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Using netlEP System

Netchemia out of Kansas City hosts HREOwelbased IEP SysterfnetlEP) The system has been specifically designed for
HPEC use, using our unique forms. Within the system you will find esalility and usefriendly buttons, and pull down
menus.

In order to use thaetlEPyou will need a username and password supplied by HPEC. You will not be able to access the
system without thesigems

The psychologist or their para are resporsfbl starting new student files on thetlEP Speech only students are put in the
system by the SLPs. If a student transfers into the district, please let the psychologist know. If you happen to get paperwork
that was sent with the student, please nmske the psychologist has copies of it so the file can be started online.

If a student returns to one of our districts, please notify the MIS department at the Central Office so that the studentOs file c¢
be reactivated on the netlEP. This will allegigroblems of having split/duplicate files in the system.

Preparing Your Computer to Use the netlEP

Pop Up Blockers
If you are using a program that automatically closes windows of pop up ads, you will need to disable it before working

with the netEP. Not doing so will cause the pop up windows used in the system taaolbsmkingit impossible to insert
the appropriate information.

INTERNET BROWSERS Preferred MONITOR RESOLUTION
PCDbMicrosoft Internet Explorefwww.microsoft.com Should be set to 800x600 or larger
Mac OS XbFirefox (www.mozilla.org)

PRINT SETTINGS SHOULD BE CORRECT
COOKIES MUST BE ENABLED Set your browser so that headers & footers do not print
Margins should be set to approximatelgQall around.




To Access the BtIEP:
Go to the High Plains Websitevww.highplainsed.com
On the left hand side, in gold, are links. Go to the Web IEP link and select Teachers.

High Plains
:é" Ed%xcational
Cooperative

Home

Dailyinfo Access Web IEP for:

‘AboutHPEC

Board of Directors Teachers

“Parents

o Parents

‘ParaEducators

USD Administrators -Parents,

| State Assesament Do you need to register so you can access your child's IEP? Go here

MTSS

Job Opportunities
Web IEP

s i

Contact Us

Once there, enter your assigned username and password.

The first time you enter your name and password on a particular computer, you will get a message asking if you would like t
save your name and password. Respond to thisBrth or Never. If yu respond with yes you could be jeopardizing the
security of you IEPs.



After you have logged into the system a screen with User Tasks will load. Under that title you will see:
Student Forms
Document Library
Reports
Technical Support

HIGH PLAINS EDUCATIONAL COOPERATIVE Quick Guide Submit an Issue Log Out
User Tasks Access Documents Reports

Manage Records Run Reports Tools Configure System

User Tasks

B» Student Forms Il Reports
Work with Special Education Forms Run Reports
Complete, edit and print a student’s special View my reports.
education forms.

= Document Library © Technical Support
Access Document Library Submit an Issue
Select a document from the Document Library. Submit an Issue about netlEP.

These documents are typically in Microsoft
Word or PDF format. Library may include
notices, worksheets, reviews, attachments,
agendas, agreements, contracts, and logs.

There is agal bar at the top with these same options. School Psychologists and Speech Language Pathologists will have a
dark bluegreen title bar in addition to the teal bar at the top of the screen. You can move between students using the title bai
area.

Users Tasks
The Users Tasks do the following:
Student Forms
Work with Special Education Form&Vhere you go to work on anything related to the ETR/IEP
Document library
Access Document Library: Allows access to any documents or forms uploaded to the library
Reports
View Assigned StudenBy Building
View Assigned StudenBy District
View Assigned Studertlot Making Progress
View Assigned StudemBrogress Reports
View Assigned StudentSnfinished IEPs
View Caseload Roster
To View Reports:
Click on the type of report you would like to have.
Clicking on View Caseload Roster will produce a roster of students who have been entered into the netlEP.
Students who have not had an evaluation completed yet online, will not be on your list. This isepgaoid
have, as it will list your students with their ID numbers
Technical Support
Submit an Issue:
If you are having problems with a particular form, please submit an issue. Please be sure to enter a detailed
description of your problems. Click ahe OsubmitO button. This issue will automatically be sent to the central
office. We will review it to see if we can fix it, if not we will send it on to Netchemia. If you have forms in which
the data is different in the edit screen as compared forittescreen please do not try to fix it by reentering your
data as it may make matters worse.




Working on a StudentOs File

1-Click on Work with Special Education Forms:

netlEP 3.1 has modified the way you search for a student to make it quicker andewible. f The new

student search allows you to enter any part of a studentOs first name, last name, or student number and

the list of available students will start to narrow as you type. Whenever the system detects a pause in

your typing of approximatg one second the search is initiated. You no longer need to click on a

OSearchO button to start the search.

Three tabs should be visible. Available students are those students as determined by your security access. Case manager i
Service Provider ra the lists of students for whom you are listed on the MIS page.

2- You then need only select the student you wish to work with and it will take you directly to the fornifsylist.have a

student that does not show up as available students, seathhtfstudent, and if they are still not available, call Central

Office MIS Department.

3- If you wish to continue working on the IEP, make amendments, or update goals, go directly to the form you wish work on
and click on start or update.

4-1f you wish b start a new annual IEP, go to thetonon theupper right markedelect Another IEP and follow the

directions to start a new IEP.

5-Quick Search: To move quickly between students, click on the down arrow next to the current students name at the top of
the page. A quick search window will open with a list of different tab options at the bottom of the window.

****Before getting started please review the following tips to be used throughout the netlEP

System** e

Dates:

Next to each date fielthere § a calendar icon, whiakhenclicked on enables a calendar. Select the date and the date will
automatically fill in. If you choose to input the date manually, you can type in 01 01 2083ecessary to ptite date in

this form: mm/dd/yyyy. DO NOT AB BETWEEN THE MONTH, DAY, AND YEAR.

Pull down menu:

When you encounter a pull down menu you can type in the first letter of the choice you want and it will automatically scroll
to it. Example: When putting in the purpose of the ETR/IEP you can type Aramaal will pop up. When putting in the

home language, typing E whring up English. Within the Stagull down menu, typing K will bring up Kansas and other
states beginning with the letter K. The idea is to get you as close to your choice withhdwatvjrg to scroll through all the
available options.

Select button:

When you click on &elect button throughout the forms you will need to type in the first few letters of a last name. You do
not need to spell the entire last nafjust the first fewletters will narrow down the choices for you. Once you find the name
you are looking for, simply click the select button with the underline next to the name and it will automatically fill the name
in for you.

Non-Modifiable Fields:
There are several figss which are not modifiable by teachers; however if you notice that the information in any of the boxes
is incorrect contact your School Psychologist Office so the information can be updated.

Auto Script:
Auto scripts are phrases/statements that allowtp select predetermined text without having to type it in. These are general

statements and can be selected and modified to fit your needs. You will 4e® &aript button below the text block area

that the script coordinates with. These are scaptext that allow you to select the text and it will automatically be inserted
into the text box. You are not required to use the auto scripts, however they are an option to simplify your use of the forms.
You can select more than one phrase/statemgntiifike by selecting the box next to the text, then click on Insert Items. All
selected phrases will automatically show up in the form.

Save Draft:

This button is located on each form at the top and the bottom of the forms. While you are inputtimgtiofoit is advised

that youfrequentlySave Draft to save your information. Save draft on each form before a staffing while you are working on
them. You cannot go into a meeting with a finalized document, however you can go with a draft. The fopnist @DraftO
across the top of each pag@/hen you save as draft there is no history collected. So we highly suggest that you also save
your forms as completed, but be sure to save as draft before presenting the IEP to parents so that they uiglacttand it
finalized.)




Save Completed Form:

TheSave Final button is used when you and the team have decided that all information is correct and completed on the form
and are ready to save it as final. Use this button after you have completed the stakiimg any changes necessary.

Remember tSave Final on each form.

Spell Check:
It is advisable that you run a spell check on the form to check for errors. In order for the corrections to be saved you will neei

to click theSave Draft or Save Completed after spell check is don®epending upon the browser being uséthere is a
squiggly red line under a word, it may indicate that the word is misspelled.

Exit:

This will take you back to the main page of forms for the studentOs file you are currekithgwdth. Once you select this
button, a message will pop with options if you have made chang@gptions are: return to form, discard changes, save
draft, and save final. Choose appropriate option. If no changes are made, user will be retorneslist f

Print:

You can click on thérint button within the form to print the current form you are working with. Printing an individual form
can also be done from the forms list by clicking on the print button in the print column of the form youintadt printing

will always be a screen print first and to print you will need to do a Mdile! Print. You can print more than one form at
a time from the Forms List. Select the forms to be printed on the left, thenReledelected Forms located blow the list

of forms. Be sure to review what you have prifNeztcasionally all pages do not print.

IEP Forms: Tab at top left under the studentOs name. By clicking on IEP Forms it will take you directly to the main page of
student forms. Make sure ysave before using this tab or you may lose information.

Go to formE.. This button allows you to move directly between various forms without going back to the main forms page.
Make sure you save before using this tab or you may lose information.

Student Record: This is the gray tab at the top left hand side next to IEP forms. This allows direct access to the student
demographicecord. Only School Psychologists and Speech Language Pathologists have access to this feature.

Add or Delete Rows:

Rows ca be added one at a time by clickingAil Row under the area you want to add a row to. You can delete one or
more rows at a time by checking the box next to the row to be deleted and then éhgkreiRow. Some forms also have
an option button todd numerous rows. (Assessment forms and rubrics)

Yes, No, N/A:
You can select No or Yes by typing in an N or Y. For these questions, answer No to all questions that can appropriately be
answered with a No instead of N/A.

Forms List:

The forms list is Bvays your beginning point. Here you can start a form, update information on a form which has already
been started, print a form, look at the history (snapshot) or see if a form is completed. At the bottom of the Forms List are
other documents, which inae the ability to print an IEP at a glance, add or access documents that have been attached to the
IEP.

You will see two buttons under the forms list labelBdnr Selected Forms andIndicate this IEP is Finished. ThePrint

Selected Forms button allowsyou to print all the forms at one time in one running document. It is advised that you DO NOT
select the MIS page during this, as it can sometimes run onto other pages and it needs to be kept separate from the other
pages.

The second buttorudicate this IEP is Finished is to be used by the School Psychologist during an evaluation or by the SLPs
for speech only evaluations. Once the full evaluation has been completed it is the School PsychologistsO responsibility to
indicate that the file is complete. @mnthe file has been indicated as completed it is a finalized document, which the parents
will receive, therefore no changes (with the exception of goal updating) should be made on the document without parent
knowledge.



The TOR will use théndicate this IEP is Finished button when the Annual IEP review staffing has been completed. It is
NOT used after progress data points have been erdesgden a student exits except when an exit evaluation is tdnen
this button is selected, an automatimail issent to the MIS clerk so that central office can keep track of evaluations &
Annual IEPs being completed.

Select Another IEP. This button at the upper right hand portion of the student forms list is used to start a new annual IEP or
re-evaluationt can also be used to update goals from a previous IEP by selggiidA) NUAL REWRITE, the only forms
that will be available to edit are the goal pages and checklists.

IEP at a Glance:

IEPOs at a Glance can be printed from the Forms List. Hefeeta Glance from the bottom of the screen. It will first print

to your screen and then you will need to select MeRile! Print. Learning New Behavior goals do not show up on the IEP
at a Glance. The Learning New Behavior goal is your Behavior Plan. It shoptihterl and given to the general education
staff.

Attachments:

Additional documents, and forms may be attached to the IEP. To add documemgdligkachment buttonand follow
directions. You are also able to remove attachments by clicking in tkenbgt to the document and selecting Enéete
Selected Attachments button. Examples of attachments: Signed and scanned IEP meeting paperwork, heaESX¥ans,
Addedum
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Administrative Tasks:

Manage Student Records

This is where students are entkieto the system for the first time, or where changes can be made to the Qudents
demographidile. Psychologists and their paras, Speech Pathologists, and Centralp@f§oanebre the only people who
have the ability to make these changes.

To madify information on a student already in the system:

SelectManage Student Records from the menu

Select student from list of available students.

If student is not listed;emrch for studertty entering studentOs name and/or local Student # and/or grade.

To enter a student for the first time (psych or SLP use only):
SelectManage Student Records from the menu
SelectAdd Student button at bottom of form

To reactivate a deactivated student (psych or SLP use only):
SelectManage Student Records from the menu

Select tab marked Deactivated Students

Select student, uncheck box Enable/Disable Student

Legal First Name Enter as shown on the Birth Certificate, or superseding court document.

Legal Middle Initial : Enter as shown on the Birth Certificate, or supargedourt document. (If student has no middle
initial, enter @ (hyphen) in the middle initial field)

Legal Last Name Enter as shown on the Birth Certificate, or superseding court document.

SSN:Enter studentOs social security numibgrour hyphens.flyou do rot have the SSN, try to gettiy checkinghe
district cumulative file or contacting the parent. Only after you have made every attempt to get the SSN should you contact
the MISclerkto obtain an X number for the student.

KIDS ID: Obtained fom the local LEA, contact the MIS Dept. if unable to obtain. This isdidiOnumber that is needed
on ALL student records, including preschool.

Address: Enter student®sailing address
Additional Address: Enter studentOs street address if différent mailing address
City, State, Zip: Enter studentOs mailing city, state, & zip.
DOB: The birth date of the student as shown on the Birth Certificate, or superseding court document.
Gender. Enter the gender of the stud@itlale or Female.
Language:Use one of the following letters to indicate
Parent: The primary language spoken in the home

Report: The language that the parents request the report to be provided to them in. Please make sure and ask the parents
they need a report translated, as everyone who speaks another language wants their report in their spoken language.

E - English P Philippine M - Manual (sign or gesture)
V - Vietnamese F - French

G - German D - Mandarin

A - Augmentative Communication R - Russian

S - Spanish K - Korean

O - Other X - Native American (Kickapoo, Pottawatomie, etc.)

Status: Use pulldown menu to selethe current status of the student from the following list of codes.
ACTIVE STATUS

B- IFSP Transfer by age 3

C - Continuing Studenbfrom previous school year

11



E - Entering from another District or Agency outside of the HPEC area.

| - Reinitiation of Service® Students who have had all of their services revoked by the parent or self and services have
been restarted this school year. &lan evaluation must be completed to reinitiate services.

K - Under Expulsior(out of school) at the time of data collection.

N - New Referrabstudents who are referred for special education services for the first time in their life

Q - Under Longterm Suspensiofout of school) at the time of data collection

R - Returning to a Special Education Program: A student who has previously received special education services, exitec
from services and then returned to services without leaving the HPEC area.

EXIT STATUS

D - Dropped out of school

G - Graduation with diploma

H - Has earnedr is enrolled in &ED program

L - Left state, will continue in General Ed or Special Ed.

M - Maximum ae reached (reached agei@the current school year)

O - Objecives completedd student no longer meets eligibility criteria and does not qualify as a child with a disability.

W - Written revocation of servicesby parenbr student(if 18 years of age or older) and thEA has evidence the
student iontinuingin thegeneral educatioanvironment.

A - Action initiated Withdrawal from Special Educati®by parent or student if services have ceased due to an act
taken
by parent or student (without written revocation of services) and the LEA has evidestgdé iontinuing in
the general educaticenvironment.
I Include (A and W) students who exit SPED services for Home Schooling, enroll in a private / parochial or virtual
school, andNO Special Ed services are provided.

T - Transfer to anothddistrict in Kansas, outside of the HPEC area. (Be sure to indicate on Staffing Team Report the
LEA # which the student is transferring to.)

X - Deceased

SRS/JJA/Parental PlacementTo be left blank at this time

Ethnicity / Race Selectthe ethnicand racial category(iedpr the student using the definitions given belowdetermined
by parent or self declaration upenrolimentor in accordance with agency policy or determined by observer identification.
Both race and ethnicity categories must bengpletedfor all students
Ethnic Group-
Report Yes if student is Hispanic or Latino. Report No if the student is not Hispanic or Latino.
Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central American, or other Spanish culture or
origin, regardless of race.
Race Categoryb Select all the general racial category(ies) which have been identified for the student.
American Indian or Alaskan Nativa person having origins in any of the original peoples of NarthSouthAmerica
(including Central Americaand who maintains cultural identification through tribal affiliation or commuatigchment.
Examples: Azteca, Zapotec, Maya, Nahua, Aymara, Kichwa, Lakota, Navajo, Guarani
Asian a persorhaving origins in anyf the originalpeoples of thé-ar East, Southeast Asia, or the Indian subcontimehiding for
example Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, The Philippine Islands, Thailand, and Vietnam.
Black or African Americana person having origins in anytbe Black racial groups or Africa.
Native Hawaiian or Other Pacific Islanderperson ohaving origins in any of the original peoples of Hawaii, Guam, Samoa, or other
Pacific Islands
White: a person having origins in any of the original peoples obfi® North Africa, or the Middle East.
Examples: Middle Eastern (A person having origins in any of the original peoples of Egypt, Israel, Iraq, Jordan, Leganon,
Palestine, Syria, or Turkey) Spanish: (A person having origins in any of the original peoples of Spain)

District: Enter currenschooldistrictLEA the student is attending

Neighborhood Schoal The school that the parent choosesnooll their studenin for general education. The school where
the student would attend if s/he did not havésaldlity. The neighborhood building may be either a public or a private /
parochial school, or home for home schooled students. Preschoolers (age 3 or 4) receiving special education or related
services from the public school system are assigned the s#isjgobuilding as the neighborhood building.

Primary Attending School: The school building where the student receives the most significant am@p#oaidil education
servicesYou can also seleéfome if the student if receiving services at their homea dlaycare providerOs home.
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Subsequent Attending SchoolThe school building where the student receives additsmedial education servicés

different from the Primary Attending School. If a student receives services in two or more subsequenspsédtingthe

building where the greatest amount of services is being delivered. (Do not include attending schools for the Extended Schoa
Year.)

Responsible Public School BuildingThe school building the district would report to KSDE to claim the stuiderfficial
OheadcountO.

Child Count/Funding Source: Will be filled out by MIS Dept.

PROCEDURAL DATES

Annual Review: Date of the current annual IEP d&téhe date the IEP team formally adopts a proposediEsigning the
Signature Page.

Previous Annual Review: Date of last annual IEP date

Referral: Enter date of initial referral to special education servidasially the date the Permission to Eval is signed.
Evaluation: Date of most recent comprehensive evaluation.

Most Recent SpEd Action: Placenent consent signed Date. The last time the studentOs placement changed according to the
following regulations: KAR 9412-46 & KAR 91-12-22(002). Usually the date the most recent Prior Written Notice is
signed.

Initial Placement: Enter the date when tis¢udent was originally placed in HPEC Special Ed. program.

Exit: The last date of servic&o be entered when student is no longer receiving special education sefivieestudent
must be reported as an exit in the school year in which service ceased.

PRIMARY EXCEPTIONALITY - From the following list, eter the studentOs category of exceptionality as determined by
the Eligibility Team.

AM : Autism MD: Multiple Disabilities

DB: DeafBlindness MR : Mental Retardation

DD: Developmentally DelayedStudentsage 3D9 only. OH: Other Health Impairment

ED: Emotional Disturbance Ol: Orthopedic Impairment

Gl: Giftedness SL: Speech / Language Disabilities
HI: Hearing Impairment TB: Traumatic Brain Injury

LD: Specific Learning Disability VI: Visual Impairmenh

Developmentally DelayeB
Students age 3 through Wevelopmentally Delayed must stand alone as a primary exceptionality. Students who meet the
eligibility criteria and are identified with another disability would not use Developmentally Delayeatiasaay or secondary
exceptionality.

SECONDARY EXCEPTIONALITY - If the student qualifies and is identified as having a secondary disability, enter the
category from following list of codes.

AM : Autism MD: Multiple Disabilities
DB: DeafBlindness MR: Mental Retardation
ED: Emotional Disturbance OH: Other Health Impairment
Gl: Giftedness Ol: Orthopedic Impairment
HI: Hearing Impairment SL: Speech / Language Disabilities
LD: Specific Learning Disability TB: Traumatic Brain Injury
VI: Visual Impairmat

Psychologist:Name ofthe current Schooldyctologist who isresponsible for placement/evaluation

Guardian information: Enter the type of Guardian (i.e., Parent, Mother, Father, Foster, Grandparent, Ed Advocate,
Guardian) along with their name. Faddress, list mailing address, city, state & zip code. List parents and or guardians who
live at the same address together. i.e., Jane & John Doe. If parents live apart |stthesmtely

County of Parent: Use the appropriatedgit code, if the conty or state is not listed belosontact the MIS department.

GY Copeland KE Lakin SC Scott City
HM Coolidge WH Leoti HS Sublette
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KE
FO
MT
GY
Fl
LE
Fl
SV
ST
HM

Deerfield
Dodge City
Elkhart
Ensign
Garden City
Healy
Holcomb
Hugoton
Johnson
Kendall

SW
ST
WH
SC
GY
SV
Fl
MT
MT
HS

Liberal
Manter
Marienthal
Modoc
Montezuma
Moscow
Pierceville
Richfield
Rolla
Satanta

HM
GL
GT
FO

Cco
NE
OK
TX

Syracuse
Tribune
Ulysses
Wright

Colorado
Nebraska
Oklahoma
Texas

14



netlEP Forms:

If this is an evaluation, thecBool Psychologist Office will have already started Forms 1 (Student Information) and Form 10
(MIS page). Starting these forms enables service providers to have access to the files. Forms that have been started will hay
the icon in the Update column. dfform has not been started there will be an icon in the Start column.

TIP: Please note that anytime you save, add or delete rows, or run spell check you will be taken back to the top of the page.
Simply scroll back down to your previous location.

Form 1: Student Information

USD#: Select appropriate USD# from the list.

Type of Report Select appropriate radio button. This only needs to be done the when the current report is started and then ¢
each Evaluation/Revaluation.

Educational Team Report DAn evaluation is conducted and the student is NOT placed.

Individual Education Plan D A student transfs in with a current evaluation or an annual IEP is being completed.

Educational Team Report/Individualized Education Plan - If the student is placed & reevaluated

Purpose Select one of the following options as to the purpose of writing this IEP:

Initial Transfer
Reeval 30 Day
Re-entry Exit Eval
Annual Non-Placement

Most Current Comp. Evaluation Date: Enter date of the latest comprehensévaluation. The Next Comp Eval Due will
be automatically calculated and filled in.

ETR/IEP Date: The date the IEP team formally adopts a proposed IEP

Grade: The studentOs current grade level as documented upon enrédinteatschool year when the IEPwritten.
PR- Preschool
KG - Kindergarten
1-12 First Grade through Twelfth Grade

Age: Will automatically be calculated once you enter tlate of the meeting and sake form.
Date ETR/IEP given to parent: Enter the date parent received a copthe ETR/IEP

Legal First Name Non-modifiable, see pagt0
Legal Middle Initial : Non-modifiable, see pagt0
Legal Last Name Non-modifiable, see pagt0

Student Preferred Name Name other than legal name that the student prefers to be calliegl. bickname This is also
where you would put a different last name that the student goes by but has not had it legally changed.

The following fields are nomodifiable. If there is a problem with the data, please contact your school psych so they may
correct the information on the demographics form.

SSN#

KIDS ID

DOB

Race/Ethnicity

Gender

Language:Use one of the codes found on pdde
Home: The primary language spoken in the home
Student The primary language of the student
Report: Non-modifiable, see agell
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SCHOOLS and GUARDIANS binformation will transfer from the demographics paffeyou change this info and it
reverts after saving, contact the MIS departmbat)you have the ability to change information as needed according to the
following guidelines:

Neighborhood Schoal The school in which the parent choosegnooll their student for general education. The school
where the student would attend if s/he did not have a disability. The neighborhood building may be either a public or a
private/ parochial school, or home for home schooled students. Preschoolers (age 3 or 4) receiving special education or
related services from the public school system are assigned the responsible building as the neighborhood building.

Primary Attending School: The school building where the student receives the most significant am@p#oaidil education
servicesOHomeO for students receiving services only at home.

Subsequent Attending SchoolThe school building where the student receives additepedial edcation serviced

different from the Primary Attending School. If a student receives services in two or more subsequent buildings, select the
building where the greatest amount of services is being delivered. (Do not include attending schools fentiez Bdhool
Year.)

All Day Kindergarten/Preschool: - Leave BLANK- If the student attends a ! day sessions or |&slect the check bakany
of thefollowing conditions are met:

1) A student attends a full day kindergarten or preschool program.

2) A sudent attends two daily! day sessions of any preschool / kindergarten / home combination.

3) Any combination of services that exceeds a buildingOs single scheduled ! day session.

Teacher of Record:A current service provider who is responsible forreeeing that IEPs and paperwork are completed for
a group of students.

Guardian: Enter the type of Relation to Student (i.e., Parent, Mother, Father, Foster, Grandparent, Ed Advocate, Guardian)
along with their name. For address, enter mailing addriggsstate & zip code. List parents and or guardians who live at

the same address together. i.e., Jane & John Doe. If parents live apart liseffzzately. Please be sure to review this
information annually and update as needed.

Co: County code for pant(s) present address. Use one of the two digit codes listed ot page
If the code you need is not listed, please call the MIS Department.

Phone Enter home number and number where parent(s) can be reached during the day
Email: Enter an ema#ddress, if parents would like to receive correspondence via email.

Background Information: Include summary of relevant background information which could have an impact on educational
performance. This could include educational history, developmestahyiretentions, number of schools attended, parental
occupation, relevant environmental factors, etc.

FamilyOs short and long term education goals forinclude parent(s)/students priorities, goals for the future, educational
and vocational goals, pisecondary goals, etc

What are the reasons for referral and/or placement?Autoscript available or you may type in additional information into
the text box. If the student transfers into one of the HPEC districts, this is where you will state wherelére gansferred
from and the last known IEP date.

What do we know about the success of interventions/strategies used with this student to ensure continuous learning in

the general curriculum?: For initial evaluations, include interventions triedtbg intervention team and the progress made
using these interventions. This information should come from the ILP or student intervention forms provided when a student
is referred. It should include timeline, interventions, baseline and outcomes:dvaituations, include also interventions

tried during the course of previous individual educational plans. Always address student success within the general educatic
curriculum.
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Present Levels of Performance (PLEPS): (Forms 2, 3 and 4)

For all PLEPSs:

Discussion Put actual evaluation results here and include any other information that is needed. This adesasefdr
descriptions of what the student Can Now do. Include data from multiple sources (CBM, error analysis, parent/teacher
reports, etc.).State Assessment results will be listed on the assessment form.

Can Now: This should be a summary statement of what the student is currently able to do as discussed in the Discussion
section. If you are writing a goal, this is where youmeric statement would go, e.g., Student is reading at tffegeade

level with 40% accuracy. This statement is your baseline dat®BI®T have a numeric statement in it. The Can Now
statement needs to be the same as thégmadeline statement

Next Step This isthe studentOs next step, tieasurable goalstatement goes here. In the example above the student is
reading at the" grade level with 40% accuracy. If you want to increase accuracy, the statement in the Next Step would be:
Increase reading at th&°@rade level to 90% accuracy. This statement must also be a numeric number and will be your
measurable goal statement for the goal. The Next Step statement needs to be the same as the measurable goal statement.

If after the evaluation or annual you needitoend the IEP and add new information to a PLEP, put the new date in, then add
your new information.

Goal, Instruction, Curriculum, Reuvisit, Other (G, I, C, R, O). The information you have entered in the row will be
classified as one of these optio$nose the appropriate option from the pulldown mé&ual Areaitems will have a goal
written to support theninstructionalitems are those items that may need additional instruction than what is typically
provided in general education classes. It maydras that are addressed on your check@trriculumitems are those that
will typically be covered in the general education classroBmuvisititems are those areas that will be addressed at a later
date or monitoredO B Other.

Goal Area: If the G, | C, R, O field contain&oal Area or Instruction to Support Goal Area this field must have the
subject/goal areto correspond with it.

Special Ed Supports List the strategies that will be used to support the student. This is what special ed stadf f/ylou
have marked it as a G or |, these will transfer to the corresponding goal page oncebgreatedting the auto script button
on the goal pageSpace is limited, so be concise. It is not necessary to repeat strategies for the sanea doi

important for you to write your PLEPs before starting your goals so that the strategies will transfer overThese
strategies should correspond with the Student Support Checklist.

Classroom Supports:List the strategies that will be used to supploe student in the general education classroom. This is
what the classroom teacher will dbyou have marked it as a G or |, these will transfer to the corresponding goal page once
createdby selecting the auto script button on the goal p&acesd limited, so be concise. It is not necessary to repeat
strategies for the same godd.is important for you to write your PLEPSs before starting your goals so that the

strategies will transfer over.These strategies should correspond with the Student Spprt Checklist.

Form 2: Vision, Motor, and Social

Vision/Hearing/Health: Complete dates for vision, in results section type Pass or Fail (you explain the results in the
Discussion section). Complete hearing results, Pass or Fail in Results. Cortdathsecse for updated yearly vision/hearing
results.Dates for the next screening will be automatically calculated and entered once the form is savette. If you do
not save the form twice, the auto calculated dates will not show up on your printoutdaMs must be saved on Form 2 for
them to appear on the MIS page.

Yes, No, NA Answer the questions appropriately. If there is a medical diagnosis, please provide appropriate information. If
you answer Yes to a health care plamplanmust besubmittedwith the paperwork to HPEC.

Motor :
Yes, No, NA Answer the questions appropriately.
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Social Emotionat

Yes, No, NA Answer the questions appropriately.

If you answer YES to the first questiefThe child's behavior significantly impedes his/her learning or that of others and a
behavior plan/goal is attached for identified behavioral concerns you must complete a OLearning New BehaviorsO goal.

Form 3: General Intelligence, Communication and Education

General Intelligence or EC SeHHelp/Adaptive:
Yes,No, NA: Answer the questions appropriately.

What does the student require?:

Functional Curriculum: Defined as a break from the typical grade placement curriculum. Students on a functional
curriculum are learning very basic and functional skills whiensagnificantly different from their grade level peers. These
studentsO needs cannot be met by adapting the grade level curriculum

Self-help or Adaptive Skills: Student needs assistance with daily living skills andhsdff skills.

Accommodations: Allows a student to complete the same assignment or test as other students, but with a change in the
timing, formatting, setting, scheduling, response and/or presentation. Accommodations do not alter in any significant way
what the test or assignment me&su

Modifications: an adjustment to an assignment or a test that changes the standard or what the test or assignment is suppos
to measure. Examples include a student completing work on part of a standard or a student completing an alternate
assignmenthat is more easily achievable than the standard assignment.

Differentiated: basic curriculum that has been modified to address individual characteristics, needs, ability and interest of
the student. Differentiated curriculum is often used in designgdrads for gifted students.

Communication:
Yes, No, NA Answer the questions appropriately.

Education:
Yes, No, NA Answer the questions appropriately.

Form 4: Transition
For students who are 13 turnifig during the IEP school yeartanhsitionand Projected Course of Studyust be completed.

Yes, No, NA Answer the questions appropriately.

Early Childhood Transition Discussion: Autoscripts are available or you may type information into the text box. This is
used for infantoddler to early childhad transitions and transition from early childhood to kindergarten.

For students who are 14 OR will turn 14 during the IEP year complete all the Yes, No, NA questions. Please note that in
January of the year, all students who turn 17 during the calgedaiill receive a letter from Central Office stating their

rights afforded to them at age 18 by I.D.E.A.

Discussion section must include all the requirements for the Indicator 13 checklist. Requirements for Indicator 13 are: 1.
Measureable postsecanry goals, one for education and training, one for employment and one for independent living if
needed. 2. Statement of how at least one annual goal will help the student meet their postsecondary goals. 3. Statement of
transition assessment. 4. Accassdmmunity, employment, barriers, instruction and if needed vocational assessment and
independent living skills. 5. Transition must be update annually. 6. Completed course of study. For completers, graduates
and students who age out, a Summary of Pexdoice must be included. This contains information regarding disability,
academic and functional performance and accommodations needed.
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Form 5: Special Considerations/How Will the Plan Be Supported

Yes, No, NA Answer the questions appropriately.

Describe how the plan (goal) will be supported throughout the dayConsists of the educational supports that will be
provided, including specially designed instruction such as modified grading, adaptations, etc., the anticipated frequency,
duration, and locatioof the special services, and who will be providing thistake sure specific times and services

match those written on the Staffing Team Report and&EPED Action (Prior Written Notice).

What general curriculum, extracurricular or other nonacademic activities the child will not participate when
receiving servicesState when and what subject, class, part of the day the student will not be involved in the general
education curriculum and why.

Basis of DecisionThis section is completed by the school psyobit. This is the determination of eligibility and need for
services as discussed by the team. It is dependent upon the teamOs decision and should have the following information. It
should include a description of converging data used in making th©tedatision, such as scores documenting significant
differences in performance, and how these differences indicate need for special education supports. For nonplacements
information needs to be provided as to why the student is not eligible and/or doegdapecial education services. There
should also be an exclusionary statement that reports that the provision of special education support services is not the resu
of language, social or economical background or a lack of instruction (autoscripbé&lr this).

Exit Criteria : Define what criteria must be met for the student to be exited from special service support. Autoscript available
or you may type information into the text box.

Form 6: Assessment

This form is a compilation of all distrieind state assessments. It will provide a yearly running record of all district and state
assessments for a student. It will not only provide the results of said assessment but must be filled out for the upcoming yee
as to the accommodations needed doal and nationally normed tests and test type and accommodations for each area of
state assessments. If student will be taking an alternate assessment the assessed indicators need to be listed.

Read the directions carefully as to who qualifies for égph of state assessment test. Please note that you will need to add
in accommodations and/or modifications necessary for the assessment.

Local AssessmentsThis is unique to each district. It provides text boxes for assessment name and resultspdetiomsn
date and grade of student.

State AssessmentsMust be filled out for each test the student will take during the upcoming year. To include test type and
accommodations needed. Each year another row will be added. As state assessmentdtaeestalrencut score and
results will be added.

National Normed Tests This is unique to each district. It provides pull down menu for test name and text boxes for
assessment name and results, accommodations date and grade of student.

KELPA: Inform&ion to be filled in for students taking the KELPA or KEPRtests for ESL students.

Form 7: Projected Course of Study
For students who are 13 turning 14 during the IEP school year traregitibRrojected Course of Studyust be completed.

Post schoolbutcome/vision The first section is for the students® outcomes and dreams. The TOR sits down with the student
and will ask these questions. Only complete for the current year as you will complete it yearly.

High School Only: Is the student a high schalident the date in which the form is being completed?
Credits to Date Credits are all the High School credits earned up to the date of the meeting.

Alternative Graduation Plan: Answer Yes, No, NA about whether the student will need an alternatigatgma plan.
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Year 1 Grade Level The grade the student is in the date you are completing the form. Complete a year in the box for each
subsequent year.

Projected Course of Study List the classes the student is currently enrolled in and the clast#wetstudent anticipates

taking over the next years. If the student transfer in from another district and has completed credits, simply list: Transfer
credits from X grade and the number of credits earned. If the student failed to earn credit irliat ¢fzesg)ass with a 0 so

the student, parent and TOR is aware that the student is short the credit. Only put credits on the report after the student has
earned them, not projected credits possible.

Total Credits: This is automatically tallied from numiseentered in the projected course of study.

Year Dates The following years when you revise the form, input the date of the meeting when the revisions are made.

Form 8: Goal PagesTo be started only after the PLEP is written)

Annual goals: Goals arattached to each individualized educational plan. Goals are to address the specific needs of the
student, which require special education services.

There are two types of goal pages, 1) Regualich is primarily for academic goals and 2) Behaviorafining New
Behaviors) which is primarily for behavioral goals and also considered a Behavior Plan. Each goal requires an
implementation date and end date.

On the academic goal page, use information outlined in the educational team report to dbm filstetwo boxes to write a

goal in positive measurable terms. Instructional strategies, program modifications and accommodations, supplementary aid:
and services, and related services should also be taken from the most recent educational teéadividpatized

educational plan. These are intended to clarify what the adults will be doing to provide support for the studentOs goals.
Quantitative data must be provided. for example: student can now master 3 of 15 fourth grade level state outceine

math.We expect the student to master 12 of 15 fourth grade level state outcomes in math.

The Plan for Learning New Behaviors form can also serve as a general education plan, a functional behavioral assessment,
an IEP goal. This page has a setjoéstions, which helps the team to identify a target behavior, which is interfering with a
studentOs education or the education of others and establishes a hypothesis of the studentOs purpose in exhibiting this
behavior. On the second page of this fobehaviors the student will learn and what will be done to assist him/her in

learning these behaviors should be included as well as positive behavioral supports. A positive measurable goal must be
written which will include baseline and expected chandéefe are completed examples of Plan for Learning New

Behaviors forms available in your Teacher NotebGaR.

All goals must include baseline information and expected change (how well). Data will be regularly collected and graphed.
HPEC expects that dabe collected and graphed at least three times in every grading period.

Creating a Reqular Goal:

Click on Create Regular Goal

Service Providebclick on theSelect button and search & select the staff that will be responsible for the goal.

Annual Meaurable Goal Numba8ktype in number of the goal.

Annual Measurable Goal Ardafrom the choices select the area that this goal addresses.

Implementation and End DaBduration of the goal

You can type or copy and paste Can Now and Next Step statement3lfERs into their respective areas.

Can Now=Baseline data, Next Step=Measurable Goal statement.

Make sure you are specific in what you expect the student to do (measurable goal statement) and how well as this
information will transfer to an IEP at a glanto be used by teachers to be aware of goals.

All goals need to be written with a numeric statement in both the baseline data and in the measurable goal statements. Fill i
appropriate text boxes with how the information will be collected, where ib&ilocumented, who is responsible for the

plan management and the standard on which this goal is based. Autoscript will fill in How will the team know to continue or
change interventions.
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Special Ed Supports and Classroom Suppse#tect theduro Script button below the text fields to get a list of supports from
the PLEPs which you entered earlier. Select the appropriate goal supports and then clickserr ihens button.

To make the graph:

Graphs are automatic. Fill in the date data wa®ctdt and the numerical value and the graph will fill in. (It may require a
Save, for the graph to appear). Each time a new date and numerical data is added the graph will automatically recalculate
itself. Data should be entered at least every thre&svee

Projected reporting Dates can be entered. Completédtual Date Reported to Parentsalong with the method in which
you provided the progress report to parents. You can use the comments box at the bottom to add additional information whe
sendingreports to parents. Make sure to date your comments.

NOTE: Create only one goal per area addressed on the IEP. For example, do not create 2 goals for math

Saving Goals:
When creating the goal, once you are happy with the goal, make sure to clickSanet@@mpleted Form after you have

done Spell Check. Each time you input data into the graph, make sure afdvd@ampleted Form. Not doing so will
indicate that the updates have not been completed when in fact they have been completed.

Creating a Behavioral Goal:

The team needs to decide on the most important behavior to change rather than several at one time.
Click on Create Behavioral Goal

Service Providebclick on theSelect button and search & select the staff that will be responsible fagdhle
Define implementation and end dates

Select what type of goal it is

Complete the following sections:

Section 1: Description of the target behavior
What does the student do?
Describe the studentOs behavior that is of concern
What usudy happens before this behavior?
Is the student given a directive, questioned? Asked to complete work? Walking between classes? Talking with peers,
adults?
What usually happens during this behavior?
What is happening during the act of trehavior described irf*fjuestion?
What usually happens after this behavior?
Does the student calm down? Is he/she exhausted, remorseful, more upset?
In what settings does it (behavior) occur/not occur?
Describe what settings it@a's and make sure to state when the behavior does not occur. Ex: Occurs most often in
Science but never in English, PE or homeroom.
Hypothesis: What is the studentOs purpose or what need is being met when this behavior is exhibited?
What doeghe team think is the reason that the behavior occur? This is whatiybumight be the reason.

Section 2: Baseline measurement

How often was the behavior exhibited?
This is a numeric amount that the behavior was exhibited. This can be collectedriwntber of times sent to
principalOs office, number of missed assignments, number of suspensions, etc. Whatever documentation you are usir
to measure the behavidkgain, this must be a numeric amount.

For what length of time?
How long has the behar occurred?

At what level on scale-10, 10 being severe.
Choose level(s) that BEST describe overall behavior

How was the data collected, and who collected it?

Section 3: Expected change/goal in measurable terms
The student will:

21



Describe whayour goal/expectations are for the student, using your baseline statement for your starting point. Ex:
Baseline statement is that the student is being sent to the principalOs office an average of 10 times per week because
disruptive behaviors. Goal wilie to reduce the number times the student is sent to the principalOs office per week.
How well?
Describe how well the student will meet the goal. Ex: From 10 times per week to 3 times per week.
How will the team know to continue with how we are teagtthe student or to change interventions
What criteria must be met in order to discontinue the goal?

Section 4: What will be the
(A) positive consequences for successes in this plan?
(B) negative consequences when expectation of this plan are not met?

Section5: Describe how this student will be taught more positive behaviors
Fill in each section of the table

Section 6: Are there any known risks, discomforts or side effect anticipated if this plan is implementedAutoscript
available or type information fa text box.

Section 7: How will the school staff and family cooperate and communicate in implementing this plan®utoscript
available or type information into text box.

To make the graph:

Graphs are automatic. Fill in the date data was collectethamtlmerical value and the graph will fill in. (It may require a
Save, for the graph to appear). Each time a new date and numerical data is added the graph will automatically recalculate
itself. Data should be entered at least every three weeks.

Prgected reporting Dates can be entered. CompletA¢heal Date Reported to Parentsalong with the method in which
you provided the progress report to parents. You can use the comments box at the bottom to add additional information whe
sending reportotparents. Make sure to date your comments.

Saving Goals:
When creating the goal, once you are happy with the goal, make sure to clickSanet@@mpleted Form after you have

done Spell Check. Each time you input data into the graph, make sure afdvd@ampleted Form. Not doing so will
indicate that the updates have not been completed when in fact they have been completed.
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Form 10: MIS Data
The ETR/IEP Review & MIS Data Form is not part of the ETR/IEP. Do not give a copy of this to parsrfty, @entral
Office use only.

Legal First Name Non-modifiable, see pagt0
Legal Middle Initial : Non-modifiable, see page0
Legal Last Name Non-modifiable, see pagt0

Student Preferred Name Name other than legal hame that is used by the stuglaitkname, or a different last name that
the student uses without a legal change.

SSN#:Non-modifiable, see pagk0

KIDS ID: Non-modifiable, see page0

DOB: Non-modifiable, see pagt0
Ethnic/Race Non-modifiable, see pagt0
Gender: Nornrmodifiable, segpagel0

Grade: Non-modifiable, see pagt0

Student Language:Non-modifiable, see pagkl

Status: This information transfers from the demographics pagecan be updated by the Teacher of Recdehde use the
list of codes on pagel to update

Procedural Dates: These dates transfer from the demographics page and Form 1. Please 4@dqradgscriptionsand
update as needed

Vision: Non-modifiable, information will be transferred from Form 2, see pigye
Hearing: Non-modifiable, information will beransferred from Form 2, see pdfe

Guardians: This information will transfer from the demographics page and For@ekpagel? for descriptions. Rase
update as needed.

Schools:Non-modifiable, see pagth

All Day Kdg/PreSch: Non-modifiable, see @gel5

Services:
Enter from the pull down menu the service the student is receiving from the following list of codes.
AC: Attendant Care RC: Rehabilitation Counseling
AP: Adapted PE RE: Recreation
AS: Assistive Technology SE: Special Education Seioes
AT: Art Therapy includes methods for curriculum adaptations,
AU: Audiology supplementary aids &ervices, specially designed
CM: Case Management teaching strategies, adaptedching strategies.
CS: Counseling SH: School Health Services
DI: Diagnastic Medical SS Speech & Language agealated service
DM: Dance Movement Therapy for students not identified with a SL disability
Gl:  Gifted Education Services SU: Supplementary Servid@Supported/routine services
IN: Interpreter Services deliveredby an aide or para under the supervision of
MA: Mobility Assistance alicensed OT or PT
MS: Special Music Education SW: Social Work Services
MT: Music Therapy TS: Transition Services
OM: Orientation and Mobility (for individuals TT: Travel Training

w/ vision impairment VO: Vocational Special Education
OT: Occupational Therapy Criteria examples: Community Based Setting (E)
PC: Parent(s) Counseling Direct supporBjob coaches, para support, etc.
PS  Psychological Services Indirect Service Settin¢X) BNo direct support
PT: Physical Therapy Owork studyO, consultation w/employer, etc.
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Settings: Selectfrom the pull down menu the type of setting which most accurately describes the location where special
education or related service is beitgjivered.

A:

HomeBased "Homebased program" The delivery of any direct special education service provided in the studentOs
home environment, for students of any age who are not OHomeboundO (P) or OHome SchooledO @jsadHome
setting may include, i is not limited to, the delivery of early childhood servirethe childOs home, a relativeOs home,
a nonlicensed child care/ babysitters home or virtual school students who receive services at home.

Early Childhood Settingincludes settings forrpschoolers or kindergarteners with disabilities that receive special
education or related services in educational programs designed primarily for students without disab#itiegular
early childhood programdescriptionon next page

Special Edirect Services in a General Ed Classroom in an Elementary or Secondary Buildindes settings where
students with disabilities are educated with students who are not disabled, this includes but is not limited to general
education classrooms, lunchripel, recess, passing periods, and nurse or counselor office.

Non-School Settings Includes settings for students who receive special education or related serviceséhoaror
off-campus centers, such as Public libraries, doctor offices, rahtbili centers, speech pathologist homes, church
facilities, community centers, SRS Group Home, parks, recreational centers, settings on school property typically not
used, etc. For children age 3, 4, 5 include service provider locations that the stumtenght to for the childOs only
special education or related service.

Community Based Direct Instructiorincludes the actual settings in which students develop skills where they will
ultimately be performed. Service settings include but are ngelihto job sites, worstudy, life skills programs in
business, and other organizations or establishments within the community.

Early Childhood Special Educati Classroom Includes settings for preschool students who are

1. Removed from their regulgreschool program to receive special education or related service(s) in separate locations
rooms apart from their nedisabled peers.

2. Special education programs for preschoolers with disabilities that have classrooms with no (zdisalled peers.
Including but not limited to oren-one support for preschool children who come to the preschool and receive services
on an itinerant basis.

Early childhood special education program settings may be housed in, but is not limited to special educatiomslassr

public school buildings or public or privat@arochial schodbuildings,off-site public or private preschool centers.

Special Ed Direct Services in a Special Ed Classroom in an Elementary or Secondary Buittlidgs settings where
students with disabilities are removed from theneral education environment or preschool classrooms. Include resource
room settings for preschool children who come to the elementary school and receive services on an itinerant basis.

Alternative School A school / program that is nontraditional, especially in education ideals, methods of teaching.
Includes virtual school classrooms in district buildings.

IncarcerationIncludes settings for students who are incarcerated in any facility under tlaéctiors of the criminal
justice system, including but not limited to local or county jails, juvenile or adult detention facilities, state penal
institutions PRTC orlevel 6 facilities listed under K.S.A. 7&2187.

Ealy Childhood Program Time Witiut Services(children age 3. 4. F)Include theamount of time the child spends in
regular early childhoogrogramsexcluding time when special education services are delivered. These programs may
include, but is not limited to: Head Start centers; kindéegaicommunity based or private preschools, group child care
facilities, 4-year old at risk programpreschool classes offered to eligible-g® children by the public school system. The
time reported in this setting does not have to be publicly furmlgddlify as regular early childhood program tirgarly
childhood students® school day capped at 480 minutes. Service time plus K time can not exceed 480 minutes for the
building(s) where the student participates in regular early childhood program(s).

Hospital: "Hospital instruction" means the delivery of educational services to children confined to hospitals or convalesce
homes for psghiatric or medical treatment on anrpatient basis.
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O: Home SchoolThe home setting for students who are OHoohe®@edO for general education and receive their special
education services in the home school environment.

P: HomeboundHomebound instruction" means tHelivery of special educational servidgaghe home of a child whose
health problems (physical arental) are so serious that school attendance is impossible. Students receiving special
education services at home because of suspension or expldsimt meet the definition of Homebound instruction.

R: Integrated Special Education Settifage 3, 4, B Includes settings for preschoolers with disabilities who receive their speci
education and related services in programs designed primarily for students with disabilities, and includes a population of
children without disabilities at a ratio of le$gmh 50 %.

T: Extracurricular Includes settings for students who receive their special education or related services to support
participation in school sponsored activities outside of the accredited school day. Settings may include, counseling or he
service settings, athletics, supported transportation, recreational activities, special interest groups or cdpbsseted
by the public agency

U: Under Suspension / Under Expulsidncludes settings for students who receive special educati@tated services in
non-school settings due to a disciplinary removal by district administrators.

W: Reverse Mainstream ECSE Classroom Sett8w@jtings for students age 3, 4, 5 who receive special education or related
services in special educationtsmgs attended by children without disabilities at a ratio of 50 % or more.

X: Indirect ServicesIndirect service is defined as special education personnel delivering special education and related servi
to a studentitrough another person, meaning #tudent is not physically present or there is no interaction / contact with the
student. This includes but is not limited to services such as brailing, scribing, etc. or consultation between service
providers, service providers and administrators, gar@mployers, etc.

* Unless noted to the contrary all definitions for the above placement settings amedudatory definitions developed by
KSDE for data collection purposes.

Service Setting Delivery Models

Indirect Service - When service providerdeliver special education or related services to a student through another person.
example, when provider consults with someone who has direct contact with the student. The time (M/D/W) spent in consuli
shall be entered as an indirect setting(ofThis time can not exceed 25 minutes a day or be less than 3 minutes a day.

Direct Service- When special education personnel provide the service to the student through direct contact, rather throu¢
intermediate party. Direct service providersliume: a) Special Education personnel who hold a valid certificate with the
appropriate endsement, license or waiver. b) padaicators acting on behalf of certified special education personnel.

Regular early childhood programBbA program that containgt least 50% nowisabled children. These programs may
include, but is not limited to: Head Start centers; kindergarten; community based or private preschools, group child care
facilities, 4year old at risk programs, preschool classes offered to eligiélenatergarten children by the public school
system. Participation in these programs without SPED services or support can be reportgaas K

Time in Program: The next three fields deal with the amount of time the student receives special ecierataes. Enter
the actual amount of service time for each special education or related service delivered to a student for each different servi
setting.

Minutes/Days/Weeks must be a consistent, accurate representation of service delivery modelsAvaoalye Times.
Block schedule times may be combined if services, settings and providers do not change.

Minutes BThe actual number of minutes per day of special education or related services delivered in each different service
setting. Not to exceed tle total minutes in a single school day
Days- The actual number of days per week the student receives the specific service.
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WeeksbThe actual number of weeks out of the school year, the student received a specific domicensecutive weeks
mustreflect the service delivery model and not be averaged across the year. e.g. 18 weeks for 2 quarters, 9 weeks for montt
services, 18 weeks fordaeekly (block) services.

Prorating Weeks - Reporting the actual number of weeks of service delivered dthingchool yeafor students who have

exited, prorate the number of weeks served to the actual number of weeks of service delivered by the responsible LEA.
Prorating begins on the first day of school and ends on the exit day. If a student has modezutroéa district, report the

total sum of weeks of service delivered. For students who exit prior to the start of the regular fall term, report O (zero) weeks
of service.

Provider: Use theSelecr button to @ter the name of the qualified teacher oatedl service providetf you are unable to find
the correct name in the list contact your psych office or the MIS department. (We have found that if the service provider is
not based in the same building and/or district as you, you will not be ablestgsabeir name)

Initiate & End Date: Services are reported to KSDE within the defined school year. A typical scenario for a continuing
student services start on the first day of school, ending on the IEP meeting date. Then with a new IEP, servicqesuvwoeld

from the IEP date to the end of the school year. In a given school year, the maximum duration for a service would be betwe
the first day of school to the last day of school. IDEA allows for services to begin prior to the cHitddsday, butOSEPOs

data requirements focus on students age2B. Thus KSDE will not collect service data until the child turns 3. As a result,
service line beginning dates would not be prior to a child®@staday.

Begin date From the IEP date, the startingipioof the service addressed in the studentOs IEP.

For children who start Part B services before age 3, use thbirtBdate as the service begin date.

End dateb The anticipated day service(s) would cease, becoming the known date when services end.

Type of Document
Select one of the following options as to the purpose of writing this IEP:

Initial Transfer
Re-eval Annual
Re-entry 30 Day
Exit Exit Eval

Special ConsiderationsThese qustions should be answered "Yes or'Mased on information fourid the ETR/IEP. If

you answer YES to ESY and/or Health Plan, these plans must be completed and sent in to Central Office. )
If you answered YES to Behavior Intervention Pihe plan must be addressed by completing a OLearning New BehaviorsC
goal.

Rubrics: (Forms 1115)
Tip: if you create a rubric/checklist and realize that you have started the wrong type of checklist/rubric, click on the browserC
back button to get out of it. Do not save.
The followinginformationwill transfer over from the goal page each rubrionce you select th@oal Area (which makes
it critical that you create the goal before the checklist/rubric)
IEP Date
Implementation Date
Expected
How Well

Form 11: Benchmark Rubric
SelectCreate
Select from the pull down menu gtigoal that the rubric will go with

Enter the Benchmark 1 goal
Enter how the benchmark will be measured, add and delete rows as needed

Save Final when finished.

Form 12: Plus/Minus Checklist
SelectCreate
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Select from the pull down menu, the goal that thbric will go with

Enter items in the first box to be put on checklist

The next boxes can be used to enter the date completed and/or enter a plus or minus. When a plus is entered, enter the dat
completed

If you need to add more rows, from the drop ddist below the rows you can select up to 10 rows to be created at once.

Save Final when finished.

Form 13: Box Rubric
Speech Pathologist generally use this rubric most

SelectCreate
Select from the pull down menu, the goal that the rubric will go with

Area is whatever your goal is.
Ex. Rhyming, syllables, etc.

Numbers are the objectives you will use to help meet the goal written in the Area Box
Ex. Box 1, you might have ldentify rhyming words with 80% accuracy
Box 2, When givea word can give a rhyming word
Box 3, when given a word family can come up with 3 rhyming words
BaselineThe baseline of where the goal is starting
TargetThe target of where the goal will end
Save Final when finished.
Form 14: Points Rubric

SelectCreate
Select from the pull down menu, the goal that the rubric will go with

In the first box enter the task for which points will be earned

The next box is where you will enter the points earned. Points will be calculated automatically ydaticgdlch date. Ex: If

you collect data on all the tasks for 10/15 (the first entry), enter data points for each item. The points will show up on Entry 1
Make sure and put the date in the date field, in this case 10/15/2003.

If you need to add more rayfrom the drop down list below the rows you can select up to 10 rows to be created at once.

Enter what each point stand for. This is modifiable so they can be adjusted to fit your needs. You may indicate that 1 point
equals a certain percentage, or velvatr necessary to meet your needs.

Complete the boxes at the bottom.

Goal:
Goal refers to what is the studentOs target goal. How many points have you stated on the goal page that the student will
achieve out of how many. Ex: Goal: 75 of 100 points adlireg goal

Baseline:
Baseline refers to what was the studentOs baseline numeric statement, which you stated on the goal page. Make sure that y
baseline and target are measuring the same thing. Ex: Baseline: 20 of 100 points on reading goal.

Save Final when finished.

Form 15: Observation Rubric

Select Create

Select from the pull down menu, the goal that the rubric will go with

This is a form to be used to collect observations made during the collection of data for the goal.
Save Final when finished.
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FREQUENTLY ASKED QUESTIONS

What happens if | accidentally click on the Save Completed Form and itOs not final?

This is okay; you can still modify the form. The only time you are unable to make changes to the form once itOs completed i
after a new |IEP hmbeen started. Then the old IEP goes to OHistoryO (snapshot) and is no longer modifiable. The best way 1
see if you have finished a form completely when looking at the Forms List is to look for Yes or NoOs in the column. Draft is
indicated with a Norad Save Completed is indicated with a Yes.

IOm ready to start next years Annual IEP, what do | need to do?
Go toSelect another IEButton on right hand side of student forms list, click it and follow the directions. You can continue
to update goals &m a previous IEP after starting a new one by usindg#ie. Rewrite optionfound under Historical IEP

Can | copy and paste things into the netlEP? y
Yes! This is a great way to save time and make sure you are using the same language on the Can N8eps,axexGoal
pages.

| keep getting an error message when | log onto the netlEP

Things to look for: Check the system date on your computer. Make sure it is correct. An incorrect date will not allow you
access to the systerilso you cannot jump betwaehe netILP and netlEP without quitting your browser first, due to the
fact that they are both secure sites.

Why doesnOt the graph or progress points show up on my goal page?

Check all dates on your data collection dates. If a month has only 30 deyseéhter 31, this will cause problems. If you

type in the wrong year, this can cause your graph to do strange things. (Do you have an apostrophe or hyphen in one of you
dates?) Double check all dates when entering. All data must be numerical. Trytesséegf the graph will then appear.

| started a new annual IEP and entered data, saved it and exited. Why canOt | access the IEP?

The first step when starting a new netlEP is to go to Forth@ OIS page, enter your name as a provider, and sa@fis

If you arenOt listed as a provider, you will not have access. Contact your psych office and request that you be added to the
MIS page as a provider.

What happens if | accidentally click on the Indicate This IEP Is Finished button and the IEP d¢ finished?
This is okay. When thidicate this IEP is Finished button is clicked, an email message is sent to HPEC CO telling them
that the IEP is ready for review. Just send another message when the IEP is actually finished

How do I know if a newannual or reeval has been started?
When accessing a studentOs IEP go to the forms list then select the history (snapshot) button for any of the forms. By looki
at this list you will be able to tell when all rewrites (annual IEPs) and Reevaluationstestesl.

| have some students who will be moving on to another school in my district beginning with the new school year, how do |
make sure that their new service providers will have access to their IEP on the web?

If you have a transition meeting, adetnew providers name, service, setting, minutes, days, weeks, start and end dates. Be
sure to prorate your weeks and adjust the end date if needed. If a transition meeting is not held, add the new providers nam
to the MIS page and save as a draft.

Common mistakes when completing the netlEP

No date when IEP was given to parents

Yes/No questions not answered

One or more sections of PLEPs not filled in

No numerical statement in PLEPSs for goal
Past due date for annual update

No new goals written

Goalsnot Updated

How info was provided to parents not filled in on goal page
Service times do not match support page
Weeks of service not prorated

Start and end dates not filled in or incorrect
Check spelling ie. Salon/saloon, receive/recieve

KKK K K K K K K K K K
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¥  Course of study It should begin with the studentOs grade that he/she is in when s/he turns 14. For high school
transfersstart with ' grade and show previously earned credits (at least the number of credits earned in high
school.)
ESYN do not put the time on the MIS page
If both parents are living together enter them together, do not list them separately as guardians.
KS state assessméht.ist the school year during which the assessment will be taken.
Subsequent school is used only for a school/building other than thetemgirzg for services or for home services.
If services do not begin until the next year, make sure the implementation date of the IEP reflects this.
MOST IMPORTANT: When writing an IEP there are some things that must be done in sequential order so that you
do not run into problems down the road. They are as follows:
¥ Create PLEPS that will be attached to a goal FIRST
¥ Create goal pages SECOND
¥ Create checklists/rubrics to support goal pages THIRD/LAST

K K K K K K

General Computer Shortcuts:

Copying:
On Mac:CommandC
On PC: ContrelC

Pasting:
Mac: CommandV

PC: Control V

Cut:
Mac: CommandX
PC: Control X

To open up a second window screen while online:
Mac: CommandN
PC: Control N

If your computer freezes or locks up in one program:
Mac: Command Option, Bc to do &orce Quit, then select the program you want to quit.
PC: Control, Alt, Delete, select the program you want to quit
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EVERYTHING YOU NEED TO KNOW ABOUT HPEC
PAPERWORK, BUT ARE AFRAID TO ASK

BEGINNING THE NEW SCHOOL YEAR ON THE netlEP

ROSTERS

¥

Caseload rosters will be printed and emailed to teachers three times each scibBlefesr school starts in August, just before

the December 1 count, and just before school ends in May. The information on the rosters must be correct because it is used
complete State reports.

The start and end dates on the rosters are based on the FISCAL year not the IEP year.

In August and December, the start date will be the date the school resumes in August (the first day of the fiscal year) and the enc
date will ke the date the IEP ends. The roster should be checked to make sure the student®s name, grade, status and service tir
are correct. Service times must match up with the services listed on IEP Special Considerations, Staffing Team Report and Priol
Written Notice pages. New placements should be listed and changes/corrections made on the roster itself. Corrections should
have paperwork attached to support changes made unless it has already been sent to HPEC Central Office.

In May, the start date will bilne date of the IEP and the end date will be the last day of school. The end of the year rosters

should again be checked and corrections made. The completed rosters should then be returned to HPEC with the rest of the
checkin paperwork. The studentOadg for next school year and service times should be indicated. If the student is changing
providers and/or schools, add that information to the roster.

HPEC STUDENTS MOVING TO A NEW SCHOOL/PROVIDER/GRADE

When a student is transferring to a differeritasd and/or provider and a transition meeting is not held, the previous provider

enters the new providerOs name on a MIS service line and saves the form as ODraft.O0 This will give the new provider access ta
the Web Based IEP. When saved as Draft, noraifiwice information is required. If a transition meeting is held, be sure the

new service provider, new start and end dates, and new services are added to the netlEP MIS.

The new provider needs to make changdsoionl (Student Information) of the &P If the student has changed Teacher of

Record, make the change by clicking on the OSelectO button, putting in the first three letters of the new providerOs name and
selecting the correct name. Save the completed form. Changes to the NeighborhatdanydM¥ending Schools must be

made by Central Office personnel.

GENERAL MIS INFORMATION

¥

K K K

K K K

Send only English forms to HPEC When paperwork is sent to other schools that request information it must be in English.

One exception: If the Notice of Meetimgas sent to the parents in Spanish, send a copy with the other paperwork to show that
correspondence was done in the parentOs native language for monitoring purposes.

Check to make sure that all forms are completed before sending to HPEC.

Please do notend pages with information printed on the back. The scanner will miss it.

Please donOt send any paperwork containing staples. The scanner canOt digest them. It also canOt read anything that has bee
highlighted with a color other than yellow.

Please dnOt copy and send any paperwork available for review on the web. The exception is the MIS form. It shows what kind
of paperwork is attached and makes it easier for HPEC office to process.

Please do a OSave as finalO on IEP forms on the Web and theB@ni@t send any form as a draft.

Remove headers and footers before you print, donOt cut them off later. See the netlEP manual for instructions.

When an annual, evaluation, or transfer IEP is completed on the web, please remember to click the [EmigidmishedO

button. This sends an email message to HPEC office telling us that the IEP is ready to be reviewed. Included in the message is
the studentOs name, SSN, name of the person sending the message and the date the message wasde¢atkedpisrask of

IEPs and their paperwork.

Paperwork timeline: Please send all paperwork to the HPEC Office within two weeks of the meeting. If a meeting is held on or
before December 1, the paperwork must be in HPEC Central Office before Christiatas br

Only Psychologists and SLPs can do Objectives Met exit evaluations. Please contact your Psych if the student is ready to exit
due to objectives being met.

The Psych secretaries are only responsible for printing IEPS begun by their Psychs.

When staiing an annual netlEP, start the MIS and be sure that you put your name and any other providerOs name on a service
line. No actual times are required if you OSave as Draft.O A provider canOt access the web IEP if his name is not on a service li

PAPERWORK --FORMS IN THEIR CORRECT ORDER

1. MEDICAID FORMS:

¥
¥

A new Medicaid form must be signed every year.
Service Logs will be scanned to Central Office every month to allow HPEC to bill for Medicaid eligible services.
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2. MIS FORM

¥
¥
¥

KK W

Please attach a nEf MIS to all paperwork sent to HPEC Central Office.

Make sure all sections are completed and the form has been saved.

The KIDS program has assigned a unique state ID number to all students in the state of Kansas. Contact your principalOs office

to getthe number when you have a new student transfer into your district. Please write the KIDS number on the MIS form if it

isnOt in the MIS box.

Thelegal name must be in the first section.

Legal First Name: Enter as shown on the Birth Certificate, orrsegimg court document. Legal Middle Initial: Enter as shown

on the Birth Certificate, or superseding court document. If student has no middle initial;@r{terpBien) in the middle initial

field. Legal Last Name: Enter as shown on the Birth Ceatidi, or superseding court document. Student Preferred Name: Name

other than legal name that the student prefers to be called by. This is also where you would put a different last name that the

student goes by but has not had it legally changed. Useeferied Name section for the studentOs nickname.

The grade should now change automatically to reflect what is entered on the Student Information page when an IEP is done.

Preschoolers are PR, kindergarteners are KG, Prep will be KG, and Primary 01.

Makesure the OStatusO is correct. Look in the NETIEP Manual for complete descriptions of studentOs status.

The Social Security Number is very important as a way of tracking students in Kansas. Please do all that you can to get the

correct number. Only if atudent was born outside of the United States or parents refuse to give the Social Security number

should an X number be assigned by the HPEC office. The X number will only be used once and will follow the student

throughout his school caredfa studet transfers in with an X number from another school, use it.

The Annual Review date is the date the current annual or ETR meeting was held. It is also the date the transfer staffing was helc

because the transfer paperwork was reviewed for placementhie new school. The Previous Annual review date is usually

the prior yearOs date, but may be older if the student moved away and returned.

The Referral date is the date the child was first referred for services. For new placements, the refertiaé dkztie ithe

Permission to Evaluate form was signed. Leave it blank for transfers.

The Eval date is the date that the Psychologist did the most recent comprehensive evaluation. It is usually the first year of the

threeyear cycle. If a student moveswith an active IEP, the evaluation date is the date the student was evaluated at his old

school.

The Most Recent SPED Action is the date the Prior Written Notice (the four page form) is signed. It should always be changed

when a Prior Written Notice signed even for a change in services.

The HPEC Initial Placement date is the date the student first begins receiving services from HPEC. Once entered, this date

should never change.

The hearing/vision dates will transfer automatically from the Visiomithggage. Vision should be checked at least every two

years. Hearing should be checked at least every three years. Enter test dates, not pass/fail.

Check the parentOs information and make necessary changes especially names and addresses.

Services: Al special education and related services contained in the studentOs IEP must be itemized and reported on the MIS

service lines. No service may be excluded. Detailed information on entering services on the MIS can be found in the netlEP

Manual. Pleaseanot leave blank service lines when providers, services, and/or schools change. Do not include ESY services.

When you are entering services for an initial Early Childhood placement, the implementation date/service time begins on/after

the childOs thirditthday.

Think of service lines as a record of the IEP year. At the time a new annual or comp eval IEP is written for a child, a new MIS is

started, and a new |IEP year begins. Every time a service is changed or added, a new line is added. Ihéditndead from

the date the IEP was written on 10/03/09 until school was out in May, his service lines would remain from-08/23/09 and

last for 25 weeks. The new TOROs service line would be added below John's and start at the beginnings# tmahd

end on the anniversary of the IEP on 10/03/10 (or whenever the annual meeting was held) and last for 10 weeks. The number o

weeks on the MIS should add up to the total number of weeks for which the IEP is written, usually 36. If Jotessveeny

removed, and the new TOROs services were the only ones on the MIS, it would incorrectly appear as if new TOR was the only

teacher the child had for the whole IEP year.

Early Childhood Service Setting codes K.
K: Regular Early Childhood Prografime (children age 3, 4,5 onlf)Iinclude the total amount of time (400 minutes
maximum) that the child spends in regular early childhood and/or daycare, excluding time when special education
services are delivered. These programs may include Head&téets, community based or private preschools, group
childcare facilities, public preschool classes. No provider is necessary.

The Type of Document box should reflect the type of document that is being processed. Remove all but the type that goes with

the document being completed. If it is an exit, add the date of the exit. The exit date is the last day the services were provided t

the student.

The buttons on the lower right side of the MIS should be checked accordingly.

NOTICE OF MEETING : Reqiired any time the parents are invited to a meeting

It is a twopage form.

If the parents werenOt given ten days notice before the meeting was held, the box should be checked and the parents initial it at
the meeting.

Make sure the actual date, timedgriace of the meeting is put on the Date of Staffing line.
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If a meeting is rescheduled, do a new Notice of Meeting noting the new date and send in the first page of the old Notice of
Meeting as documentation.

All appropriate boxes should be checkedhia Purpose of Meeting section.

The names of all persons invited to the meeting should be put in the bottom section.

The ParentOs Rights and ParentOs access sections should be completed at the meeting depending on the parentOs wishes.
The parent/legajuardian must sign page two in the Acknowledgment section saying they understand the purpose of the meeting
and their legal rights.

If the meeting is held via the telephone, the form should be completed, but OMeeting held over the telephoneO shenld be writ
on the parentOs signature line.

STAFFING TEAM REPORT : Required for every meeting

This is the record of the proceedings of the meeting that was held.

Fill in all spaces especially the birthdates, date of meeting and place. Have only thetpmaattually attend the meeting sign
the Staffing Team Report.

Complete all sections.

Attach extra pages if necessary. Do not use the back.

PRIOR WRITTEN NOTICE :

Also called the SPED Action, it is the fepage form with the big box at the tofi. must be signed any time a change is made to
a service setting or more than 25% of service time. When in doubt, have it signed.

Check the appropriate boxes for the action being taken.

Make sure the description of action on page two mirrors the sumary of Team Recommendations on the Staffing Team
Report, the Special Considerations Form (5) on the web, and the MIS.

Make sure the implementation date is entered on page two.

All sections should be completed.

The parentOs signature and date isimedon page three to signify that they have been informed of their rights and understand
the proposed changes to the studentOs IEP. Also the date that the parents will receive the copy of the IEP is on this page.
The parents must sign and date onepfoyir giving or refusing to give consent to the changes.

SIGNATURE PAGE: only needed for annuals, evaluations and transfer staffings

Make sure the studentOs name and IEP date is at the top of the page.

Four signatures are requirethe signatte of the parent/guardian or the student if he is 18 or older, the principal or LEA

designee, the Interrelated teacher, and the regular education teacher. The exception is the Early Childhood teacher who may b
both the regular ed and special ed teacher.

When a student turns 18 years old, he becomes his own advocate. He may invite his parents to meetings, but his signature is th
only one required on paperwork. The exception is if a parent has a court order saying they have been named legal guardians.

ESY ADDENDUM:

This is a twepage form for students attending HPEC Extended School Year services. It is not necessary for students going to
regular Ed summer school.

It can be completed and attached to the annual IEP if it is documented in thatiEfe trequirements for ESY are met.

Make sure the ESY information in the Special Considerations section of the IEP matches the ESY Addendum. Also make sure
the ESY box is checked on the MIS.

A Prior Written Notice form must accompany the ESY addendlffESY is addressed during the IEP meeting, the need for

services documented in the IEP, and the Prior Written Notice form is signed at that time, the completed Addendum alone may be
sent in when services are determined.

CONSENT TO EVALUATE:

The fam has three pages and must be signed by the parents giving consent to evaluate the need for SPED sersatemt A 60

day timeline begins when the consent to conduct the initial evaluation is signed and ends when the IEP services are implementet
There are five evaluation options in section A: Initial Evaluation, Reevaluation, and No reevaluation needed, LEA refusal to
evaluate and LEA refusal to reevaluate. A check must be in one of these boxes. If an evaluation is being done, the boxes
indicatingthe area of evaluation should be checked.

Add the school PsychologistOs name on page two as the school contact.

If section A1, 2 or 3 is checked, parental signatures are required in two places on page three.

Consent to evaluate is also needed whenacseis discontinued due to goals being completed.

HEALTH CARE PLANS:

If a studentOs IEP says that he has a health care plan in place, a copy should be available in the School NurseOs office. A copy of tt
plan should be included with the IEP paperk sent to HPEC office. PhysicianOs reports and physical therapy prescriptions should
also be included.
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10. SERVICE LOGS

If the student receives Speech/Language Therapy, Nursing Services, Attendant Care Services, Occupational Therapy or Physical
Therapy Services, logs of services must be sent in to the HPEC Central Office on a monthly basis.

11. OTHER PAPERWORK:

¥ Interagency Release form signed by parents giving permission for the transfer of records to other agencies.
¥  Court records needed to shadoption, name changes, or custody changes.

TRANSFER-INS OR RE-ENTRYS
¥ The KSDE is very concerned about filling in service gaps in the records of Kansas children with IEPs who transfer from one
school district to another. KSDE wants to know the FIRFYOTHE CHILD IS SERVED in our district.
¥  The annual date is the date the parent signs the paperwork transferring an IEP to HPEC. This date may be a week or two after tt
first service date especially when there is a problem getting mom in for a meetiegEat Advocate can't be reached. We have
to account for every minute the child receives services. HPEC central office needs to know about a child with an IEP that moves
into a HPEC school even if paperwork is not completed before he exits.
The evaludbn date will remain the date the student was evaluated at his previous school if it is within tyeahrggdow.
Always start the Web IEP for a transfer student in year one.
Please note on the Staffing Team Report and the Student Information Famtlig)Web the date SERVICES began. For
example, you would say "Jose moved to Holcomb from Dodge City with an active IEP dated October 2006 and began receiving
services at Wiley Elementary School on August 18, 2007. The meeting transferring his IEFCtavei$held on September 1,
2007." The initiate date on the Prior Written Notice would say 08/18/07 and the service lines would begin on 08/18/07. The
annual date on the MIS would say 09/01/07. Services would end and IEP would be due one yeardeaim tha
¥  Please include transf@m paperwork from other schools or agencies. Mail to Central Office if there are too many pages to scan.
¥ If a child received services from HPEC, stopped receiving services for a move or withdamdakentered withouteceiving
services from another district, he would be an ORO reentry. If the reentry takes place while the HPEC IEP is active, the IEP can
begin again without starting a new annual. A new service line would be added to the MIS beginning with theselatey @nd
ending with the old annual date.

K K K

EXITS

¥  The exit date is the last day of delivered services.

¥ Important: Do not remove your name as a provider until all forms are completed and the MIS is printed. You will lose access
to the IEP when you reme your name from the MIS service lines.

¥  Itis very important that transfer exits and their supporting paperwork are returned to HPEC as soon as possible after the student
is dropped from the regular education roll. The student must be reported asiahexgchool year in which services ceased.
The current provider is responsible for completing and submitting the exit. Exits for students who move over the summer should
be into the HPEC office by September 1.

¥ If an exit date remains uncertain beaatize student did not enroll or attend this school year, enter the first day of summer break
as the exit date.

¥  When the Central Office receives an exit, the TOR will be emailed saying that she should notify all providers that all information
and goals shdd be completed. After one week, the web IEP will be disabled.

TRANSFER WITHIN KANSAS/LEFT STATE EXIT FORMS NEEDED :

¥ netlEP MIS with changes made to the statust(@)sfer within Kansas OR (Weft state or country, service lines prorating
times, and loweleft box showing the exit date

¥  Staffing Team Report with the principalOs and interrelated teacherOs signatures, date of last service, and destination of move.

¥  Updated goal pages completed on Web

OBJECTIVES MET EXIT FORMS NEEDED:

¥  MIS, Permission to Evahte, Notice of Meeting, Staffing Team Report, Prior Written Notice, Signature page, and eval
information in Web IEP. If the exit evaluation is done at the end of year three of an IEP, the exit information can be entered in
year three. On the MIS, the &uation date is changed to reflect the exit evaluation, but the annual date remains the same. The
status changes to 000.

GRADUATE EXIT FORMS NEEDED :

¥  MIS, Notice of Meeting, Staffing Team Report, Prior Written Notice, and information/goals done in Web IEP

¥  The graduation IEP must have a statement of the childOs academic and functional performance, including recommendations on
how to assist the child in meeting his postsecondary goals. The State has issued a decree that seniors must have an active IEP
place until the date they actually graduate to be a graduate exit with OGO status. If they choose to stop receiving services at the
annual meeting prior to graduation, they must sign the paperwork to "W" withdraw. Graduated exit paperwork (Notice of
Meeting, St Team Rpt, Prior Written Notice) could be signed in advance at the annual meeting if the Prior Written Notice is post
dated to the graduation date, but the annual paperwork and the new goal must be done too. If a senior is haviygdris three
comp eval and chooses not to continue with services, he can also be exited as "O" objectives met if the criteria for exit that are
listed in the IEP are met.
Instructions for completing the Prior Written Notice for Graduating Exits:

The Prior Written Noticdor graduation should have the following boxes checked:
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Page 1, box 4 referring to additions, changes or modifications...

Nothing else on page 1.

Page 2; check in box next to "E" Change in placement and also in box next to "Substantial Change in Placement
Write in Description box that the child is exiting due to graduation and his last day of services is May...

Under Options check in the Accepted box next to "Exit special education services" and then write "has met graduation
requirements" on the line.

Page 3, Description of data check "Record review and Parent, interviews." Also check next to less restrictive.

The signature should be the student's if he is 18 on pages 3 and 4.

DROP OUT OR WITHDRAWL EXIT FORMS NEEDED :

¥ netlEP MIS with changes made to #tatus (D OR W), service lines with times prorated, and lower left box showing the exit
date.

¥  Notice of Meeting, and the completed Prior Written Notice giving parental consent to stop receiving cervices.

¥  Staffing Team Report with the principalOs, pédenregular ed teacherOs, studentOs (if 18), and interrelated teacherOs signatures,
date of last service, and the reason for the exit,

¥  Student information changes made and goal pages completed on Web

HPEC TRANSFERS:

¥  When a student moves from one HPEQrdisto another, the following paperwork is needed:

¥  From the previous provider: A Staffing Team Report signed by the principal and interrelated teacher stating that the student has
transferred and the destination of his transfer. Add the new provigen@4o the netlEP and save it as OdraftO to give them
access to the IEP.

¥  From the new provider: The netlEP Student Information form (#1) should be changed to show the studentOs new address, phon

number, school information and Teacher of Record. AEMEEP MIS should also show these changes. The previous providerOs
service lines should show the last date of service and the weeks prorated. The new providerOs service lines should be added
below the previous providerOs lines until a new IEP is writfe.weeks should be prorated to the end of the IEP. A meeting
should be held with the parents if significant changes are made to the child®s times and settings and should then be considered
annual IEP review.

CHANGES IN SERVICE:

¥

K K K K

If a studentOs seceitime is changed more than 25%, a service is added or removed or a goal is changed, a meeting should be
held with the parents either in person or via telephone. Paperwork needed:

MIS with the new service lines added. If a service is ended, the ddtesaks should be amended.

Notice of Meeting should be filled out even if the meeting is held over the phone.

A Staffing Team Report outlining the changes to be made.

A Prior Written Notice, also called the SPED Action, it is the fpage form with the lgi box at the top. It must be signed any

time a significant change is made to an IERIake sure the description of action on page two mirrors the summary of

Team Recommendations on the Staffing Team Report, the support page on the web, and the MIS.

The Notice of Meeting page 2 and the Prior Written Notice pages 3, 4 must be signed by the parent even if the meeting was held
via the telephone.

The netlEP should be amended on the OHow the plan will be supportedO page by adding the meeting dateginiateel Eppr

year and describing the changes that were made.
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COMMON netlEP GOAL PROBLEMS

Please note that it is very important to do the Present Levels of Educational Performance (PLEPS) in the netlEP and assign the
goal area and list the supports befstarting the goal page. Once this has been done and you start the goal page, information
from the PLEP will be available in the goal such as4he and theSpecial Ed andClassroom Supports. After the PLEP and

goal page has been started then youstar your rubric/checklist. If you do not follow this order you will more than likely run

into problems which could result with you having teerger your data.

PLEPS should be data driven with specific numbers that match the numbers on the goarppgefthe goal says a student

will earn 18/20 points, then the rubric/checklist should list the 20 points and the graph should show points from one to twenty or
more. DonOt say points will be measured in the PLEPS and have percentages measigreglin tfikey must match! The first
student point on the graph is the baseline data and should be the starting point at the time the IEP is written.

Justify progress made on old goals and make sure that the new goals are based on data in the Ph&#eg iSfigomation

can be put in the discussion section or the PLEP section, but make sure it is there. If it says that the goal is based on a rubric or
checklist it must be included. If the rubric is not on the web it must be included with the padpaiomor with a copy of the goal

page that it goes with.

Graphs are automatic and require only the date data was collected and the numerical value of the data. If the graph does not
calculate, save and then go back to see if the graph appears. Eacbvimata is added the graph will automatically recalculate
itself.

Complete the Projected Dates to report to Parents. When you actually report to parents, complete the Actual Date Reported to
Parents, along with the method in which you provided the pssgeport to parents. You can use the comments box at the

bottom to add additional information when sending reports to parents. Make sure to date your comments.

Saving Goals: When creating the goal, once you are happy with the goal make sure andintickame Completed Form. Each

time you input data into the graph, make sure and do a Save Completed Form. Not doing so will indicate that the updates have
not been completed when in fact they have been completed.
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