System Development and Improvement manual. Most methods can be characterized by
two types of procedures. They are:

1. Quantitative procedures which result in numerical data. Such data is called "convergent" because
phenomena (opinions, performances, behaviors) are reduced and put into categories that can be
assigned a number. These numbers can then be summarized and manipulated.

2. Qualitative procedures which yield narrative information. These procedures tend to capture broader
and more open-ended perspectives about complex phenomena. These data are often harder to analyze
and summarize.

The following charts summarize and illustrate each of the 11 quantitative and 12 qualitative procedures as
described in "Evaluation Sourcebook" by Brinkerhoff et al, pages 84-86.

Data Collection and -.valuation Procedures

685
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Procedure

1. Behavior Observation
Checklist

2. Interaction Analysis

3. Inventory Checklist

4. Judgmental Ratings

5. Knowledge Tests

6. Opinion Survey

7. Performance Tests
and Analysis

ilia Collection and Evaluation Proceores

687

QUANTITATIVE PROCEDURES

What It Measures
or Records

Particular physical and
verbal behaviors and
actions

Verbal behaviors and
interactions

Tangible objects are
checked or counted

Respondent's ratings
of quality, effolc, etc.

Knowledge and
cognitive skills

Opinions and attitudes

Job-related and specific
task behaviors

Example

Record how frequently
teachers use a new
questioning technique

Observers code faculty
classroom interactions

School bulletin boards
are checked for
inservice related
materials

Experts rate the
adequacy of the
college curriculum

Faculty are tested on
knowledge of special
education laws

Superintendents are
asked to rate their
attitudes toward
PL 94-142

Principals are observed
and rated on how they
conduct an interview

688



What It Measures

Procedure or Records Example

8. Q-Sorts, Delphi

9. Self-Ratings

10. Survey Questionnaire

11. Time Series Analysis

Perceived priorities Parents prioritize
teacher inservice needs

Respondents rate their
own knowledge or
abilities

Students rate how well
they can administer
different diagnostic

devices

Demographic Teachers report how

characteristics, frequently they use
self-reported variables certain resource center

materials

Data on selected
variables are compared
at several time points

Frequencies of key
practicum behaviors of
students are charteo
over the course of a new
semester-long seminar

Data Collection and Evaluation Procedures C-3
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Procedure

1. wear and Tear Analysis

2. Physical Evidence
Analysis

3. Case Studies

4. Interviews, Group or
Individual

5. Panels, Hearings

6. Records Analysis

Illp Collection and Evaluation Procedures

QUALITATIVE PROCEDURES

What It Measures
or Records

Apparent wear or
accumulation on
physical objects

Residues or other
physical by-products
are observed

The experiences and
characteristics of
selected persons in
a project

Person's responses
and views

Opinions, ideas

Records, files,
receipts

Example

Learning center materi-
als are inventoried
before and after a
workshop to determine
usage or removal

Waste-basket contents
are inventoried after
workshop to see what
material was thrown away

A few graduates from
each degree program are
visited at their jobs
and interviews conducted
with their colleagues

Department chair
interviews students
about course adequacy

A panel of teachers
reviews the needs
assessing survey data to
give interpretations

Resource Center
receipts are analyzed to

detect trends before and
after inservice
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Procedure

7. Logs

8. Simulations,
"In Baskets"

9. Sociograms

10. Systems Analysis

11. Advisory, Advocate
Teams

12. Judicial Review

Data Collection and Evaluation Procedures

693

What It Measures

or Records

On behavior and
reactions are recorded
narratively

Persons' behaviors in
simulated settings

Preferences for friends,
work, and social
relationships

Components and
subcomponents and
their functional
interdependencies

are defined

The ideas and
viewpoints of selected
persons

Evidence about
activities is weighed
and assessed

Example

Practicum students
maintain a log of
activities

Students are video-taped
introducing a simulated
inservice session

An IEP committee
pictures their inter-
dependence for

conducting meetings

An evaluator interviews
staff about program,
depicts these
perceptions in a systems

analysis scheme

Teams are convened to
judge the merit of two

competing inservice
plans

A "jury" reviews the
data collected on a new
practicum to decide if

it should be repeated
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Appendix 0

Scanning Resource List

This popular periodicals list used to scan for emerging issues was composed by William Renfro, Policy
Analysis Company of Washington, DC.

AMERICAN HEALTH HEALTH MS ROLLING STONE

ATTENZIONE HEAVY METAL NATIONAL LAMPOON SAVVY

BARTER NEWS HIGH TECH NEW AGE SCIENCE DIGEST

BLACK COLLEGIAN HOR_!ON NEW BODY SEVENTEEN

BUSINESS WEEK INC. NEW REPUBLIC TECHNOLOGY
ILLUSTRATED

CAMPUS LIFE JET NUTRITION HEALTH US

CATHOLIC DIGEST LADIES HOME JOURNAL ODYSSEY VANITY FAIR

COLUMBIA JOURNAL REVIEW LA FREE PRESS OMNI VEGETARIAN TIMES

COMPUTERS & ELECTRONICS LEARNING PARENTS VENTURE

Scanning Resource List
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CONSUMERS DIGEST MEDICAL HOTLINE PEOPLE VILLAGE VOICE

DISCOVER MEDICAL UPDATE PERSONAL COMPUTING WORKING MOTHER

EAST WEST JOURNAL MONEY PREVENTION WORKING WOMAN

EBONY MOTHER EARTH NEWS PSYCHOLOGY TODAY WORLD PRESS REVIEW

HARPERS MOTHER JONES READERS DIGEST WORLD VIEW

YOUNG MS

Scanning Resource List
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Appendix E

Component Definitions

s

1.0 Identification -- Identification means the continous and systematic effort made to identify, locate, and
screen persons, birth to 21, in need of special education.

2.0 Referral -- Referral is a formal, ongoing process for reviewing information related to students who are
possibly handicapped and show signs of needing special education. Assessment referral is the process of
looking at a student's screening information and making a decision about whether or not to conduct a
formal education assessment. Placement referral pertains to the time after a student has been determined
eligible for special education and the individual education program (IEP) goals and objectives have been
written. Then, the student may be referred for a special placement, such as a state academy, private
school, or residential facility.

3.0 Assessment -- Assessment is the process of utilizing formal and informal procedures to determine specific
areas of student strengths, needs, and eligibility for st.ecial education services.

4.0 Individual Program Planning -- Individual program planning is the process of determining a student's
educational needs, based on assessment data, and completing a written, individual, educational program.

5.0 Instructional Delivery/Programs -- Instructional delivery of programs is the system the LEA uses to insure
that a continuum of alternative placements is available to meet the needs of handicapped students for
special education and related services. Programs may have categorical or noncategorical labels.

6.0 Staff -- Staff refers to the identification of the required and qualified personnel to deliver the
described program according to the student needs.

7.0 Physical Plant -- Physical plant refers to the actual location of schools and classrooms and the settings
of classrooms with their school which are used by handicapped students that allow them accessibility of
programs and interaction with nonhandicapped students.

Component Definitions
September 1986
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8.0 Parent Involvement/Due Process -- Parent involvement refers to the parental rights and responsibilities,
according to state and federal rules and regulations, in all aspects of acquiring, developing, planning,
and implementing special education services for the handicapped student.

9.0 Personnel Development -- Personnel development is a structure for personnel planning and focuses on
preservice and inservice needs in order to plat a program to meet the needs of handicapped students.

10.0 Interagency Cooperation -- Interagency cooperation refers to the development, collaboration, coordination,
and organization of agencies to provide services to handicapped youth and adults.

11.0 Transportation -- Transportation is the physical movement of handicapped students between homes and
instructional facilities for both regular and special education programs and activities.

12.0 Instructional Resources -- Instructional resources refers to the specific supplies, equipment, and
instructional materials appropriate to meet the needs of individual handicapped students.

13.0 Community Relation -- Community relations is a systematic communication pattern about special education
programs and related services in the district's Planning, Evaluation, and Reporting (PER) process.

14.0 Fiscal Resources -- Fiscal resources is the means for purchasing and/or obtaining services and personnel
required to deliver programs for handicapped students.

15.0 Governance -- Governance is the administrative structure and long range plans through which the special
education system operates.

Component Definitions
September 1986
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Appendix F

References to Minnesota Special Education Compliance Manual

For more specific sources of state and federal statutes, rules and regulations, refer to the pages indicated for each
component in the Minnesota Special Education Compliance Manual, August 1985.

Components
Minnesota Special Education

Compliance Manual - August, 1985

1.0 Identification

2.0 Referral

3.0 Assessment

4.0 Individual Program Planning

5.0 Instructional Delivery/Program

6.0 Staff

7.0 Physical Plant

8.0 Parent Involvement/Due Process

9.0 Personnel Development

10.0 Interagency Cooperation

11.0 Transportation

12.0 Instructional Resources

13.0 Community Relations

14.0 Fiscal Resources

15.0 Governance

p. 8, 52

pp. 79-82

pp. 9-14, 43-44

pp. 15-22

pp. 21, 22, 52-64, 68-69

pp. 66-67, 73-74

pp. 4, 7C

pp. 23-51

pp. 71-72

pp. 81-82

pp. 76-78

pp. 2-3

p. 75

pp. 4-7

p. 1

References to Minnei L3 Special Education Compliance Manual
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,
MINNESOTA CURRICULUM SERVICES CENTER

3554 White Bear Ave. White Bear Lake, MN 55110
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MINNESOTA CURRICULUM SERVICES CENTER
3554 White Bear Ave White Bear Lake, MN 55110
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UPDATE INFORMATION

This manual will be updated on a regular basis as state and federal statutes, rules and
regulation change. Suggestions from manual users will also be reflected in future updates.

The updated information will be released each fall, in late October, at the Minnesota's
Special Education Director's Conference. Others who return the postcard below will receive
updated information during the first part of November.

If you have questions regarding this manual, direct them to:

Donna Ford Vierow
Project Coordinator
Minnesota Administrators of Special Education
1884 Como Avenue
St. Paul, MN 55108

(612) 645-6272

(Tear off and mail)

Please send me the update information on
"Developing and Improving Your Total Special
Education System." (B624)

Fall 1987 mailing

Name (please print)

Address

Address

City State Zip Code

Check your title:

Special Education Director
Principal
Higher Education Staff

710

Teacher
Other

(Retain for ywar records)

Please send me the updated information on
"Developing and Improving Your Total Special
Education System." (B624)

Fall 1987 mailing

Name (please print)

Address

Address

City State Zip Code

Check your title:

_Special Education Director
Principal
Higher Education Staff

Teacher
Other
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