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FCSEC Directory of Personnel

Rick Brackmann, Director
Sid Schaefer, Records Custodian

School Psychologists

Julie Audo, GCMS
Deb Cook, PBL
Kim Hansen, Intern

Speech-Language Pathologists

Pam Adkins, GCMS

Rebecca Edgington, GCMS/PBL
Annette Fairchild, PBL

Sarah McCall, PBL

Therapists

Susan Bane, P/T Occupational Therapist
Cheryl Elder, Certified OT Asst

Heather Messner, Certified PT Asst
Wendy Reils, P/T Physical Therapist

Vocational Coordinator

Veronica Kirkpatrick

brackmanne@gcms.k12.il.us
schaefers@gcms.k12.il.us

AudoJ@gcms.k12.il.us
debcook@pbl.k12.il.us
hansenk@gcms.k12.il.us

adkinsp@gcms.k12.il.us
EdgingtonRS@gcms.k12.il.us

afairchild@pbl.k12.il.us
smccall@pbl.k12.il.us

slab2125@aol.com
elderc@gcms.k12.il.us
MessnerH@gcms.k12.il.us
w.reils@daca.net

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 1* (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 ¢ initiate no later
than March 1st
b. For referrals from CFC, the EDC/IEP meeting must be heldpriori 2 (G KS OKAf RQa
c. Written reports of assessments must be sent to parents prior to the EDC meeting.
3. Transfer Students with IEPs ¢ Within 10 days of enrollment, send out a Notification of Cordrence
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 11™" grade Annual Review, determine if the student qualifies for services
beyond grade 12 for those students who will receive a Certificate of Attendance.
c. Ifthe student will return for services past 12t grade, discuss whether or not the student will
participate in graduation ceremonies at the end of his/her 12 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. bS¢6 a{dzaJL) SYSyillf C2N¥Y&aé¢ Ay CAfSal (1SN
a. Parent/Guardian Waiver of tDay Notice of Meeting
b. Parent/Guardian Waiver of 1Day Notice of Evaation
c. Early Childhood Outcomes Summary Farmastry and Exi
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PRE-SCHOOL REFERRAL PROCEDURES

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
/| 2yySOlGA2ya 6/ C/ I mc AY 5FYy@AfttSO FFLIWNRBEAYLF G

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

involved with testing approximatSt & (g2 (G2 F2dzNJ Y2y (iKa o0STF2NB |
2T GKS&S LS2LXS gAfft 06S FaaAIySR -ldnguagdi KS dwST
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 (El), they will schedule a Transition
aSSUiAYy3 FLIWINPEAYI (St & "bbirthdayyRagiiced portkipagtdalea 1 KS OK
representative from El, 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

LI NByiQa gNRGOISY LISN¥A&dZaAzy G2 O2yRdzOG GK
G52YFAW3IESEMNA a52YFAY t NPOS&aaodé 6{SS n o

S |
St :
Parents will be given a copy of ISBE Form 34-57A (dated 8/14/2007) ¢ 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.

A Domain Meeting must be held to complete ISBE Form 34-57B ¢ 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

SOl tdzr GA2ya 0S3aAAYya GAOK (GKS LI-SWBY(d06a0k3Idz NRA
Note: For El 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
Ay LX I OS o6& (KS OKAfRQa GKANR O0ANIKRI &0

Parents will be given a copy of both forms ¢ 34-57A and 34-57B. Also, they will be given a copy
of the Explanation of Procedural Safeguards ¢ Form 34-57J.

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
GNBTdzal f ¢ &5SvEkPdrentdaddsdiar2Cynsent fior 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. 2 A0KAY cn aOKz22f RlIe&a 2F (GKS LJ NBy (-678),ox 3 dzl NF
by age 3 for El 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 EDCdocdzY Sy i a = F G &
conclud A 2y 2F (KS L 9dwevdr,§ therpardhS/gubirdiayfs3reia 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
0S F2dzyR Ay CAf Sal {SNJ dzy RSNJ & { dzLJLJ SYSy Gl C2

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

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

SRAzOF GA2Y SOFHtdd GA2yd L2 ALl (NSNI2YYISY 2SR

similar model be utilized.

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 1% so that the testing and eligibility (EDC)
meeting are held before the end of the school year.

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

Parent/Guardian Notification of Decision Regarding A Request For An Evaluation, (2) ISBE

Form 34-57B (8/14/07) ¢ 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

LI NBYy G6a0k3dzZl NRALF y6é53B0 Q& AA Iy GdzNB 2y

The parent should be given a copy of both forms ¢ 34-57A and 34-57B. Also, they must be
given a copy of the Notice of Procedural Safeguards ¢ Form 34-57J (8/07).

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.

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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10.

11.

12.

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

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.

2 A0KAY cn aOK22f RlIe&a 2F (KS LI} NBy(-678)k 3dz& NF
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) ¢
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.

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

J Eligibility Determination (SLD or Non SLD)

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.

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

L9t X AyOfdzRAYy3a 95/ R20dzyYSyidasz I (Howavek BtheO2 y Of d
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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

¢KS ALYRAGARdzZ t AT SR 9RdzOIF GA2Y t NPINI YE copyin@t 0 |y
and distributing to the appropriate people. The copy with original signatures must be sent to the
FCSEC office.

1. G/ 2y FSNBYOS {dzvYYINE wSLER2NI¢ o0aArayl Gddz2NBE LI 3

2. G520dzySyial A2y 2F 9@l tdzad GA2y wSadzZ Ga¢ oH t

3. GOt ATAOAT RYE BHSEISNENYbbRY {[50

4. Gt NBaSyid [S@Sta 2F ! OFRSYAO ! OKAS@SYSyi |y

5. G{ SO2YRINE ¢NIyairildAz2yeé YR a¢Nryardizy { SN
years of age during the course of the new IEP)

6. GD2Ffa IyR ho2ddiArdSak. SYOKYI NJ

7. G9RAzOI GA2yLf 1 O0O2YY2RIGA2ya | yR { dzLJLJ2 NI & ¢

8. G!'aasSaavySyaé o6y24 ySSRSR F2NJ 9/ 9 adGdzRRSydavo

9. G9RAzOF GA2Y T { SNBAOSa FyR tfl OSYSyis¢

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 Procedureisial 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 A 9 Y (i NJ Y @h&st bE@nalétéd 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:

G! RRAGAZ2YFE b20SakLyTF2NXYIFGA2YyE 6322R F2NJ YSSGAY
accommodations/supports)
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GCdzy OGA2Yy Il f . SKI @A 2NIND all &3 SBLASYYiG & tHWE a. SKI GA 2

Gal yATFSadlridArazy 5SGSNYAYIGA2YE

G{dzYYINBE 2F t SNF2NXIYyOS¢ 6b2dG FOddza tte +y L9t 7
It is required to be given to exiting seniors before graduating or leaving school.)

GwSLI2 NI 2FyyNRANPaAETAY bDaSyd K2YS ljdzZ NISNI &
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Purpose:

Forms:

Participation:

Notes:

DOMAIN MEETING PROCEDURES

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).

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
0KS daAa& | thiboiNd thablinitial Beferrald. 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)

N

2 KAfTS GKS 52YFAY aSSGAy3a Aa y204 Iy L9t Y
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.

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 1Day 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.

10
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Procedures:

1.

Review all 8 domain areas.

a) 2 KSy G, Sa¢ Aa OKSO{1SR dzyRSNJI NBt SglI yi
as needed.
b) 2 KSY ¢hdxked no other information is is needed.

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.

11
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RE-EVALUATION PROCEDURES

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.

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.

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.
. {SS G52YIFAYy aSSiAy3a t NPOSRdzNBaé¢ FT2N Y2NB

If testing is not needed, go to #4. If testing is needed, go to #6.

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 SummaryFormé & A Ay F G dzZNB LI 3S0 gAGK &AA3IYyl Gdz
GwSOASSs 2F 9EA&AGAY3 5FdG1é 4 GKS (2L

. 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.

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.

I[EP and Required Consent Forms

¢KS ALYRAGARdzZ t AT SR 9RdzOF GA2Y t NRPINIYE O6LO9tO |y
and distributing to the appropriate people. The copy with original signatures must be sent to the
FCSEC office.

G/ 2y FSNBYOS {dzYYI NE wSLE2NIE¢ o6aAidayl ddzNBE LI
G520dzYSy il idAazy 2F 9@lFtdzZ GA2y wSadz Ga¢ 6H
GOt ATAOATAGE S5SUSNNYAYIFGA2YE O0{[5 2NJ b2y {
Gt NBaSyid [SOStavYg8y¥i! OYRSTAzPOH DRYBSBSt SNF 2N
G{ SO2YRINEB ¢NIYarAlGA2YyEé | YR owlNdayleash1d & y2aysof{ S
age during the course of the new IEP)
ap2lfa | yR hOBéOﬁA@ééK. SYOKYI NJ &¢
G9RAzOI GA2y L f 1 O0O2YY2RIGA2ya | yR { dzLJLJ2 NI & ¢
G!'aasSEavyypiic ySSRSR F2NJ 9/ 9 &aiddzRSydao
G9RAzOI GA2Yy Lt {SNBAOSA IyR tfl OSYSyi¢
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.

uhwWwNE

© 0N

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:

G! RRAGAZ2YFE b20SakLyT2N)YI (idngindddingdmdre ®tiils abatitNJ YSS G Ay
accommodations/supports)

GCdzy OGA2y Il f . SKIFEIGA2NIt ! aasSaavySyidé FyR a. SKI OA 2

Gal yATFSadlridAazy 5SGSNYAYIGA2YE

G{dzYYINE 2F t SNF2NXIyOS¢ 6b2dG FOdhdza tte +y L9t 7
It is required to be given to exiting seniors before graduating or leaving school.)
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GwSLI2 NI 2F tNRINBaa 2y !yydzt D21ftaég o6aSyid K2yYS

Beginning with the 2008-2009 school year, the parents must be given a copy of the IEP, including EDC
documents,atd 1 KS 02y Of dzZAA 2y 2 F Ho&®, if thOphrents/Gubrdfans¥rSib (0 A y 3 P ¢
agreement, the final copy may be mailed or sent home within 5 school days of the meeting.
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IEP MEETINGS ¢ 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) ¢ 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 ¢service personnel if part of the IEP or proposed IEP

Under the new lllinois 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)
2)

3)

4)

5)

State the purpose of the meeting

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
FoftS 2 FTGGSYR GKS YSSOAy3as (GKS LI NByl
ISBE 34-57H Parent/Guardian Excusal of an Individualized Education Program Team
Member.

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).

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.

e Review all reports and assessments, including information presented by the
parents/guardians
e Determine eligibility based on the above assessments and reports and whether or not

Y dza

GKSNBE Aa |y dal ROSNES SRdzOF A2yl STFSOG e
wWSPASS Gt NBaSyd [SoSta 2F ! OFRSYAO | OKAS@S

includes:

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

. ReportsF NBY | ff 2F (G(KS aiddzRSyidiQa G4SIFOKSNBR 0

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 % during the course of the new IEP, discuss
Transition and Transition Services. This needs to be done at this point in the meeting C
before discussing other goals and objectives.

o 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 ¢ 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
e Make sure either the goals or the objectives/benchmarks are measurable

8) Discuss Educational Accommodations and Supports (including Assessments)

e 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

R20OdzySyidas d GiKS O2yOf dmdwkveryfthepirentsfuSrdidnsatein ¢ ST Y Y

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

. G511 GS 2 FcUaesS forinaf Bréall dates: 11/12/2007

. G5FGS 2F az2aild wSOSYyi(u9SpDIYE8AGAEHLEOS
wSS@ltdz iA2y Aa a5 0SS 2F az2ad w S

. Gt dzN1J2 &S 2 T mérthaFobeNdayybéxrbeéked

. {2YS 2F (KS SydiNrRSa 2y (KAa LI 3IS 02YS RA
the Records Custodian
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. G{L{ I'YR a@aSRAOFIARE ydzYoSNA I NBE y20 Yy
will input those when available)

Present Levels of Academic Achievement and Functional Performance ¢ 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 % 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

(@p])
O
(@p])
Qx

Qx
-

. GwSLIR NIOAyALy2yYy 2D fGléaSa> at NPINBaa wSLI2NIa&¢é
. G/ dZNNByYyd ! OF RSYAO ! OKA S @S YDyftidisholldbRutilGedizhe@ ih A 2 y |

most cases. Goal statements should be measurable and as a result of what is documented in
this section.

o GLYRAOLI G Scmbréthah onéd Mok checked

. aD2 t { (cleithes tegyalstdtement or the objectives/benchmarks must be
measurable

o GLEEAY2Aa [ S boMdohthegoal{ate hinfaytinkdd.¢For those that are not,
L SIaS NBFSNI (2 (0KS KIFyR2dzi d&lcdddSheytdHANER [ S|
D2Ffa¢ 02 ARSYUA FTWith theketseptioh dif INRsttiiNIdald) 8 otHer2 R S &
academic goals should be linked to a code for an ILS.

. G¢CAGES 27F D 2cid Geterdl EducStisrSTgachés, Ndecial Education Teacher, SLP,
All Staff, School Social Worker

o G{ K2 SINXY ho 2SO0l A BSEodoctingndEalGatidh]Critetia, Evaluation
Procedures, and Schedule for Determining Progress

Educational Accommodations and Supports

NY A

e GC¢NIYyAAGAZ2YES G/ 2YEAARSNIGAZY 2F {LISOALfc CI Of

make sure a box is checked for each statement

. G{ dzLJLX SYSYy Gl NB | A FRI a? Q0 FBDBpeRflk. Fdf &amals, whien
fAa0Ay3d daz2RATASR DNJI RA yYB@E70-60Dehdfwhich subjeatdi#iS OA F &
applies to. Also, list which subject(s) each accommodation applies to.

. G { dzLJLI2 NI & F 2 NICh® $@ich s uséd WHedsehyolp& dortnel need training or
supports that they would not normally receive, i.e. CPI training. These are not student
supports.
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Assessments ¢ Make sure you address all 3 areas: Classroom, District, and State

. G{ a1 GS yiaaSs®k a[YISy 3 dzl¢EhSis for bRiants th I6PY dOEfdr whom
English is their second language

. G! 3aSaayvySyid ! QDéeare thKdccinimdddtidns that apply to testing only.
When listing testing accommodations, be subject-specific.

Educational Services and Placement

Page 1 ¢ 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 ¢ Outside General Education
5) Related Services ¢ 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.

o GaAydzi Sa t SNJign&eBellin sktyingsP-5 FileMakeEndll 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

° G9RdAzOI GA2Y It 9y OA NENWeX Shbxifor dach yademdntS M- the fird ghd, ¢
GKS a,548¢ o02E oAttt 0SS OKSOISR AT LI I OSYSyid &
o Gt £ F OSYSyYy U [ SwhrawititieMNbstrestactvaehvironment when discussing
LI | OSYSyild 2LiAzyad 2NRGS Ay | adlraSYSyid Ay
o Transportation¢/ KS O] aeSaé¢ 2N ay2¢ TFT2N) Stpp&ikl 2F GKS o
transportation, not riding a regular district route bus.)
o G9EGSYRIR {50 K It NZheddiGy & Beld 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
NEOASG D LT &, Saé¢ Aa aSft SOiatBedatonFokthelfpageh if | £ € 0
you are recommending ESY Services, please notify your building principal prior to the IEP
meeting.

Final Paperwork ¢ 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
R20dzySydaz G aGKS 02y Of diuswaveryfthe phrentsfudrdidnsSatein ¢ ST Y Y
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

When school districts or other agencies, i.e. DCFS or the Social Security Administration, send a
writtenrequestforl O2LJ 2F | a0dzRSydQa L9t 2Nks® (GKSNJI 3
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 therequestisa U 2 NBR Ay G KS & daerbpgranite. TEeta)S OA | €
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
guestionnaire and then forward that and the request for records to the FCSEC office.

LF F LI NBydGk3IdzZ NRAFY NBIljdzSadGa 'y FRRAGAZ2YI
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.

Il LI NByildk3IdzZd NRAFYQa NBljdzSad FT2NJ NEO2NRa aKz2d
NEBljdzSad F2NJ I O2LkR 2F (GKS L9t k95/ 3 KSkaKS &Kk

temporary file school. When in doubt, forward the request for records to the FCSEC office.
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ENTRANCE AND EXIT FORMS

20K a9y iGN yOSé YR G9EAGE FT2NX¥& INB F2dzyR Ay i
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 Custodianwith it KS & G dzRSy 1 Qa om0
and (2) ethnicity.

Exit Form
This form is utilized when:
) A student moves out of the district.

. I a0dzRSYyG A& F2dzyR ay20 St A-gedr cedvdfudtionF 2 NJ & LISOA |

An EXxit Formis 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" Street, Gibson City, IL 60936
e (217) 784-5470 o 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
OKSNBFFAOISNI NEFSNNBR (2 la GKS atftlyéeéo | a NBIj
226.735.

2. The purpose of this Plan is to specify limits on the workload of its special educators so that all
AaSNIDAOSAa NBI|jdZANBR dzy RSNJ a(GdzZRSyiaQ LYRAGARGdzZ f
ancillary and support services, can be provided at the requisite level of intensity as required by
Illinois Administrative Code 23, Section 226.735.

3. C2NJ 0KS LlzN1lJ}2asSa 2F (GKAa tfly> | aalLISOALFf SF
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, ClassSizecLy (GKA& tflyX aOflaa airli Sé Aa&8 RSTFAYSR |
GaLlISOALf SRdzOF GA2y Ofl aadé 2 KSYy | aiGdzZRSyidQ3
Of Faaxzé¢ 0 O K&didaltlasvBeyeidnlystddénts with EPs drdfserved, 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 lllinois

| RYAYAAUNY GAGS / 2RS HoX {SOGA2Y HHcCcDPTONI G/ f
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 15 17
Education Services
Students with 21-60% Special 10 15
Education Services
Students with 61% or more Special 8 13
Education Services

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.

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

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 Count Special Education Cooperative

Eric E. Brackmann, Director

217 E. 17'" Street, Gibson City, IL 60936
e (217) 784-5470 e 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

LINE JARS AYyailiNHzOGA2Y GAGK2dzi | LIKEaAOALIyQa ail b
they eligible for home/hospital reimbursement.

Attendance: a! aSaaAirzy 27F y20 f Saa O klizedordoméouadp@diB| K2 d
on-site or by telephone to the classroom may be counted as % day of attendance, however these
LJdzLIA £ & Ydzad NBOSAGS n 2NJ Y2NBE Of 201 K2dz2NBA 2F Ay

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. ¢KS A0K22f &aSONBIUOFINE gAff yByihad KR SH2di Ry i
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
LI NByida GKIFIG GKS@ NB NBalLlkyairioftS FT2N) aSSAy:=
up from school and are at home by the time the homebound teacher is scheduled to begin.
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10.

11.

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.

After the Application for Home/Hospital Servides 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.

CKS K2YSKkK2ALAGFE GSFOKSN) aK2dzt R GdzNYy Ay KAa
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.

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)

2)

¢ KS & 0 dzR S s/ate 2spondibls forbngkddlirethat - £ £ 2 F (G K S, indludidgR Sy i Q.
any worksheets that have to be copied, is provided to the school office/homebound teacher.

¢KS A0dzRSYydQa NBIdzZ  NJ 6§SIFOKSNA | NB NBALRYAaAO
teacher may provide input as requested.

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)

| 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.

Rate of Pay:

Certification No.

(if not current district employee)

SS.#

(if not current district employee)

DOB

Grade Placement

Teacher
(Print)
Teacher
(Signed)
Address
(Street)
City State Zip
Student
District

For the Month of

Location of instruction sessions

(Year)

Date

Time of Instruction

Parent/Guardian

.. Comments
Initials
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