
FCSEC Ford County Special Education Cooperative 

 
 

Gibson City-Melvin-Sibley CUSD 5 
Paxton-Buckley-Loda CUSD 10 

 
 
 

STAFF 
PROCEDURES MANUAL 

2009-2010 
 
 

 
Page 2  FCSEC Directory of Personnel 

    

Page 3  Highlights and Changes to Procedures 
 

Page 4  Pre-School Referrals 
 
Page 6   Initial Referrals 
 
Page 10  Domain Meetings 
 
Page 12  Reevaluations 
 
Page 15  IEP Meetings 
 
Page 20  Request for Special Education Records 
 
Page 21  “Entrance” and “Exit” Forms 
 
Page 22  Workload Plan for Special Educators 
 
Page 25 Home/Hospital Instruction Procedures, Application,  

and Time Sheet 
 
 
 
 
 
217 E. 17th Street  Gibson City, Illinois 60936-1072 
(217) 784-5470  Fax (217) 784-5458 



2 

Staff Procedures 2009-2010 

FCSEC Directory of Personnel 
 

 
Rick Brackmann, Director   brackmanne@gcms.k12.il.us 
Sid Schaefer, Records Custodian  schaefers@gcms.k12.il.us 
 
School Psychologists 
 
Julie Audo, GCMS    AudoJ@gcms.k12.il.us 
Deb Cook, PBL     debcook@pbl.k12.il.us 
Kim Hansen, Intern    hansenk@gcms.k12.il.us 
 
Speech-Language Pathologists 
 
Pam Adkins, GCMS    adkinsp@gcms.k12.il.us 
Rebecca Edgington, GCMS/PBL  EdgingtonRS@gcms.k12.il.us 
Annette Fairchild, PBL    afairchild@pbl.k12.il.us 
Sarah McCall, PBL    smccall@pbl.k12.il.us 
 
Therapists 
 
Susan Bane, P/T Occupational Therapist slab2125@aol.com 
Cheryl Elder, Certified OT Asst  elderc@gcms.k12.il.us 
Heather Messner, Certified PT Asst  MessnerH@gcms.k12.il.us 
Wendy Reils, P/T Physical Therapist  w.reils@daca.net 
 
Vocational Coordinator 
 
Veronica Kirkpatrick    vkirkpatrick@pbl.k12.il.us 
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Highlights or Changes to Procedures 
 
State Performance Plan Indicators 
 
Indicator 11: The percent of children who were evaluated within the 60 school day timeline. 
 
Indicator 12: Percent of children referred by Part C prior to age 3, who were found eligible for Part B, 
and who have an IEP developed and implemented by their third birthdays. 
 
Indicator 13: Number of youth  . . . with an IEP that includes coordinated, measurable, annual IEP goals 
and transition services that will enable the student to meet the post-secondary goals. 
 
1. Reevaluations 

a. None to be initiated after March 1st (Check your due dates!) 
b. Must be completed before the end of the current school year (Indicator 11/60-days) 
c. The Monthly Enrollment Form now has a column for the next reeval date. 

2. Initial Evaluations 
a. School/parent referrals must be completed before the end of the school year ς initiate no later 

than March 1st 
b. For referrals from CFC, the EDC/IEP meeting must be held prior ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ǘƘƛǊŘ ōƛǊǘƘŘŀȅΦ 
c. Written reports of assessments must be sent to parents prior to the EDC meeting. 

3. Transfer Students with IEPs ς Within 10 days of enrollment, send out a Notification of Conference 
for an IEP meeting to develop a new IEP. 

4. Graduation with a Standard Diploma vs. Certificate of Attendance 
a. This decision should be made at an IEP meeting during high school as soon as possible 
b. No later than the 11th grade Annual Review, determine if the student qualifies for services 

beyond grade 12 for those students who will receive a Certificate of Attendance. 
c. If the student will return for services past 12th grade, discuss whether or not the student will 

participate in graduation ceremonies at the end of his/her 12th grade year. 
5. Request for student records 

a. Case Manager may give the parent/guardian a copy of the current IEP/EDC. 
b. Requests for other records from the parent/guardian must be directed to the Records 

Custodian in the FCSEC office. 
c. All requests for special education records from outside agencies must be directed to the 

Records Custodian in the FCSEC office. 
6. bŜǿ ά{ǳǇǇƭŜƳŜƴǘŀƭ CƻǊƳǎέ ƛƴ CƛƭŜaŀƪŜǊ 

a. Parent/Guardian Waiver of 10-Day Notice of Meeting 
b. Parent/Guardian Waiver of 10-Day Notice of Evaluation 
c. Early Childhood Outcomes Summary Forms ς Entry and Exit 
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PRE-SCHOOL REFERRAL PROCEDURES 
 
1. Requests for Pre-School referrals should be sent directly to the Ford County Special Education 

Cooperative office.  Birth-3 (Early Intervention) referrals usually come via Child and Family 
/ƻƴƴŜŎǘƛƻƴǎ ό/C/ Імс ƛƴ 5ŀƴǾƛƭƭŜύ ŀǇǇǊƻȄƛƳŀǘŜƭȅ с ƳƻƴǘƘǎ ǇǊƛƻǊ ǘƻ ǘƘŜ ŎƘƛƭŘΩǎ ǘƘƛǊŘ ōƛǊǘƘŘŀȅΦ 

 
2. Referrals are reviewed by the FCSEC office, copied and assigned to the personnel who will be 

involved with testing approximatŜƭȅ ǘǿƻ ǘƻ ŦƻǳǊ ƳƻƴǘƘǎ ōŜŦƻǊŜ ǘƘŜ ŎƘƛƭŘΩǎ ǘƘƛǊŘ ōƛǊǘƘŘŀȅΦ  hƴŜ 
ƻŦ ǘƘŜǎŜ ǇŜƻǇƭŜ ǿƛƭƭ ōŜ ŀǎǎƛƎƴŜŘ ŀǎ ǘƘŜ άwŜŦŜǊǊŀƭ /ƻƻǊŘƛƴŀǘƻǊΣέ ǳǎǳŀƭƭȅ ŀ ǎǇŜŜŎƘ-language 
pathologist or school psychologist.  This person will be responsible for setting up the required 
meetings and sending out the meeting notices.   

 

 When a referral comes from Early Interventions (EI), they will schedule a Transition 
aŜŜǘƛƴƎ ŀǇǇǊƻȄƛƳŀǘŜƭȅ о ƳƻƴǘƘǎ ōŜŦƻǊŜ ǘƘŜ ŎƘƛƭŘΩǎ оrd birthday.  Required participants are a 
representative from EI, the school district, and a parent.  The school district may also use this 
meeting to determine what testing needs to be completed by the district and secure the 
ǇŀǊŜƴǘΩǎ ǿǊƛǘǘŜƴ ǇŜǊƳƛǎǎƛƻƴ ǘƻ ŎƻƴŘǳŎǘ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘόǎύΦ  ¢Ƙƛǎ ƛǎ ŀƭǎƻ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ 
ά5ƻƳŀƛƴ aŜŜǘƛƴƎέ ƻǊ ά5ƻƳŀƛƴ tǊƻŎŜǎǎΦέ  ό{ŜŜ Іп ōŜƭƻǿΦύ 

 
3. Parents will be given a copy of ISBE Form 34-57A (dated 8/14/2007) ς Parent/Guardian 

Notification of Decision Regarding Referral.  (This may be done at the Domain Meeting.)  This 
form tells the parents whether or not the district will test their child for special education 
eligibility.  It also states the reason(s) for the decision. 

 
4. A Domain Meeting must be held to complete ISBE Form 34-57B ς Parent/Guardian Consent for 

Evaluation.   The Team determines what information will be needed in each of eight domain 
areas.  This information is on page two of Form 34-57B.  When page two has been completed, 
the parent signs on one of the two places on page one.  Participants in this meeting should sign 
on the back of the Referral for Initial Evaluation form.  The sixty-day timeline for completing 
ŜǾŀƭǳŀǘƛƻƴǎ ōŜƎƛƴǎ ǿƛǘƘ ǘƘŜ ǇŀǊŜƴǘόǎύκƎǳŀǊŘƛŀƴόǎύΩǎ ǎƛƎƴŀǘǳǊŜ ƻƴ CƻǊƳ оп-57B.  

 Note: For EI referrals, children who are not yet three years old, the 60-day timeline does not 
apply.  However, any needed evaluations, an eligibility meeting and, if eligible, an IEP, must be 
ƛƴ ǇƭŀŎŜ ōȅ ǘƘŜ ŎƘƛƭŘΩǎ ǘƘƛǊŘ ōƛǊǘƘŘŀȅΦ 

 
5. Parents will be given a copy of both forms ς 34-57A and 34-57B.  Also, they will be given a copy 

of the Explanation of Procedural Safeguards ς Form 34-57J.  
 
6. As soon as a parent/guardian has given written consent for testing, the referral will be sent to 

the principal and superintendent for review.    
 
 Note: If the parents/guardians refuse testing on a referral from CFC/EI, try to obtain a 

άǊŜŦǳǎŀƭέ ǎƛƎƴŀǘǳǊŜ ƻƴ оп-57B ς Parent/Guardian Consent for Evaluation.  If not, send a note 
to that effect with the referral to the FCSEC office. 
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7. The referral (34-57A, 34-57B, and Referral for Initial Evaluation) will then be sent to the FCSEC 
office.   

 
8. The referral documents will be copied and distributed to all of those who will be involved in 

completing assessments per the domain meeting.  The school psychologist or speech-language 
pathologist will be responsible for scheduling an IEP meeting to determine eligibility upon 
completion of the individual assessments. 

 
9. ²ƛǘƘƛƴ сл ǎŎƘƻƻƭ Řŀȅǎ ƻŦ ǘƘŜ ǇŀǊŜƴǘόǎύκƎǳŀǊŘƛŀƴόǎύΩǎ ŎƻƴǎŜƴǘ ǘƻ ǘŜǎǘ όǾƛŀ L{.9 CƻǊƳ оп-57B), or 

by age 3 for EI referrals, the EDC meeting will be held to determine if the child is eligible for 
special education and related services.  If the child is eligible, an IEP must be written within the 
60-day timeline.  In most cases, the IEP will be written at the same time as the eligibility 
meeting. 

 
10. The appropriate forms will be completed and the parent(s)/guardian(s) will receive a copy of all 

reports and forms, including the eligibility meeting and IEP.  Beginning with the 2008-2009 
school year, the parents should be given a copy of the IEP, including EDC docǳƳŜƴǘǎΣ ŀǘ άǘƘŜ 
concluǎƛƻƴ ƻŦ ǘƘŜ L9t ¢ŜŀƳ ƳŜŜǘƛƴƎΦέ However, if the parents/guardians are in agreement, the 
final copy may be mailed or sent home within 5 school days of the meeting. 

 
Two additional forms for ECE-age children: 
 
1) When the referral comes from Child and Family Connection (CFC), the Early Intervention 

Tracking Form is to be completed and sent to the FCSEC office. 
2) When a preschooler is found eligible and receives an IEP, the EDC Team is additionally 

responsible for completing an Early Childhood Outcome (ECO) Rating Form and submitting it to 
the FCSEC office.  (This form is not needed for a child with a Service Plan.)  This form can now 
ōŜ ŦƻǳƴŘ ƛƴ CƛƭŜaŀƪŜǊ ǳƴŘŜǊ ά{ǳǇǇƭŜƳŜƴǘŀƭ CƻǊƳǎΦέ 

 
If parents have questions regarding the referral process or would like an additional copy of the 
Explanation of Procedural Safeguards Available to Parents/Guardians of Students with Disabilities, 
they should contact the director of the Ford County Special Education Cooperative (217-784-5470). 
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INITIAL REFERRAL PROCEDURES 
 
1. As soon as a child begins to struggle in school, the Building TEAM should review the case and 

look at interventions and/or supports in addition to what the child receives in his/her general 
education classroom.   

  Typically, this will involve an initial TEAM meeting and follow-up meetings every 2-4 
weeks to evaluate and modify interventions.   

  Normally, interventions should be tried for at least 9-18 weeks before seeking a special 
ŜŘǳŎŀǘƛƻƴ ŜǾŀƭǳŀǘƛƻƴΦ  Lǘ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ άwŜǎǇƻƴǎŜ ǘƻ LƴǘŜǊǾŜƴǘƛƻƴέ όwǘLύ ƻǊ ŀ 
similar model be utilized. 

 
2. If these interventions, including Tier 2 and 3 services, do not yield student gains and the 

Building TEAM believes that special education services may be needed, a special education 
referral made be held and a Domain Meeting scheduled with the parents/guardians.  The 
Domain Meeting should be held no later than March 1st so that the testing and eligibility (EDC) 
meeting are held before the end of the school year. 

 
3. A Domain Meeting must be held to complete (1) ISBE Form 34-57A (dated 8/14/07) ς 

Parent/Guardian Notification of Decision Regarding A Request For An Evaluation, (2) ISBE 
Form 34-57B (8/14/07) ς Parent/Guardian Consent for Initial Evaluation, and (3) FCSEC 
Referral for Initial Evaluation form. 

 A team including the parent/guardian, general educator, special educator, administrator 
and others as appropriate determines what information will be needed in each of eight 
domain areas.  This information is on page two of Form 34-57B.   

 When page two has been completed, the parent/guardian must sign on page one giving 
consent to evaluate his/her child.   

 Participants in this meeting should sign on the back of the Referral for Initial Evaluation 
form denoting their participation in this process.   

 ISBE Form 34-57A is filled out and given to the parents signifying whether or not the 
district will evaluate the child. 

 The sixty-day timeline for completing evaluations begins with the 
ǇŀǊŜƴǘόǎύκƎǳŀǊŘƛŀƴόǎύΩǎ ǎƛƎƴŀǘǳǊŜ ƻƴ CƻǊƳ оп-57B.  

 
4. The parent should be given a copy of both forms ς 34-57A and 34-57B.  Also, they must be 

given a copy of the Notice of Procedural Safeguards ς Form 34-57J (8/07).  
 
5. If testing will begin within 10 days of when the parent/guardian gave written permission to test, 

the parent/guardian must also sign the Parent/Guardian Waiver of 10-Day Notice of 
Evaluation. 

 
6. As soon as a parent/guardian has given written consent for testing, the referral will be sent to 

the principal and superintendent for review.  
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7. The referral (34-57A, 34-57B, and Referral for Initial Evaluation) will then be sent to the FCSEC 
office.   

 
8. The referral documents will be copied and distributed to all of those who will be involved in 

completing assessments per the domain meeting.  The psychologist and social worker will have 
the responsibility of scheduling an IEP meeting to determine eligibility upon completion of the 
various assessments.  The assigned case manager will be responsible for sending out the 
Parent/Guardian Notification of Conference.  In the case of a speech-only referral, the speech-
language pathologist will schedule the meeting and send out the notice. 

 
9. ²ƛǘƘƛƴ сл ǎŎƘƻƻƭ Řŀȅǎ ƻŦ ǘƘŜ ǇŀǊŜƴǘόǎύκƎǳŀǊŘƛŀƴόǎύΩǎ ŎƻƴǎŜƴǘ ǘƻ ǘŜǎǘ όǾƛŀ L{.9 CƻǊƳ оп-57B), a 

meeting will be held to determine if the child is eligible for special education and related 
services.   

 At least ten calendar days prior to this meeting, the parents/guardians should be sent a 
written notification of the meeting using ISBE Form 34-57D (8/14/07) ς 
Parent/Guardian Notification of Conference.  Two additional notices/reminders must 
be sent prior to the meeting and documented on the signature page of the IEP. 

 At the same time or around one week prior to the Eligibility Meeting, a copy of each 
assessment written report must be sent to the parents/guardians so that they have a 
chance to read it prior to the meeting.  The person who has conducted the assessment 
is responsible for sending his/her report directly to the parents/guardians or send it to 
the FCSEC office; the Records Custodian will then mail a copy to the parents/guardians.  
The exceptions to this procedures are (1) if the EDC meeting is held the same day as the 
assessment or, (2) as approved prior to the EDC meeting by the Director of Special 
Education. 

 
10. At the Eligibility Meeting, all assessments completed will be reported to the eligibility (EDC) 

team and a decision will be made regarding special education and related services eligibility.  
The following eligibility forms must be utilized at this meeting: 

  Documentation of Evaluation Results 

  Eligibility Determination (SLD or Non SLD) 
 
11. If the child is eligible, an IEP must be written within the 60-day timeline.  In most cases, the IEP 

will be written at the same time as the eligibility (EDC) meeting. 
 
12. The appropriate forms (see below) will be completed and the parent(s)/guardian(s) will receive 

a copy of all reports and forms, including the eligibility meeting and IEP.  In the case of an 
eligible child, it is the responsibility of the Case Manager (teacher or SLP) to put the final IEP 
and EDC paperwork together and distribute the appropriate copies.  If a child is found not 
eligible, it will be the responsibility of either the psychologist/social worker or SLP (for a speech-
only referral) to finalize the paperwork.  All original documents must be sent to the FCSEC 
office.  Beginning with the 2008-2009 school year, the parents must be given a copy of the 
L9tΣ ƛƴŎƭǳŘƛƴƎ 95/ ŘƻŎǳƳŜƴǘǎΣ ŀǘ άǘƘŜ ŎƻƴŎƭǳǎƛƻƴ ƻŦ ǘƘŜ L9t ¢ŜŀƳ ƳŜŜǘƛƴƎΦέ  However, if the 
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parents/guardians are in agreement, the final copy may be mailed or sent home within 5 school 
days of the meeting. 

 
13. If parents have questions regarding the referral process or would like an additional copy of the 

Notice of Procedural Safeguards for Parents/Guardians of Students with Disabilities, they 
should contact the Ford County Special Education Cooperative (217-784-5470). 

Initial IEP and Required Consent Forms 
 

¢ƘŜ άLƴŘƛǾƛŘǳŀƭƛȊŜŘ 9ŘǳŎŀǘƛƻƴ tǊƻƎǊŀƳέ όL9tύ ŀƴŘ ŎƻƴǎŜƴǘ ŦƻǊƳǎ ǎƘƻǳƭŘ ōŜ ƛƴ ǘƘƛǎ ƻǊŘŜǊ ǿƘŜƴ copying 
and distributing to the appropriate people.  The copy with original signatures must be sent to the 
FCSEC office. 
 

1. ά/ƻƴŦŜǊŜƴŎŜ {ǳƳƳŀǊȅ wŜǇƻǊǘέ όǎƛƎƴŀǘǳǊŜ ǇŀƎŜύ 
2. ά5ƻŎǳƳŜƴǘŀǘƛƻƴ ƻŦ 9Ǿŀƭǳŀǘƛƻƴ wŜǎǳƭǘǎέ όн tŀƎŜ ŦƻǊƳ ƻǊ /ƻƴŘŜƴǎŜŘύ 
3. ά9ƭƛƎƛōƛƭƛǘȅ 5ŜǘŜǊƳƛƴŀǘƛƻƴέ ό{[5 ƻǊ bƻƴ {[5ύ 
4. άtǊŜǎŜƴǘ [ŜǾŜƭǎ ƻŦ !ŎŀŘŜƳƛŎ !ŎƘƛŜǾŜƳŜƴǘ ŀƴŘ CǳƴŎǘƛƻƴŀƭ tŜǊŦƻǊƳŀƴŎŜέ 
5. ά{ŜŎƻƴŘŀǊȅ ¢Ǌŀƴǎƛǘƛƻƴέ ŀƴŘ ά¢Ǌŀƴǎƛǘƛƻƴ {ŜǊǾƛŎŜǎέ όŦƻǊ ǎǘǳŘŜƴǘǎ ǿƘƻ ǿƛƭƭ ōŜ ŀǘ ƭŜŀǎǘ мп ѹ 

years of age during the course of the new IEP) 
6. άDƻŀƭǎ ŀƴŘ hōƧŜŎǘƛǾŜǎκ.ŜƴŎƘƳŀǊƪǎέ 
7. ά9ŘǳŎŀǘƛƻƴŀƭ !ŎŎƻƳƳƻŘŀǘƛƻƴǎ ŀƴŘ {ǳǇǇƻǊǘǎέ 
8. ά!ǎǎŜǎǎƳŜƴǘέ όƴƻǘ ƴŜŜŘŜŘ ŦƻǊ 9/9 ǎǘǳŘŜƴǘǎύ 
9. ά9ŘǳŎŀǘƛƻƴŀƭ {ŜǊǾƛŎŜǎ ŀƴŘ tƭŀŎŜƳŜƴǘέ 
10. Parent/Guardian Notification of Conference Recommendations 34-57E (8/14/07)  **This 

form may go on top of the documents to the parents. 
11. Parent/Guardian Consent for Initial Provision of Special Education Placement and Related 

Services 34-57F (8/14/2007) 
12. Parent/Guardian Notification of Conference 34-57D (8/14/07) 
13. A copy of the Behavioral Intervention Policy and Procedures (Initial IEPs only) 
14. Any written reports that were done as a result of testing, such as a SDS, psycho-educational, 

speech-language, occupational and physical therapy.  The FCSEC office must have an 
original signature with each written report. 

 
In addition to the Initial IEP, an FCSEC ά9ƴǘǊŀƴŎŜ CƻǊƳέ must be completed by the case manager and 
sent to the FCSEC office at the same time as the IEP. 
 
Persons responsible for the above forms: 
 
Psychologist or SLP (for speech only): 2, 3 
Case Manager: 1, 4-13 
Psychologist, social worker, SLP, OT or PT: 14 
 
Optional IEP or Other Forms at the discretion of the IEP Team: 
 
ά!ŘŘƛǘƛƻƴŀƭ bƻǘŜǎκLƴŦƻǊƳŀǘƛƻƴέ όƎƻƻŘ ŦƻǊ ƳŜŜǘƛƴƎ ŘƻŎǳƳŜƴǘŀǘƛƻƴΣ ƛƴŎƭǳŘƛƴƎ ƳƻǊŜ ŘŜǘŀƛƭǎ ŀōƻǳǘ 

accommodations/supports) 
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άCǳƴŎǘƛƻƴŀƭ .ŜƘŀǾƛƻǊŀƭ !ǎǎŜǎǎƳŜƴǘέ ŀƴŘ ά.ŜƘŀǾƛƻǊ aŀƴŀƎŜƳŜƴǘ tƭŀƴέ 
άaŀƴƛŦŜǎǘŀǘƛƻƴ 5ŜǘŜǊƳƛƴŀǘƛƻƴέ 
ά{ǳƳƳŀǊȅ ƻŦ tŜǊŦƻǊƳŀƴŎŜέ όbƻǘ ŀŎǘǳŀƭƭȅ ŀƴ L9t ŦƻǊƳΣ ōǳǘ ŎƻǳƭŘ ōŜ ƛƴŎƭǳŘŜŘ ǿƛǘƘ ǘƘŜ L9t ŘƻŎǳƳŜƴǘǎΦ  

It is required to be given to exiting seniors before graduating or leaving school.) 
άwŜǇƻǊǘ ƻŦ tǊƻƎǊŜǎǎ ƻƴ !ƴƴǳŀƭ Dƻŀƭǎέ όǎŜƴǘ ƘƻƳŜ ǉǳŀǊǘŜǊƭȅύ 
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DOMAIN MEETING PROCEDURES 
 
Purpose: On an Initial Evaluation, the Domain Meeting is utilized for 2 reasons:   (1) Determine 

what areas will be assessed to determine if the student has a disability and if that 
disability is such that it requires special education and related services.  (2) Secure 
written permission from a parent/guardian to conduct the evaluation. 

 
 For a reevaluation, the Domain Meeting will determine what if any assessments are 

needed in order to hold an eligibility meeting (EDC). 
 
Forms: Parent/Guardian Notification of Decision Regarding a Request for an Evaluation 
 ISBE 34-57A (8-14-2007) 
 Unless the district is not going to test a child following a parent/guardian request, check 

ǘƘŜ άƛǎ ŀǇǇǊƻǇǊƛŀǘŜέ ǎtatement for all Initial Referrals.  Check the top box for all 
Reevaluations. 

 
Parent/Guardian Consent for Initial Evaluation (2 pages) 
ISBE 34-57B (8-14-2007) 
   or 
Parent/Guardian Consent for Reevaluation (2 pages) 
ISBE 34-57C (8-14-2007) 

 
Participation: ²ƘƛƭŜ ǘƘŜ 5ƻƳŀƛƴ aŜŜǘƛƴƎ ƛǎ ƴƻǘ ŀƴ L9t ƳŜŜǘƛƴƎΣ ŀ άōŜǎǘ ǇǊŀŎǘƛŎŜέ ǿƻǳƭŘ ōŜ ŦƻǊ ŀƭƭ 

participants to meet together to make these decisions and then secure written 
permission from a parent/guardian.  However, if the parent/guardian is not able to 
attend, the rest of the team may collectively fill out Page Two and someone may then 
secure a signature on Page One from the Parent/Guardian.  Participants should include 
at least one general educator who has knowledge of the student being referred, a 
special educator, an administrator, and a parent/guardian. 

 
Notes: Document participants on Page Two of the Consent form.  An IEP signature page may be 

utilized but it is not required.  (This is not an IEP meeting.) 
 
 For a Reevaluation Domain meeting and when the parent is present and has given 

written consent that no additional testing is needed, the Team may proceed directly to 
an Eligibility (EDC) meeting if the parent/guardian is willing to waive the 10-day written 
notice.  (Use the new Parent/Guardian Waiver of 10-Day Notice of Meeting.) If the 
parent/guardian is not present and the team must secure a signature later, under no 
circumstances can the team move directly into an eligibility (EDC) meeting.  After the 
team has later obtained written consent, a written 10-day notice must be sent to the 
parent/guardian prior to holding an eligibility meeting. 
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Procedures: 1. Review all 8 domain areas.  
   

a) ²ƘŜƴ ά¸Ŝǎέ ƛǎ ŎƘŜŎƪŜŘ ǳƴŘŜǊ ǊŜƭŜǾŀƴǘΣ Ŧƛƭƭ ƻǳǘ ǘƘŜ ŦƛǊǎǘ ŎƻƭǳƳƴ ŀƴŘ ǘƘŜ ƭŀǎǘ н 
as needed. 

b) ²ƘŜƴ άbƻέ checked, no other information is is needed. 
 

2. If additional evaluations will be conducted, ask the parent/guardian to give 
written consent on page one.  Make sure the date is also filled in by the 
parent/guardian.  This signature and date begins the 60-day timeline for 
completing evaluations and holding the EDC meeting. 
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RE-EVALUATION PROCEDURES 
 

1. A list of students due for a 3-year re-evaluation during the current school year is developed. 

 The FCSEC Records Custodian annually develops a re-evaluation list.  This list will be 
given to case managers, school psychologists, and social workers. 

 Case Managers are responsible for checking the paperwork of each of the students on 
their caseloads to make sure the list is accurate and up-to-date.  Ultimately, the 
responsibility for completing the 3-year reevaluation on time rests with the case 
manager. 

 The domain/reevaluation process should be started approximately 3 months prior to 
the due date.  However, no referrals can be made after March 1.  For students whose 
reeval date is in June-September, the referrals should be made no later than March 1 so 
that the EDC meetings can be held prior to the end of the school year. 

 
2. Case managers will set up domain meetings in conjunction with the school psychologist and 

other professionals whose attendance may be requested at the Domain Meeting. 
 
3. At the Domain Meeting, the following forms will be completed: 

 ISBE 34-57A (8-14-07)  Parent/Guardian Notification of Decision Regarding a Request 
for an Evaluation 

 ISBE 34-57C (8-14-07)  Parent/Guardian Consent for Reevaluation (2 pages)   

 When 34-57C is filled out, including written consent from the parent/guardian, ask each 
Domain Meeting participant to sign the second page of this form at the bottom to 
indicate attendance at this meeting. 

 {ŜŜ ά5ƻƳŀƛƴ aŜŜǘƛƴƎ tǊƻŎŜŘǳǊŜǎέ ŦƻǊ ƳƻǊŜ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴΦ 
 

If testing is not needed, go to #4.  If testing is needed, go to #6. 
 
4. If the Team determines no testing is necessary at this time and a parent/guardian is present, 

you may move right into a short Eligibility Meeting.  You will need: 

 Conference Summary Form όǎƛƎƴŀǘǳǊŜ ǇŀƎŜύ ǿƛǘƘ ǎƛƎƴŀǘǳǊŜǎΤ ŎƘŜŎƪ άwŜŜǾŀƭǳŀǘƛƻƴέ ŀƴŘ 
άwŜǾƛŜǿ ƻŦ 9ȄƛǎǘƛƴƎ 5ŀǘŀέ ŀǘ ǘƘŜ ǘƻǇΦ 

 Documentation of Evaluation Results (2 page form or 1 page condensed) 

  Eligibility Determination page (SLD or Non SLD) 

 ISBE 34-57E (8-14-07) Parent/Guardian Notification of Conference Recommendations 
 
Note: If the parent/guardian is not present, the meeting must stop upon completion of page 
two of Parent/Guardian Consent for Reevaluation.  The written consent will need to be 
obtained before the Team can schedule an EDC meeting with written 10-day notice. 

 
5. Copy all documents and give one copy to the parent/guardian.  The originals should be sent to 

the FCSEC office. 
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6. When testing is needed, complete all assessments and then send out a written 10-day notice 
for the eligibility meeting: 

 ISBE 34-57D (8-14-07) Parent/Guardian Notification of Conference 
 
7. Conduct an evaluation (EDC) meeting and, if necessary, write a new IEP within 60 days of when 

the parent gave written permission in step #4. 
 

IEP and Required Consent Forms 
 

¢ƘŜ άLƴŘƛǾƛŘǳŀƭƛȊŜŘ 9ŘǳŎŀǘƛƻƴ tǊƻƎǊŀƳέ όL9tύ ŀƴŘ ŎƻƴǎŜƴǘ ŦƻǊƳǎ ǎƘƻǳƭŘ ōŜ ƛƴ ǘƘƛǎ ƻǊŘŜǊ ǿƘŜƴ ŎƻǇȅƛƴƎ 
and distributing to the appropriate people.  The copy with original signatures must be sent to the 
FCSEC office.   
 

1.   ά/ƻƴŦŜǊŜƴŎŜ {ǳƳƳŀǊȅ wŜǇƻǊǘέ όǎƛƎƴŀǘǳǊŜ ǇŀƎŜύ 
2. ά5ƻŎǳƳŜƴǘŀǘƛƻƴ ƻŦ 9Ǿŀƭǳŀǘƛƻƴ wŜǎǳƭǘǎέ όн tŀƎŜ ŦƻǊƳ ƻǊ /ƻƴŘŜƴǎŜŘύ 
3. ά9ƭƛƎƛōƛƭƛǘȅ 5ŜǘŜǊƳƛƴŀǘƛƻƴέ ό{[5 ƻǊ bƻƴ {[5ύ 
4. άtǊŜǎŜƴǘ [ŜǾŜƭǎ ƻŦ !ŎŀŘŜƳƛŎ !ŎƘƛŜǾŜƳŜƴǘ ŀƴŘ CǳƴŎǘƛƻƴŀƭ tŜǊŦƻǊƳŀƴŎŜέ 
5. ά{ŜŎƻƴŘŀǊȅ ¢Ǌŀƴǎƛǘƛƻƴέ ŀƴŘ ά¢Ǌŀƴǎƛǘƛƻƴ {ŜǊǾƛŎŜǎέ όŦƻǊ ǎǘǳŘŜƴǘǎ ǿƘƻ will be at least 14 ½ years of 

age during the course of the new IEP) 
6. άDƻŀƭǎ ŀƴŘ hōƧŜŎǘƛǾŜǎκ.ŜƴŎƘƳŀǊƪǎέ 
7. ά9ŘǳŎŀǘƛƻƴŀƭ !ŎŎƻƳƳƻŘŀǘƛƻƴǎ ŀƴŘ {ǳǇǇƻǊǘǎέ 
8. ά!ǎǎŜǎǎƳŜƴǘέ όƴƻǘ ƴŜŜŘŜŘ ŦƻǊ 9/9 ǎǘǳŘŜƴǘǎύ 
9. ά9ŘǳŎŀǘƛƻƴŀƭ {ŜǊǾƛŎŜǎ ŀƴŘ tƭŀŎŜƳŜƴǘέ 
10. Parent/Guardian Notification of Conference Recommendations 34-57E (8/14/07)  **This form 

may go on top of the documents to the parents. 
11. Parent/Guardian Notification of Conference 34-57D (8/14/07) 
12. Any written reports that were done as a result of testing, such as a SDS, psycho-educational, 

speech-language, occupational and physical therapy.  The FCSEC office must have an original 
signature with each written report. 

 
Persons responsible for the above forms: 
 
Psychologist or SLP (for speech only): 2, 3 
Case Manager: 1, 4-11 
Psychologist, social worker, SLP, OT or PT: 12 
 
 
Optional IEP or Other Forms at the discretion of the IEP Team: 
 
ά!ŘŘƛǘƛƻƴŀƭ bƻǘŜǎκLƴŦƻǊƳŀǘƛƻƴέ όƎƻƻŘ ŦƻǊ ƳŜŜǘƛƴƎ ŘƻŎǳƳŜƴǘŀǘion, including more details about 

accommodations/supports) 
άCǳƴŎǘƛƻƴŀƭ .ŜƘŀǾƛƻǊŀƭ !ǎǎŜǎǎƳŜƴǘέ ŀƴŘ ά.ŜƘŀǾƛƻǊ aŀƴŀƎŜƳŜƴǘ tƭŀƴέ 
άaŀƴƛŦŜǎǘŀǘƛƻƴ 5ŜǘŜǊƳƛƴŀǘƛƻƴέ 
ά{ǳƳƳŀǊȅ ƻŦ tŜǊŦƻǊƳŀƴŎŜέ όbƻǘ ŀŎǘǳŀƭƭȅ ŀƴ L9t ŦƻǊƳΣ ōǳǘ ŎƻǳƭŘ ōŜ ƛƴŎƭǳŘŜŘ ǿƛǘƘ ǘƘŜ L9t ŘƻŎǳƳŜƴǘǎΦ  

It is required to be given to exiting seniors before graduating or leaving school.) 
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άwŜǇƻǊǘ ƻŦ tǊƻƎǊŜǎǎ ƻƴ !ƴƴǳŀƭ Dƻŀƭǎέ όǎŜƴǘ ƘƻƳŜ ǉǳŀǊǘŜǊƭȅύ 
 
Beginning with the 2008-2009 school year, the parents must be given a copy of the IEP, including EDC 
documents, at άǘƘŜ ŎƻƴŎƭǳǎƛƻƴ ƻŦ ǘƘŜ L9t ¢ŜŀƳ ƳŜŜǘƛƴƎΦέ  However, if the parents/guardians are in 
agreement, the final copy may be mailed or sent home within 5 school days of the meeting. 
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IEP MEETINGS ς STAFF PROCEDURES 
 

Conference Notice 
At least 10 calendar days prior to the meeting, a notice must be sent home to the 
parent(s)/guardian(s).  Use ISBE Form 34-57D (8/14/07) ς Parent/Guardian Notification of Conference.  
Follow up with at least two more contacts, i.e. phone call, sending the notice home again a different 
way.  Regarding the notice: 
 

 Required participants: Parent/Guardian, LEA Representative (usually the principal or his/her 
designee), general education teacher, special education teacher/speech-language pathologist 
when applicable, related ςservice personnel if part of the IEP or proposed IEP 

 Under the new Illinois Regulations, you must put a name with a title, i.e., Mrs. Jones, General 
Education Teacher (the title alone is not sufficient) 

 In preparing for the IEP Meeting, make sure you have a copy on hand of the most recent EDC.  
You do not need all the reports, but simply the EDC document itself. 

 
Conducting the IEP Meeting 

1) State the purpose of the meeting 
2) Ask each participant to introduce himself/herself and to sign the Conference Summary 

Report denoting his/her attendance at the meeting.  If an invited school participant is not 
ŀōƭŜ ǘƻ ŀǘǘŜƴŘ ǘƘŜ ƳŜŜǘƛƴƎΣ ǘƘŜ ǇŀǊŜƴǘ Ƴǳǎǘ ŀƎǊŜŜ ǘƻ ǘƘŜ ǇŜǊǎƻƴΩǎ ŀōǎŜƴŎŜ ŀƴŘ ǘƘŜ ŦƻǊƳ 
ISBE 34-57H Parent/Guardian Excusal of an Individualized Education Program Team 
Member. 

3) Ask the parent(s)/guardian(s) if they have any questions about the Procedural Safeguards 
(that were mailed home to all parent(s)/guardian(s) in the fall). 

4) If this is also an eligibility meeting, the EDC portion of the IEP meeting would take place 
here.  This part of the meeting is usually conducted by a school psychologist or speech-
language pathologist. 

 

 Review all reports and assessments, including information presented by the 
parents/guardians 

 Determine eligibility based on the above assessments and reports and whether or not 
ǘƘŜǊŜ ƛǎ ŀƴ άŀŘǾŜǊǎŜ ŜŘǳŎŀǘƛƻƴŀƭ ŜŦŦŜŎǘΦέ 

5) wŜǾƛŜǿ άtǊŜǎŜƴǘ [ŜǾŜƭǎ ƻŦ !ŎŀŘŜƳƛŎ !ŎƘƛŜǾŜƳŜƴǘ ŀƴŘ CǳƴŎǘƛƻƴŀƭ tŜǊŦƻǊƳŀƴŎŜΦέ  ¢Ƙƛǎ 
includes:  

 

 Five sections on this page in the IEP (including Parental Educational Concerns) 

 Reports ŦǊƻƳ ŀƭƭ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜŀŎƘŜǊǎ όǘƘŜǎŜ Ƴŀȅ ōŜ ƛƴ ǿǊƛǘƛƴƎ ŦƻǊ ǘƘƻǎŜ 
teachers not present at the meeting) 

 Reports from related service providers 

 Review of Goals and Objectives/Benchmarks 

 Reports from others as appropriate 
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6) For students who are or will be at least 14 ½ during the course of the new IEP, discuss 
Transition and Transition Services.  This needs to be done at this point in the meeting ς 
before discussing other goals and objectives. 

 

 Develop at least 2 Post-Secondary (Transition) Goals, one for Education/Training and 
one for Employment.  An Independent Living goal is optional. 

 Document age-appropriate transition assessments, formal and/or informal. 

 Write one Annual Goal (and STOs/Benchmarks) for each Post-Secondary (Transition) 
Goal 

 Develop Transition Services ς a Coordinated Set of Activities that will lead to a 
completion of the Annual Goals and Post-Secondary (Transition) Goals 

7) Discuss Goals and Objectives/Benchmarks for the new IEP 

 Make sure either the goals or the objectives/benchmarks are measurable 
8) Discuss Educational Accommodations and Supports (including Assessments) 

 When discussing testing accommodations or a modified grading scale, be subject-
specific. 

9) Discuss and make a determination regarding Educational Services and Placement. 
10) For students who have Autism as a primary or secondary disability, review the Autism 

Spectrum Disorder Checklist.  This becomes part of and should be attached to the 
completed IEP. 

11)       Summarize the meeting. 
12) Thank all the participants for their attendance and input regarding the student.  
 

Beginning with the 2008-2009 school year, the parents must be given a copy of the IEP, including EDC 
ŘƻŎǳƳŜƴǘǎΣ ŀǘ άǘƘŜ ŎƻƴŎƭǳǎƛƻƴ ƻŦ ǘƘŜ L9t ¢ŜŀƳ ƳŜŜǘƛƴƎΦέ  However, if the parents/guardians are in 
agreement, the final copy may be mailed or sent home within 5 school days of the meeting.  The 
original IEP, the one with the original signatures, must also be sent to the FCSEC office within 5 school 
days of the meeting. 

 
 
Completing the IEP Paperwork 
 
After the IEP meeting, go back into the FileMaker program and update any changes that were made by 
hand during the meeting. 
 
Conference Summary Report 
 

 ά5ŀǘŜ ƻŦ aŜŜǘƛƴƎέ ς Use this format for all dates: 11/12/2007 

 ά5ŀǘŜ ƻŦ aƻǎǘ wŜŎŜƴǘ 9Ǿŀƭǳŀǘƛƻƴέ ƛǎ Ƴƻǎǘ ǊŜŎŜƴǘ 95/ ƳŜŜǘƛƴƎ όŜƭƛƎƛōƛƭƛǘȅύ ŘŀǘŜΤ άbŜȄǘ 
wŜŜǾŀƭǳŀǘƛƻƴ ƛǎ ά5ŀǘŜ ƻŦ aƻǎǘ wŜŎŜƴǘ 9Ǿŀƭǳŀǘƛƻƴέ Ǉƭǳǎ о ȅŜŀǊǎ 

 άtǳǊǇƻǎŜ ƻŦ /ƻƴŦŜǊŜƴŎŜέ ς more than one may be checked 

 {ƻƳŜ ƻŦ ǘƘŜ ŜƴǘǊƛŜǎ ƻƴ ǘƘƛǎ ǇŀƎŜ ŎƻƳŜ ŘƛǊŜŎǘƭȅ ŦǊƻƳ ά{ǘǳŘŜƴǘ 5ŀǘŀΣέ ǿƘƛŎƘ ƛǎ ŜƴǘŜǊŜŘ ƻƴƭȅ ōȅ 
the Records Custodian 
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 ά{L{ ŀƴŘ άaŜŘƛŎŀƛŘέ ƴǳƳōŜǊǎ ŀǊŜ ƴƻǘ ƴŜŎŜǎǎŀǊȅ ƛŦ ǳƴƪƴƻǿƴ ό¢ƘŜ {ǘǳŘŜƴǘ wŜŎƻǊŘǎ /ǳǎǘƻŘƛŀƴ 
will input those when available) 

 
Present Levels of Academic Achievement and Functional Performance ς To be completed for all Initial 
IEPs and Annual Reviews 
 

 Read the directions carefully before filling out each of these sections.  The areas being reviewed 
are academic performance, social/emotional status, independent functioning, vocational, 
motor skills, and speech and language/communication. 

 
Secondary Transition and Transition Services  
For students who will be 14 ½ years or older during the course of the new IEP, this section must be 
addressed.  See the handouts and PowerPoint presentation used during Transition training for more 
assistance. 
 
Goals and Objectives/Benchmarks 
 

 άwŜǇƻǊǘƛƴƎ ƻƴ Dƻŀƭǎέ ς Lƴ Ƴƻǎǘ ŎŀǎŜǎΣ άtǊƻƎǊŜǎǎ wŜǇƻǊǘǎέ ǿƛƭƭ ōŜ ǳǘƛƭƛȊŜŘΦ 

 ά/ǳǊǊŜƴǘ !ŎŀŘŜƳƛŎ !ŎƘƛŜǾŜƳŜƴǘ ŀƴŘ CǳƴŎǘƛƻƴŀƭ tŜǊŦƻǊƳŀƴŎŜέ ς Data should be utilized here in 
most cases.  Goal statements should be measurable and as a result of what is documented in 
this section. 

 άLƴŘƛŎŀǘŜ Dƻŀƭ !ǊŜŀέ ς more than one may be checked 

 άDƻŀƭ {ǘŀǘŜƳŜƴǘέ ς either the goal statement or the objectives/benchmarks must be 
measurable 

 άLƭƭƛƴƻƛǎ [ŜŀǊƴƛƴƎ {ǘŀƴŘŀǊŘέ ς Some of the goals are already linked.  For those that are not, 
ǇƭŜŀǎŜ ǊŜŦŜǊ ǘƻ ǘƘŜ ƘŀƴŘƻǳǘ άLƭƭƛƴƻƛǎ [ŜŀǊƴƛƴƎ {ǘŀƴŘŀǊŘǎ ϧ {ǘŀǘŜ Dƻŀƭǎ ς Code Sheet for IEP 
Dƻŀƭǎέ ǘƻ ƛŘŜƴǘƛŦȅ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ŎƻŘŜΦ  With the exception of Transition Goals, all other 
academic goals should be linked to a code for an ILS. 

 ά¢ƛǘƭŜ ƻŦ Dƻŀƭ LƳǇƭŜƳŜƴǘŜǊέ ς i.e. General Education Teacher, Special Education Teacher, SLP, 
All Staff, School Social Worker 

 ά{ƘƻǊǘ-¢ŜǊƳ hōƧŜŎǘƛǾŜǎκ.ŜƴŎƘƳŀǊƪǎέ ς Also document Evaluation Criteria, Evaluation 
Procedures, and Schedule for Determining Progress 

 
Educational Accommodations and Supports 
 

 ά¢ǊŀƴǎƛǘƛƻƴέΣ ά/ƻƴǎƛŘŜǊŀǘƛƻƴ ƻŦ {ǇŜŎƛŀƭ CŀŎǘƻǊǎέ ŀƴŘ ά[ƛƴƎǳƛǎǘƛŎ ŀƴŘ /ǳƭǘǳǊŀƭ !ŎŎƻƳƳƻŘŀǘƛƻƴǎές 
make sure a box is checked for each statement 

 ά{ǳǇǇƭŜƳŜƴǘŀǊȅ !ƛŘǎΣ !ŎŎƻƳƳƻŘŀǘƛƻƴǎΣ ŀƴŘ aƻŘƛŦƛŎŀǘƛƻƴǎέ ς Be specific.  For example, when 
ƭƛǎǘƛƴƎ άaƻŘƛŦƛŜŘ DǊŀŘƛƴƎ {ŎŀƭŜΣέ ǎǇŜŎƛŦȅ ǘƘŜ ǎŎŀƭŜ όƛΦŜΦ фл-80-70-60) and which subjects it 
applies to.  Also, list which subject(s) each accommodation applies to. 

 ά{ǳǇǇƻǊǘǎ ŦƻǊ {ŎƘƻƻƭ tŜǊǎƻƴƴŜƭέ ς This section is used when school personnel need training or 
supports that they would not normally receive, i.e. CPI training.  These are not student 
supports. 
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Assessments ς Make sure you address all 3 areas: Classroom, District, and State 
 

 ά{ǘŀǘŜ !ǎǎŜǎǎƳŜƴǘ ƻŦ [ŀƴƎǳŀƎŜ tǊƻŦƛŎƛŜƴŎȅέ ς this is for students with IEPs and for whom 
English is their second language 

 ά!ǎǎŜǎǎƳŜƴǘ !ŎŎƻƳƳƻŘŀǘƛƻƴǎέ ς These are the accommodations that apply to testing only.  
When listing testing accommodations, be subject-specific. 

 
Educational Services and Placement 
 
Page 1 ς The IEP must address all content areas, classes, and specify if the student will participate in 

general physical education.  This placement page is new from the previous IEP forms.  It is 
divided into 5 sections: 

 1) General Education with No Supplementary Aids 
 2) General Education with Supplementary Aids 

3) Special Education and Related Services within the General Education Classroom 
4) Special Education Services ς Outside General Education 
5) Related Services ς Outside General Education 

 
As stated, the first 3 choices are in a general education classroom, while the last two are outside 
general education (i.e. special education classroom, speech/therapy room). 
 

 All classes and services must be listed in one of these 5 areas.   

 άaƛƴǳǘŜǎ tŜǊ ²ŜŜƪ ƛƴ {ŜǘǘƛƴƎέ is needed in settings 3-5.  FileMaker will automatically do the 
calculations. 

 For ECE students, check that box at the bottom of this page.  It will then move the calculated 
minutes into the left column. 

 
Page 2 
 

 ά9ŘǳŎŀǘƛƻƴŀƭ 9ƴǾƛǊƻƴƳŜƴǘ /ƻƴǎƛŘŜǊŀǘƛƻƴǎέ ς Check a box for each statement.  For the first one, 
ǘƘŜ ά¸Ŝǎέ ōƻȄ ǿƛƭƭ ōŜ ŎƘŜŎƪŜŘ ƛŦ ǇƭŀŎŜƳŜƴǘ ƛǎ ƛƴ ŜƛǘƘŜǊ п ƻǊ р ŀōƻǾŜΦ 

 άtƭŀŎŜƳŜƴǘ /ƻƴǎƛŘŜǊŀǘƛƻƴǎέ ς Start with the least restrictive environment when discussing 
ǇƭŀŎŜƳŜƴǘ ƻǇǘƛƻƴǎΦ  ²ǊƛǘŜ ƛƴ ŀ ǎǘŀǘŜƳŜƴǘ ƛƴ ǘƘŜ άtƻǘŜƴǘƛŀƭƭȅ IŀǊƳŦǳƭέ ǎŜŎǘƛƻƴǎΦ 

 Transportation ς /ƘŜŎƪ άȅŜǎέ ƻǊ άƴƻέ ŦƻǊ ŜŀŎƘ ƻŦ ǘƘŜ о ǎǘŀǘŜƳŜƴǘǎΦ  ό¢Ƙƛǎ ƛǎ ŦƻǊ special 
transportation, not riding a regular district route bus.) 

 ά9ȄǘŜƴŘŜŘ {ŎƘƻƻƭ ¸ŜŀǊ {ŜǊǾƛŎŜǎέ ς If the IEP meeting is held too early in the school year to make 
this decision, write a statement in the box that it will be discussed in the spring or at the annual 
ǊŜǾƛŜǿΦ  LŦ ά¸Ŝǎέ ƛǎ ǎŜƭŜŎǘŜŘΣ Ŧƛƭƭ ƛƴ ŀƭƭ ǘƘŜ ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ŀt the bottom of the page.  If 
you are recommending ESY Services, please notify your building principal prior to the IEP 
meeting. 

 
Final Paperwork ς Attach the following to the completed IEP: 
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 Copy of the Notification of Conference 

 Notification of Conference Recommendations 

 Other documents as appropriate 
 
Beginning with the 2008-2009 school year, the parents must be given a copy of the IEP, including EDC 
ŘƻŎǳƳŜƴǘǎΣ ŀǘ άǘƘŜ ŎƻƴŎƭǳǎƛƻƴ ƻŦ ǘƘŜ L9t ¢ŜŀƳ ƳŜŜǘƛƴƎΦέ  However, if the parents/guardians are in 
agreement, the final copy may be mailed or sent home within 5 school days of the meeting. 
 
(1) Send a copy to the parents and others as appropriate within 5 school days of the meeting.  (2) Send 

the IEP with original signatures to the FCSEC office within 5 school days of the meeting.
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REQUEST FOR SPECIAL EDUCATION RECORDS 
 

ω When school districts or other agencies, i.e. DCFS or the Social Security Administration, send a 
written request for ŀ ŎƻǇȅ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ L9t ƻǊ ƻǘƘŜǊ ǎǇŜŎƛŀƭ ŜŘǳŎŀǘƛƻƴ ǊŜŎƻǊŘǎΣ ǘƘŜ ǊŜǉǳest 
must be sent to the Records Custodian in the Ford County Special Education Cooperative 
(FCSEC) office.  After the Records Custodian has copied and mailed the appropriate records, a 
written copy of the request is ǎǘƻǊŜŘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǎǇŜŎƛŀƭ ŜŘǳŎŀǘƛƻn/temporary file.  These 
requests will be written and must have the appropriate signatures on them.  

 
 Note: Social Security Income (SSI) requests frequently ask that the teacher or case manager fill 

out a short questionnaire.  In this instance, the teacher or case manager should fill out the 
questionnaire and then forward that and the request for records to the FCSEC office. 

 
ω LŦ ŀ ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴ ǊŜǉǳŜǎǘǎ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ŎƻǇȅ ƻŦ ŀ ǎǘǳŘŜƴǘΩǎ L9t ƻǊ 95/Σ ǘƘŜ ŎŀǎŜ ƳŀƴŀƎŜǊ 

may make a copy and give it to the parent/guardian.  However, proper care must be taken to 
ensure that the most current IEP/EDC is being utilized.  If the request is for something other 
than the most recent IEP or EDC, the request should be sent to the Records Custodian in the 
FCSEC office. 

 
ω ! ǇŀǊŜƴǘκƎǳŀǊŘƛŀƴΩǎ ǊŜǉǳŜǎǘ ŦƻǊ ǊŜŎƻǊŘǎ ǎƘƻǳƭŘ ōŜ ƛƴ ǿǊƛǘƛƴƎΦ  LŦ ǘƘŜ ŎŀǎŜ ƳŀƴŀƎŜǊ ƘŀƴŘƭŜǎ ǘƘŜ 

ǊŜǉǳŜǎǘ ŦƻǊ ŀ ŎƻǇȅ ƻŦ ǘƘŜ L9tκ95/Σ ƘŜκǎƘŜ ǎƘƻǳƭŘ ƪŜŜǇ ǘƘŜ ǿǊƛǘǘŜƴ ǊŜǉǳŜǎǘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩs 
temporary file school.  When in doubt, forward the request for records to the FCSEC office. 
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ENTRANCE AND EXIT FORMS 
 

 
.ƻǘƘ ά9ƴǘǊŀƴŎŜέ ŀƴŘ ά9Ȅƛǘέ ŦƻǊƳǎ ŀǊŜ ŦƻǳƴŘ ƛƴ ǘƘŜ CƛƭŜaŀƪŜǊ tǊƻƎǊŀƳ ǳƴŘŜǊ ά{ǳǇǇƭŜƳŜƴǘŀƭ CƻǊƳǎΦέ  
When utilized, they should be completed and sent to the FCSEC office via one of two methods: 
 

1) Send a hard copy to the FCSEC office. 
2) Notify the Records Custodian that the form is ready in FileMaker.  (Only the Records 

Custodian and Director can add new students to FileMaker.  Please contact the Records 
Custodian with the appropriate information as soon as possible.) 

 
Entrance Form 
 
This form is utilized when: 

 A student initially becomes eligible for special education. 

 A student with an IEP moves into your district/building. 
1) Notify the FCSEC office as soon as possible.  A case manager will be assigned by the 

FCSEC office. 
2) Send a copy of all special education records to the FCSEC office.  
3) Additionally, please supply the Records Custodian with ǘƘŜ ǎǘǳŘŜƴǘΩǎ όмύ ƳƛŘŘƭŜ ƴŀƳŜ 

and (2) ethnicity. 
 
 
Exit Form 
 
This form is utilized when: 

 A student moves out of the district. 

 ! ǎǘǳŘŜƴǘ ƛǎ ŦƻǳƴŘ άƴƻǘ ŜƭƛƎƛōƭŜέ ŦƻǊ ǎǇŜŎƛŀƭ ŜŘǳŎŀǘƛƻƴ ŀǘ ƘƛǎκƘŜǊ о-year reevaluation. 
 
An Exit Form is not used when a student moves from one building to another within the same school 
district. 
 
If you have any questions about when or how to use these forms, please contact the FCSEC Records 
Custodian at 217-784-5470. 
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FCSEC__________________________ 
Ford County Special Education Cooperative 
217 E. 17

th
 Street, Gibson City, IL 60936 

  (217) 784-5470  FAX (217) 784-5458 
 
 
 

WORKLOAD PLAN FOR SPECIAL EDUCATORS 
Gibson City-Melvin-Sibley CUSD 5 

 
1. The Ford County Special Education Cooperative (FCSEC), in cooperation with Gibson City-

Melvin-Sibley (GCMS) CUSD #5, Paxton-Buckley-Loda (PBL) CUSD #10 and their affected 
employees and bargaining units, has developed the Workload Plan for Special Educators 
όƘŜǊŜŀŦǘŜǊ ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ άtƭŀƴέύ ŀǎ ǊŜǉǳƛǊŜŘ ōȅ Lƭƭƛƴƻƛǎ !ŘƳƛƴƛǎǘǊŀǘƛǾŜ /ƻŘŜ ноΣ {ŜŎǘƛƻƴ 
226.735. 

 
2. The purpose of this Plan is to specify limits on the workload of its special educators so that all 

ǎŜǊǾƛŎŜǎ ǊŜǉǳƛǊŜŘ ǳƴŘŜǊ ǎǘǳŘŜƴǘǎΩ LƴŘƛǾƛŘǳŀƭƛȊŜŘ 9ŘǳŎŀǘƛƻƴ tƭŀƴǎ όL9tǎύΣ ŀǎ ǿŜƭƭ ŀǎ ŀƭƭ ƴŜŜŘŜŘ 
ancillary and support services, can be provided at the requisite level of intensity as required by 
Illinois Administrative Code 23, Section 226.735.   

 
3. CƻǊ ǘƘŜ ǇǳǊǇƻǎŜǎ ƻŦ ǘƘƛǎ tƭŀƴΣ ŀ άǎǇŜŎƛŀƭ ŜŘǳŎŀǘƻǊέ ǿƛƭƭ ōŜ ŘŜŦƛƴŜŘ ŀǎ ŀ ŎŜǊǘƛŦƛŜŘ ŜŘǳŎŀǘƻǊ 

employed to provide special education services to students with IEPs.  Within FCSEC, GCMS and 
PBL, this may include: Special Education Teachers, Speech-Language Pathologists, Speech-
Language Paraprofessionals, School Psychologists, School Social Workers, Occupational 
Therapists, Physical Therapists, and other positions as deemed to meet the definition of a 
special educator as listed in the first sentence of this paragraph above. 

 
4. Class Size ς Lƴ ǘƘƛǎ tƭŀƴΣ άŎƭŀǎǎ ǎƛȊŜέ ƛǎ ŘŜŦƛƴŜŘ ŀǎ ǘƘŜ ǘƻǘŀƭ ƴǳƳōŜǊ ƻŦ ǎǘǳŘŜƴǘǎ ǎŜǊǾŜŘ ŘǳǊƛƴƎ ŀƴȅ 

άǎǇŜŎƛŀƭ ŜŘǳŎŀǘƛƻƴ ŎƭŀǎǎΦέ  ²ƘŜƴ ŀ ǎǘǳŘŜƴǘΩǎ L9t Ŏŀƭƭǎ ŦƻǊ ǇƭŀŎŜƳŜƴǘ ƛƴ ŀ άǎǇŜŎƛŀƭ ŜŘǳŎŀǘƛƻƴ 
ŎƭŀǎǎΣέ ŀύ ǘƘŜ ǎǘǳŘŜƴǘ ǿƛƭƭ ōŜ Ǉƭaced in a class where only students with IEPs are served, b) at 
least one qualified and certified special education teacher or related service provider is 
assigned, and c) the instruction and therapy is provided exclusively to students with IEPs. 

 
 FCSEC, GCMS and PBL are committed to complying with the class size limits set forth in Illinois 

!ŘƳƛƴƛǎǘǊŀǘƛǾŜ /ƻŘŜ ноΣ {ŜŎǘƛƻƴ ннсΦтолΣ ά/ƭŀǎǎ {ƛȊŜ ŦƻǊ нллф ŀƴŘ .ŜȅƻƴŘέ ŀǎ ǎƘƻǿƴ ƛƴ ǘƘŜ 
following table.  The numbers in the following table shall be adjusted to reflect any 
amendments made to this section of the Illinois Administrative Code. 

 
 (table on next page) 
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Special Education Teachers in Settings that are 100% Special Education 
 

 Class Size Limit with teacher only Class Size limit with teacher and a 
classroom paraprofessional 

Early Childhood Education 5 10 

Students with 20% or less Special 
Education Services 

15 17 

Students with 21-60% Special 
Education Services 

10 15 

Students with 61% or more Special 
Education Services  

8 13 

 
5. The number of children served by a speech-language pathologist shall be based on the speech-language needs of 

each child.  At no time shall the caseload of a speech-language pathologist exceed 60 students. 

 

6. FCSEC will review its targeted staffing patterns annually.  This review will analyze the activities 

of FCSEC, GCMS and PBL special educators to ensure all special education services required 

under students IEPs are being provided at the requisite level of intensity.  This review will 

include, but not be limited to: 

 

a) Individualized instruction 

b) Consultative services and other collaboration among staff members 

c) Attendance at IEP meetings and other staff conferences 

d) Paperwork and reporting 

 

7. Each special educator shall submit a schedule to the administrator within 10 days of the start of 

the school year or beginning of the semester.  These schedules shall include (but are not limited 

to) the following: 

 

Small group specialized instruction 

Direct or small group therapy 

Consultation/Collaboration  

Co-teaching       

Duty Free Lunch      

Paperwork, reports      

Travel        

Planning Time       

Other duties as assigned 
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8. If a special educator has concerns regarding his/her schedule and the ability to meet his/her 

workload, the following will occur: 

 

a. The special educator will schedule a meeting with his/her director supervisor to discuss the 

concerns. 

b. The special educator will bring to this meeting at least three weeks of schedule samples, 

including service minutes, consultation time and other requirements that gives the special 

educator concern regarding his/her workload. 

c. Through discussion with the supervisor, the supervisor and special educator will develop 

written options and strategies to address the concern. 

d. The direct supervisor may request the participation of the Director of Special Education. 

 

9. The provisions of this Plan are not subject to the grievance procedure set forth in any collective 

bargaining agreement. 

 

10. Participants involved in the development of this Plan: 

 

 Charles S. Aubry, Superintendent, GCMS 

 Susan Riley, President, GCMSEA 

 Eric E. Brackmann, Director, FCSEA 

 

Approved by the GCMS Board of Education on behalf of GCMS and FCSEC on June 15, 2009. 
 
(Approved by the PBL Board of Education on July 15, 2009.) 
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FCSEC_______________________________ 
Ford County Special Education Cooperative 
 

Eric E. Brackmann, Director 
217 E. 17th Street, Gibson City, IL 60936 

  (217) 784-5470  FAX (217) 784-5458 
brackmanne@gcms.k12.il.us 
 

Home/Hospital Instruction Procedures 
 

When should a district provide home/hospital instruction and what is the eligible amount for 
reimbursement? Home/hospital instruction can be provided to a general education student or a 
student with disabilities when a physician licensed to practice medicine determines that the student 
will be absent from school for at least two consecutive weeks (10 days) due to a health or medical 
impairment certified in writing. When the certification statement is provided by a physician, education 
services may begin immediately and the district is eligible for reimbursement. A district may choose to 
ǇǊƻǾƛŘŜ ƛƴǎǘǊǳŎǘƛƻƴ ǿƛǘƘƻǳǘ ŀ ǇƘȅǎƛŎƛŀƴΩǎ ǎǘŀǘŜƳŜƴǘΤ ƘƻǿŜǾŜǊΣ ǘƘŜȅ ŀǊŜ ƴƻǘ ƻōƭƛƎŀǘŜŘ ǘƻ Řƻ ǎƻ ƴƻǊ ŀǊŜ 
they eligible for home/hospital reimbursement.  
 
Attendance: ά! ǎŜǎǎƛƻƴ ƻŦ ƴƻǘ ƭŜǎǎ ǘƘŀƴ ƻƴŜ ŎƭƻŎƪ ƘƻǳǊ ƻŦ ǘŜŀŎƘƛƴƎ ƘƻǎǇƛtalized or homebound pupils 
on-site or by telephone to the classroom may be counted as ½ day of attendance, however these 
ǇǳǇƛƭǎ Ƴǳǎǘ ǊŜŎŜƛǾŜ п ƻǊ ƳƻǊŜ ŎƭƻŎƪ ƘƻǳǊǎ ƻŦ ƛƴǎǘǊǳŎǘƛƻƴ ǘƻ ōŜ ŎƻǳƴǘŜŘ ŦƻǊ ŀ Ŧǳƭƭ Řŀȅ ƻŦ ŀǘǘŜƴŘŀƴŎŜΦέ 
 
PROCEDURES: 

1. The Application for Home/Hospital Services form must be filled out and signed by (1) a 
parent/guardian and (2) a physician licensed to practice medicine.  If the student is 18 years of 
age or older, he/she may sign in place of a parent/guardian. 

2. A copy of the completed Application for Home/Hospital Services should be sent to the FCSEC 
office so that the home district may receive personnel reimbursement for the teacher providing 
the home/hospital instruction. 

3. The principal at the school the child is attending will assign a home/hospital teacher and will be 
the coordinator and school contact person unless he/she designates this to someone else. 

4. The student will be dropped from regular attendance to homebound.  

5. ¢ƘŜ ǎŎƘƻƻƭ ǎŜŎǊŜǘŀǊȅ ǿƛƭƭ ƴƻǘƛŦȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜŀŎƘŜǊόǎύ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƘƻƳŜōƻǳƴŘ ǎǘŀǘǳǎΦ  
The teacher(s) will also be told by the school secretary when to have assignments in the office. 

6. The homebound teacher will pick up assignments in the school office and will return them 
there when completed, at least weekly. 

7. The school secretary and/or the principal where the student attends school, will notify the 
ǇŀǊŜƴǘǎ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ǎŜŜƛƴƎ ǘƘŀǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ōƻƻƪǎΣ ƳŀǘŜǊƛŀƭǎΣ ŜǘŎΦ ŀǊŜ ǇƛŎƪŜŘ 
up from school and are at home by the time the homebound teacher is scheduled to begin. 
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8. When the doctor releases the student from homebound, the release form must be delivered to 
the school office prior to the student returning to school.  Release forms must be in the 
attending school office and forwarded to the Ford County Special Education Cooperative Office. 

9. After the Application for Home/Hospital Services has been completed, please send copies to (1) 
your district unit office and (2) the FCSEC office.  This information is needed in order for the 
district to receive personnel reimbursement for the home/hospital teacher. 

10. ¢ƘŜ ƘƻƳŜκƘƻǎǇƛǘŀƭ ǘŜŀŎƘŜǊ ǎƘƻǳƭŘ ǘǳǊƴ ƛƴ ƘƛǎκƘŜǊ ǘƛƳŜ ǎƘŜŜǘ όƛƴƛǘƛŀƭŜŘ ōȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
parent/guardian) to the school office according to a schedule set by the principal or his/her 
designee.  The principal will approve the time sheet and send it to the unit office. 

11. If the student has an Individualized Education Plan (IEP), an IEP meeting may be necessary to 
revise the IEP for the duration of the home/hospital instruction. 

Additional Notes 

1) ¢ƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜŀŎƘŜǊs are responsible for making sure that ŀƭƭ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǿƻǊƪ, including 
any worksheets that have to be copied, is provided to the school office/homebound teacher.  
¢ƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜƎǳƭŀǊ ǘŜŀŎƘŜǊǎ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ƛǎǎǳƛƴƎ ƎǊŀŘŜǎΣ ŀƭǘƘƻǳƎƘ ǘƘŜ ƘƻƳŜōƻǳƴd 
teacher may provide input as requested. 

2) Situations may occur during the year when a student is hospitalized by his/her parent/guardian, 
by the courts or a state agency, i.e., DCFS.  When this happens, the school district is responsible 
for the educational cost of this placement.  Please notify both your unit office and the FCSEC 
office when you become aware of these situations.  Personnel reimbursement for these 
placements is still handled by FCSEC. 
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Application for Home/Hospital Services
Home and Hospital Services are available for students who, due to a temporary physical

or health impairment, must remain out of school for more than two weeks (ten school days).

This form must be completed and submitted to the school before services can be initiated.

School School District

Address School Contact Person (in charge of Home/Hospital)

City/State/Zip Phone

Request for Home/Hospital Services: (To be completed by Parent or Guardian)

I am requesting Home/Hospital Services for:

Child's Name

Sex Age Grade Home Address

Home Phone City/State/Zip

Address where services will be provided (if different from above) Phone

Date Parent/Guardian's Signature

Medical Certification for Home/Hospital Services: (To be completed by physician)

This is to certify that is medically eligible and

physically able to be enrolled in _____ home instruction   _____ hospital class. (Check one)

Diagnosis: Special Recommendations:

Estimated length of time this student

 will need these services (in weeks):

Typed or printed name of physician Address

Phone City/State/Zip

Date Signature of physician

 Retain this form on file in the local school district for audit purposes. 
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HOMEBOUND INSTRUCTION TIME SHEET 
 

Instruction time shall be listed by days of the calendar month.  Please return this form to the principal at the conclusion of 
homebound instruction or at the end of the month. 

Teacher       Rate of Pay:  
  (Print) 
 
Teacher       Certification No.  
  (Signed)    (if not current district employee) 
 

Address       S.S. #   

  (Street)    (if not current district employee) 
 
      DOB   
City   State       Zip 
 

Student      Grade Placement 

 
District        For the Month of         
                (Year) 
Location of instruction sessions   
 

Date Time of Instruction 
Parent/Guardian 

Initials 
Comments 
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