REVISIONS to MODEL FORMS - Summer 2013

FORM

Description of Revisions Update

Rationale

Discipline
Documentation
Form:

Discipline
Documentation

Page 1: added “or fora
violent/dangerous student?” to
question #2.

Clarification — this situation was not
addressed previously.

Page 1: Added a box with
directions to question #2

”|:| Yes for a violent/dangerous
student. Go to Section F.”

Provide specific direction to proceed to
Section F of the form for this situation to
assist with compliance.

Page 3: In Section B, in step 2, in
first bullet, deleted “&” and
replaced with “and”.

Writing style correction.

Page 3: In Section B, in Finding of
the team, added “Go to Section
C.” and “Go to Section D.” behind
the decisions for manifestation
determination.

Clarification for directions of how to proceed
to assist with compliance.

Page 3: In Section C, added a
second box to describe placement
determination.

Clarification and additional explanation to
assist with compliance.

Page 3: In Section C, changed
wording to match NOA form for
“prior written Notice of Action”.

Consistency among all DESE guidance for
common vocabulary.

Page 4: In Section D, reworded
for step-by-step process.

Clarification and additional explanation to
assist with compliance.

Page 4: In Section D, changed
wording to match NOA form for
“prior written Notice of Action”.

Consistency among all DESE guidance for
common vocabulary.

Page 5: In Section E, added “the”
in front of “Procedural
Safeguards” by second checkbox.

Writing style correction.

Page 5: In Section E, deleted
“that” in the 8" line.

Writing style correction.

Page 5: In Section E, in the last
two lines, added “Go to Section
C.” and “Go to Section D.” behind
the decisions for manifestation
determination.

Clarification for directions of how to proceed
to assist with compliance.

Page 5: In Section F, in the 3™
line, added “was” between the
words “decision” and “made”.

Writing style correction.
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Form
(continued):

Page 5: In Section F, in Note #1,
added “a”.

Writing style correction.

Page 5: In Section F, in Note #1,
deleted “effect” and changed to
“affect”.

Writing style correction.

Entire document: reworded all
number references to follow
business writing style (e.g. one -
nine; 10+).

Writing style correction.

Notice of Action:

Page 2: In first box, added
“REQUIRED” between “Consent”
and “for”.

Clarification to make it clear that consent is
required for these actions.

Page 2: In first box, added “(with
assessment* or without
assessment)” after initial
evaluation checkbox.

Clarification for directions of how to proceed
to assist with compliance.

Page 2: In the first box, added
“(with assessment*)” after
reevaluation checkbox.

Clarification for directions of how to proceed
to assist with compliance.

Page 2: Added “Waiver of 10 days
is not required.” above the
signature line.

Clarification that consent waives the 10 days
so action can take place immediately.

Page 2: In the first box, added
“*A description of the areas to be
assessed and the tests to be used
(if known) must be provided with
this Notice.”

Clarification for directions of how to proceed
to assist with compliance.

Page 2: In the second box,
reworded the title to “Waiver of
10 Days for Initiation of Action.”

Clarification to make it clearer when this box
is used.

Page 2: In the second box, added
a section to document a verbal
waiver of the ten days to
implement an action.

Clarification for directions of how to proceed
to assist with compliance.

Notification of
Meeting:

Notification of
Meeting
(continued):

Page 1: reworded second
paragraph after the box listing
participants as follows: “*For the
initial IEP meeting of children
served in First Steps, the public
agency must, at the request of the
parent, send an invitation to the

Clarification to assist with compliance and to
make wording match State Plan.

Missouri Department of Elementary and Secondary Education
Special Education Compliance

July24, 2013

Page 2




Part C Service Coordinator or
other representatives of the Part C
system to assist with the smooth
transition of services at the initial
IEP meeting.”

In-State Transfer
Student
Documentation
Form:

In-State Transfer
Student
Documentation
Form

Page 1: Reworded reference
statement into a complete
sentence.

Writing style correction.

Page 1: In first chart, in second
row, in second column, re-
worded to read “Date of student’s
first day of school attendance
(m/d/y):".

Clarification for directions to assist with
compliance.

Page 1: In “Records Request”
paragraphs, reworded first
paragraph and enlarged font of
the entire section.

Writing style correction and to make
information easier to read / emphasize
importance.

Page 1: In “Records Received”
section, deleted the *s in the
third column between “Received”
and “(m/d/y)” in rows one and
two.

Writing style correction.

Page 1: Deleted explanation
section.

Font too small to read and duplicate
information for how to proceed.

Page 1: added section heading
for “Action Taken by LEA
Personnel as a Result of Records
Received.”

Clarification for directions to assist with
compliance.

Page 2: Deleted first row of the
chart.

Unnecessary information — no need to
include.

Page 2: In Section 2, reworded
and reordered steps; added a
“DECISION” area in chart.

Clarification for directions to assist with
compliance.

Page 2: Reworded and added
Section 2a with directions for
how to proceed.

Clarification for directions to assist with
compliance.

Page 3: In Section 3, reworded
and reordered steps; added a
“DECISION” area in chart.

Clarification for directions to assist with
compliance.

Page 3: Reworded and added
Section 3a and Section 3b with

Clarification for directions to assist with
compliance.
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(continued):

directions for how to proceed.

Page 4: In Section 4, reworded
and reordered steps; added a
“DECISION” area in chart.

Clarification for directions to assist with
compliance.

Page 4: Reworded and added
Section 4a with directions for
how to proceed.

Clarification for directions to assist with
compliance.

Page 5: Added a heading at top
of page and added Section 4b
with directions for how to
proceed.

Clarification for directions to assist with
compliance.

Page 6: Reworded and added
directions for how to proceed.

Clarification for directions to assist with
compliance.

Page 7: Reworded and
reformatted the
Parent/Guardian/Student
interview section.

Clarification and additional explanation to
assist with compliance.

Page 8: Reworded and
reformatted the Sending District
Interview section.

Clarification and additional explanation to
assist with compliance.

IDEA OUT-OF-
STATE Transfer
Documentation
Form:

IDEA OUT-OF-
STATE Transfer
Documentation
Form
(continued):

Page 1: reworded reference
statement into a complete
sentence as follows: “REFER TO
THE SPECIAL EDUCATION
PROGRAM REVIEW: COMPLIANCE
STANDARDS AND INDICATORS
MANUEL, TRANSFER PROCEDURES
SECTION, FOR A COMPLETE
EXPLANATION OF REQUIRED
DOCUMENTATION.”

Writing style correction.

Page 1: In first chart, in second
row, in second column, re-
worded to read “Date of student’s
first day of school attendance
(m/d/y):".

Clarification for directions to assist with
compliance.

Page 1: In “Records Request”
paragraphs, reworded first
paragraph and enlarged font of
the entire section.

Writing style correction and to make
information easier to read / emphasize
importance.

Page 1: In “Records Received”
section, deleted the *s in the
third column between “Received”
and “(m/d/y)” in rows one and

Writing style correction.
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IDEA OUT-OF-
STATE Transfer
Documentation
Form
(continued):

two.

Page 1: Deleted explanation
section.

Font too small to read and duplicate
information for how to proceed.

Page 1: added section heading
for “Action Taken by LEA
Personnel as a Result of Records
Received.”

Clarification for directions to assist with
compliance.

Page 2: In Section 2, reworded
and reordered steps; added a
“DECISION” area in chart.

Clarification for directions to assist with
compliance.

Page 2: Reworded and added
SubSection 2a with directions for
how to proceed.

Clarification for directions to assist with
compliance.

Page 3: In Section 3, reworded
and reordered steps; added a
“DECISION” area in chart.

Clarification for directions to assist with
compliance.

Page 3: Reworded and added
SubSection 3a and SubSection 3b
with directions for how to
proceed.

Clarification for directions to assist with
compliance.

Page 4: In Section 4, reworded
and reordered steps; added a
“DECISION” area in chart.

Clarification for directions to assist with
compliance.

Page 4: Reworded and added
SubSection 4a with directions for
how to proceed.

Clarification for directions to assist with
compliance.

Page 5: Added a heading at top
of page and added SubSection 4b
with directions for how to
proceed.

Clarification for directions to assist with
compliance.

Page 6: Reworded and added
directions for how to proceed.

Clarification for directions to assist with
compliance.

Page 7: Reworded and
reformatted the
Parent/Guardian/Student
interview section.

Clarification and additional explanation to

assist with compliance.

Page 8: Reworded and
reformatted the Sending District

Clarification and additional explanation to

assist with compliance.
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Interview section.

Review of
Existing Data:

Review of
Existing Data
(continued):

Page 1: Fourth line, replaced
“reevaluations” with
“reevaluation”.

Writing style correction.

Page 1: Second checkbox,
deleted comma after
“reevaluation”.

Writing style correction.

Page 1: in #1 in the list, added
“the” between “in” and “case”.

Writing style correction.

Page 1: in #4 in the list, added a
comma after the word
“appropriate”.

Writing style correction.

Page 2: Deleted row above
“Intellectual/Cognitive” section.

Formatting correction.

Page 3: In “Intellectual/Cognitive”
section, replaced “leaning” with
“learning” in the description.

Typographical error correction.

Page 3: In
“Social/Emotional/Behavioral”
section, added a comma after the
word “learning”.

Writing style correction.

Page 4: In “Post-secondary
Transition” section, changed the

“uc-n

s” in “secondary” to lower case.

Writing style correction.

Page 4: In “Post-secondary
Transition” section, changed the
“1"” in “Independent living” to
lower case.

Writing style correction.

’

Page 4: In “Assistive Technology”
section, changed “function” to
“functional” in the description.

Typographical error correction.

’

Page 4: In “Assistive Technology”
section, changed the following
words to lowercase:
“assessments, reports, service,
provider.”

Writing style corrections.

Page 5: In first colum, reworded,
and reformatted steps/choices.

Clarification and additional explanation to
assist with compliance.

Page 5: In second column,

Received clarification from Cynthia Quetsch

Missouri Department of Elementary and Secondary Education
Special Education Compliance

July24, 2013

Page 6




deleted last checkbox choice.

that IDEA does not allow for multiple
eligibility categories — student is eligible for a
category and other concerns are noted in
evaluation report and present level. Change
will emphasize services are NOT based on the
eligibility category but on student need.

Form C:

Page 1: Added “MEASURABLE”
prior to each of the three “POST-
SECONDARY GOAL(S)” areas.

Make it match State Plan and Federal
Regulations which call for “Measurable Post-
secondary Goals”. This will also emphasize
the “measurable” focus as this is a frequent
area of noncompliance in desk reviews.

Page 1: Reworded measurable
post-secondary goal prompt in
each of the three “POST-
SECONDARY GOAL(S)” areas.

Emphasize when (after high school), who (the
student) and action (WILL) to guide
compliance to the standards.

Page 1: Added “*” behind
“Outside Agency” in each of the
three areas and “*If appropriate,
MUST be invited to IEP meeting
with proper consent” at bottom
of page .

Emphasize requirement for proper consent
for outside agency participation. Creating
new flowchart guidance document to
“match”.

IEP Amendment:

IEP Amendment
(continued):

Page 1: Reformatted first three
sections.

Clarity of each of the sections and emphasize
choices to be made and where participation
is documented.

Page 1: Inline 1, added “()”
around the statement and
reformatted to a smaller font.

Clarify that this is a direction for
documentation.

Page 1: In the second table, first
row, add the word
“Representative” after LEA.

Clarification

Page 1: Reworded the option for
the amendment made via an IEP
meeting — added “The” after
check box and “*” at end of
statement.

Writing style correction.

Page 2: Reformatted to group
decisions/documentation.

Clarity

Page 2: In first table, added
ll(m/d/y) / / n.

Clarity. Emphasize compliance requirement
for documenting dates.

Page 2: In first table, added
“Method of Provision:
|:| Personally presented

Added place to document this information on
the form as a result of child complaint
noncompliance identified.
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[ ] Mailed [ ] Other: ”

Page 2: Added “*” in front of “If
an IEP meeting was conducted.”

Reference back to * on first page for
documenting IEP team member participation.

Page 2: reworded final paragraph
re: prior written notice.

Clarity of expectation for compliance.

Both pages: added page

Consistency for all model forms.

numbers.
Initial Evaluation | New Form Color coded flow chart version of existing
Process — guidance.
PARENT
REFERRAL Flow
Chart:
Initial Evaluation | New Form Color coded flow chart version of existing
Process — guidance.
AGENCY
REFERRAL Flow
Chart:
REEVALUATION | New Form Color coded flow chart version of existing

Process Flow
Chart:

guidance.

Destruction of
Records Form:

Add “(Available for inspection
only; no copy will be provided)
after, “Test Protocols” in the list
of records to be destroyed in the
4" paragraph.

Clarify guidance based on copyright laws.
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Discipline
Documentation
Flow Chart:

Reformat first line into a box
with arrow.

Clarification

Reformatted the final boxes in
each decision tree to either
GREEN for a direction referencing
“Proceed” as an action to be
completed or RED for “STOP”as
no more action needed.

Visual cues of process.

Deleted original choice under
“NO” for “Is this a 45 day
suspension due to drugs,
weapons, or serious bodily
injury?”

Replace with “Yes” and “No”
choices as follows:

] e

Proceed to Proceedto

Section Fofthe Section Bofthe
State Discipline State Discipline
Documentation Documentation

form form

Clarification

Initial Evaluation
Process Parent
Referral:

In first box on the left, re-word to
read:

“Date agency's certificated staff
receives parent request for
evaluation. Referrals from PAT
and First Steps are considered
parent referrals. Outside agencies
such as Head Start or Children’s
Services can help facilitate the
request, but it is still a Parent
Referral.

Provide Procedural Safeguards
within 5 days.”

Clarification
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