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Tennessee Reference System

The EasylEP™ systam will b2 cown for upgradss from S p.m. CT Juns 20th
through mdnight June 30, 2013.
Login Page Message appaars ners.......

Nams Pazzword

[Forgot Your Passwora]

Student Succsss Planning - PGG Education is a lsading national Services include:

provider of dats solutions that promots student success. We
compine K-12 consulting expartise With innovative technology and
research-nasad methodology to Nelp sducators maks informed
decisions that lead to improved student outcomss.

* Fesponss to Intarvention (A1)
Nanagement

* Special Ecucation Management
* Student Bahavior Management

» [Download Acoos Fe-aoa-.j * Student Support Plans

SIF Version 2.0 Compliant

Login Message

Districts are able to post a ‘Login Message’ on this page alerting users of important dates,
deadlines and other reminders. The messages are posted on the login page in large bold red
print. Statewide messages from EasylEP™ are in smaller red font on the left.

To view documents in EasylEP" Adobe Acrobat Reader must be installed on your computer.

To install the latest version of Adobe Acrobat Reader, select the link ‘Download Adobe
Reader’. The following screen appears:
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@ EDUCATION

Adébe Reader download

Adobe Reader XI (11.0.03) 712

Your system:
Do you have a

Yes, install Chrome as my default bros
Explorer — optional. (32

nd Google Toolbar for Internat

3t jOu Nave read 3nd agree 1 Me Acode Sofwars

Please note, depending on your settings, you may have to temporarily disable your
antivirus software.

EasylEP™ End User Manual
Summer 2013 Version 5

Install the program for free by selecting the ‘Download now’ button on this screen.
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Logging into EasylEP™

1. Open a web browser and enter your district’s URL in the address bar. The district site is
replaced by the appropriate district name.

o Having trouble
getting your site to

(€ https://go4.pcgeducation.com/ndistrictsiteiep)

come up? Make sure

2. Enter your username on the log in screen there is an 'S’ after the
http. All sites start out

(First Name <space> Last Name)
with https://.

3. Enter your password (case sensitive)
Select the ‘Login’ button.

Note: The username is not case sensitive, but the password is case sensitive and must have at
least eight characters. Please Do Not select ‘Yes’ in the box that asks “Do you want
Internet Explorer to remember this password?”

If the user has previously setup a Forgot Password Question you may click on the link to
‘Forgot Your Password’ to obtain temporary access to EasylEP™.

Password Policy

As part of on-going efforts to uphold security of the data managed, PCG Education™ is moving
its suite of hosted application to use hardened passwords for system access.

The hardened password policy is as follows:

e Requires use of complex passwords

e A minimum of 8 characters

e At least one upper case character

e At least one alphanumeric character

e At least one numeric character

e At least one non-alphanumeric, like #, S, % ...etc.

e Must not match the last 3 passwords the user selected

e Password expires every 90 days

e Forgotten password link for users, with CAPTCHA option (only available if the user
forgets password)

Page | 8
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Electronic End-User Agreement

Upon initial log-in to the EasylEP™ system users must acknowledge that they have read and
understand the user policies of the EasylEP™ system. They acknowledge this by clicking the
‘Agree’ button on the initial log-in page. If a user does not acknowledge and agree by clicking
the ‘Do not Agree’ button, they are automatically logged out of the EasylEP™ system.

Public Consulting Group, Inc.
Electronic End-User Agreement
PCG Licensed Products

NOTICE TO END-USER: BY SELECTING "I AGREE™ BELOW, YOU AGREE TO ALL OF THE REPRESENTATIONS AND
TERNS SETFORTH BELOW.

You, the Cmdlisen al the PG Licensixd Prochue!, epeessent ancd sgree ay ok

0 Voo an crpiovess af the Schoal Sysdemand yoo ae authanzsd by the Schoal Syszem ta pse 2e POG Lioersed Pradae:

il s the POG L ineresed Pradcd anly Tor authenizocd Schaaod Systosn perpases: al kicasans suioazt by Saheo

seenbde chescarrpike, distribote iradfy faansbahe, an cosle diviv
of the POG Licesesed Prasket salleere:

Note: Ciclang on""Dont Agrea” vall1og you o

4299 2042 Fyblic Conzuiny Srouo In- A doz razarsad

Electronic Tennessee EasylEP™ Access Agreement

Upon first log-in to EasylEP™, users must read, acknowledge, and agree to three statements
regarding their access to the Tennessee EasylEP™ system. The user is required to type their
name as it appears in the system and enter the date of agreement prior to clicking the ‘Agree’
button. If a user does not acknowledge and agree to these statements, their access to
Tennessee EasylEP™ is denied.

b <, ® > sape wore was B *

Tareatrses Tary AP Boten Agaensy

LR TN G AN AEER B0 G § T L T e VR e 00 T s © 1w Tt aied DarrD T aeate . 8 G0 CONB C6T ISR RI0R 45 aR e 1) Date 10w e
oo 50 Tarraaiss Doa OF vl e eoed

1 Tegrrets anep 31 weoert Aertan (oo e

o EETIR LR A AR Ty vt 1D 3rC PRitwet curiteial 8 Wl TSI 4 3 e oree
“ e
X 1A te Aty e

el s L T
Sy Lompeteog b agman o aherl bl 1L eed @ ayrer i O 300w aeweris
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EasylEP™ General Information

Security

All EasylEP™ information is confidential. The server uses Secure Socket Layer (SSL) technology
encrypting all information transmitted through the Internet. This is the same technology used
for protecting credit card numbers and other sensitive information sent over the Internet. The
security level of the website is viewed by selecting the ‘VeriSign Secured’ symbol on the login

page.

Please adhere to the following procedures ensuring security:
e Do not give your username or password to anyone.
e Do not write your password down where it can be seen by anyone.
e Do not save documents or reports to an unsecured computer.
e Always log off of EasylEP™ and close your browser when you are finished.
e Lock your computer when leaving it unattended. Press CTRL, ALT & DEL simultaneously.

User Access and Permissions

Access to the various areas of EasylEP™ and the permission to execute various functions are
controlled by the user type assigned to each user. Examples of common user types include IEP
Chairperson, School Administrator and Director. Depending on the user type, individuals are
assigned either ‘view’ or ‘edit’ access to EasylEP™.

Users with ‘view’ access only see information on a given screen and cannot edit that

information. Users with ‘edit’ access can view and edit information in EasylEP™. View access
and edit access pages look different.

Page | 10
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Important Symbols in EasylEP™

A ddress féj https 'LI'JPI:E site is secure; there is an ‘s’ after the ‘http’ in the

All actions in EasylEP™ are single clicks of the mouse.

Help - This link shows general help information. See
the End User Manual for updated, specific
information.

Drop down menu - Only one selection can be made.

P 57

wt
Click once on the gray box and select an option.
Check box - More than one selection can be made. To
add or remove a check, click once on the box.
| .af? | Spell Check icon — Click on the icon to launch the spell
check function for a specific text box.
- Calendar icon — To add a date, click on the calendar
EE and scroll through the screens to find the appropriate
date.

The tabs along the top on the screen are used to navigate throughout the system. Never use
the back button unless instructed by the EasylEP™ help desk.

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |

After a change is made, select the ‘Update the database’ button at the bottom of each screen
to save the changes. ‘Update the database’ is equivalent to 'Save'. Any information entered is
lost if the ‘Update the database’ button is not selected.

lpdate the database

Page | 11
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Main Menu Tab

EdPlan is the logo used within he EasylEP™ system.

E[ 'P’ CO———
anby PCG Education Welcome, Sheryn | My Calendar | Message Board | Logout

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |

7? Send us a Message lZJ My Messages Review the License Agreement

Updates from the EasylEP Help Desk

NOTE TO ALL DISTRICTS:

Message Board

Contact the EasylEP™ Helpdesk with any questions, concerns, suggestions or bug reports.
Messages are answered as submitted.

To send a Question, Bug Report, Comment or Suggestion:

‘_A( Send us a8 Message =2 My Messagss L_J Review the Licenae Agreement

Select the blue hyperlink ‘Send us a Message’.

Select which type of message you need to send by selecting the appropriate blue
hyperlink. Message types of ‘Question, Comment or Suggestion’ are for questions,
comments, student transfer requests or suggestions. Use the ‘Bug Report’ type, when a
feature or function of EasylEP™ is not working correctly.

3. All Message Board requests must include a student’s full name and date of birth for
further research by the EasylEP™ Help Desk. If the requests are in reference to users or
user types, please include specific examples.

4. Torequest an IEP transfer, post a message and include the following information:
Student’s full name, date of birth, sending district and receiving district.

5. Type the subject of your message in the ‘Subject’ box. Be as specific as possible.

6. Enter your e-mail address in the ‘Your email address’ box so the EasylEP™ Helpdesk can
reply to your request. Your e-mail address automatically populates, if your e-mail is
entered under the “My Info” Tab.
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7. Add your message to the text box.
8. Select the ‘Send Message’ button.

Send us a Message

Message Type: [Qusstion W
-Quastion

Subject: Bug Feport | Your E-Mail Address:  Sharyn.oraway &tn.gov
Comment i

Page Title (if applicable): |Sugosstion | studert (it epplicabie): | |

Enter the Meseage Here:
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9. A confirmation page appears with the content of your message. Select the ‘Back to
Message Board’ link, once the message is completed.

Thank You for the Question

Subjsct: tsst messos
Your e-mail Addrees: Sheryn.ordway &tn.gov

Messags: test message

| Back to Messags Soard |

10. To access a ‘New Mail’ message, select the ‘My Messages’ link.

i;ir Send us a Message ) My Messages LI Review the Licenae Agreement

Choosing this link directs users to the following screen, which displays ‘New Messages’
and/or ‘Previous Messages’. The ‘New Mail’ icon on the “Main Menu” screen
disappears, when all messages are read.

Messages Sheryn Ordway

[Mis pags dizplays all of ths MESS3QSE YOU Nave Sant In the EasyIEF™ system and the responsss that you Navs racaivad. If you nave MESSages you Nave not r3ad, 8 "New MESSages” saction will 3ppsar at the top of the pags. Balow 3
the messages that you have previously sent or recaived.
You Have No New Messages

Previous Messages

From Site 1D Date Message Typs Subject Meseage To

1851 MESS300 Halp Deck

Shervn Orgway  trrst 2025030 07/02/2013 09:30:00 gstion 1s5t messos

Message of the Day

Below the message link is the ‘Message of the Day’. This message is edited by district
administrators and alerts users of any important information. Please check this message often

to stay informed with district-wide changes or updates.

Updates from the EasylEP Help Desk

NOTE TO ALL DISTRICTS:
PCG will discontinue importing student data from district information eystems on a daily basis on Friday, June 7, 2013.
A tentative date to start this daily procesas for the 2013-14 achecl year i Monday, July 22, 2013. Please makse note.

Adminietrators - please remember to enter the district calendar in EasylEP and mark the Summer daye in the calendar. Check the begin date
on the School Years page for the 2013-14 year.

Welcome to the new lock of EasylEP.
Pleass join representatives from the State and PCG as they present a series of webinars for users beginning the week of July 8. Scheduls is
pubiished below
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Uploaded Files

At the bottom of the “Main Menu” page, various files are available to users for viewing or
downloading. Instead of sending e-mail attachments to everyone in the district, the EasylEP™
Helpdesk, district administrators or PCG staff often upload the necessary file(s) to the main
page of EasylEP™. To view a file, select the name of the file (denoted by a blue hyperlink). Files
can be saved to an individual computer when opened. After viewing the file, select the “Main
Menu” tab at the top of your screen. Do not close the browser because the user is still logged
into EasylEP™.

|_J Documents
Del Pos  New Pos Date Uploaded Uploaded By File Nema
E 3 i 00/14/2013 Samantna Law Schadule for Summer Easy|EP WebEx dsmos
O 2 05/14/2013 Shenyn Oraway Deilsting documents and events final 051313.paf
O 3 05/14/2013 Sharyn Oraway 051413 Essyiep Conferance Call Agenda Fina Fevi.pdt
M A [ falt0a"s Tariah it Sronin Merbagy N12.4% ENY Bornrt gt Inctestines Bone simsy
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My Info Tab

The “My Info” tab is used to add or edit a user’s demographic information. It is also used to
change a user’s password and setup a ‘forgot password question’. In order to change any
information on the “My Info” tab, the user must first enter their current password.

Change Your Password:

1. From the Main Menu, Select the “My Info” tab.

R' O
E anby PCG Education Weicome, Sheryn | My Calendar | Message Board | Logout

Log Out | MainMenu | Students | My Doce | Wizards | Schools | School System | Userg| | My info | [1}7]

2. Enter current password; this is the current password used to log into EasylEP™. Enter a
new password in the ‘New Password’ box and enter it again to verify. Passwords are
case sensitive. Please select the ‘How to choose a good password’ hyperlink if
applicable.

3. Select ‘Setup my Forgot Password Question’ to help reset your password yourself.

3. Select the ‘Update the database’ button.

Update Information

| Please enter your current password: ‘ ] : (raquirad to maks any chandss on this pags)

TO changs your current password,
entar tha new password in Doth of the following arsas
!SE—E HOW 10 ChOOES 8 000d £assword)

New Psssword:

New Pasaword (to verify):

Gity, State, ZipCode: | (I ]
Home Phone: | ‘

Work Phone: | ]

E-Mail Address:

Calender Synchronization: [] Email Calendar Events to Outiook

Calendar Alerts: | | Minutss Befors Calendar Events

I Set My Forgotten Password Question I

memnmmasj
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After updating the database, a confirmation box opens. A user successfully changes their
password by selecting ‘OK’ in the confirmation box. The password disappears for security
purposes. To test the new password, log out of EasylEP™ and log in again using the new
password. District system administrators can change a user’s password, if necessary.

The “My Info” tab contains a users’ contact information. Confirm the email address and the
phone number is correct.

Changing Personal Information:

1. From the Main Menu, Select the “My Info” tab.

‘4 -
‘ an"v PCG Cducation Weicome, Sheryn | My Calendar | Message Board | Logout

Log Out | MainMenu | Students | My Doce | Wizards | Schools | School System | Users || My info

2. Enter current password. Personal information is added and/or edited on this page.
Users must enter their Title, Work Phone and E-mail Address.

3. Users may setup a ‘Forgot Password Question’ to assist with resetting their own
password.

4. Select ‘Update the database’.

Update Information
Please enter your current password: } ] 7: {raquirsd to maks any changss on this pags)
TO changs your current password,

entar the naw password i both of the following areas
{Sea How to choose 8 00od password)

New Paseword: | |

New Password (to verity): |

[sheryn 1 [ | [rEet ] ‘

User Code: [sneryn01
Title:

Address: |

City, State, ZipCode: | |[
Home Phone: | '
Work Phone:
E-Mail Address: |sneryn.oraway &1n.gov \
Calender Synchronization: [] £mail Calendsr Evants to Outiook

Calendar Alerts: | | Minutss Bstors Galendar Events

[ Set Ny Forgotten Peseword Question ]

l metetmnmmael
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Student Compliance Symbols

Every student in EasylEP™ has a compliance symbol associated with their name. The
compliance symbol is found in two places in EasylEP™, the “Students” tab and the “Eligibility”
tab for that student. Both are found next to the student’s name. When viewing a caseload, the
compliance symbols are a quick way to view which students are in or out of compliance, as
well as students who have approaching deadlines. On the ‘Select a Student’ page, the
compliance symbol is to the left of the student’s name.

Select a Student (Caseload of Sheryn Test)

ce Proj Elig IEPEnd School Grade Name Studert ID Age Date of Birth Dis  Case Manager Primary Option
@ v 10072013 03102013 €S 07  Aravius Lameal Dotson 4152130 12Ysars 03/27/2001 SLD,SI Sheryn Test o7
v « «f 012372010 12/31/2013 SS 10 ADDIS Marie Test 4441203 14Ysars 11/10/1008  SLD 02
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Meaning

What to do

Y,

No Eligibility or IEP information has been
entered for this student; this usually
denotes a regular education student.

To enter the student into special education,
fill in the eligibility page.

All appropriate Eligibility and IEP
information has been entered for this
student.

Make sure the student has a final IEP and
option in the system.

The student has a new Proposed IEP and

Confirm the parent’s response is received

%4 the system is waiting for the parent's and entered into the system. (Not used in
response to be entered. TN.)
. Create a new IEP or modify the current IEP
The student's new IEP has been Rejected W y . Y
and a new one must be Proposed for the student and propose this for
P ' acceptance. (Not used in TN.)
. . Create a new IEP or modify the current IEP
The student has a Rejected IEP and it has W Y u
I . . for the student. Make sure the newly
: been over a set period of time after the .
reiection proposed IEP has been confirmed for
J ) acceptance. (Not used in TN.)
At f d student is in the “ ing” s .
r.ans erreds u. entisin the wgrnmg In the new district, the student is flagged
period before being out of compliance. . . .
Once the student goes out of compliance with the new compliance symbol until an IEP
ET3 g P ! is finalized. When the IEP has been finalized,

the standard stop sign symbol will appear.
The IEP Team has 30 calendar days to
create a new IEP.

the compliance symbol will show the
student is in compliance (green check mark).

Rt

A student has been re-activated. After the
student is re-activated, the team has 30
calendar days to create a new IEP.

A team member must generate an IEP for
the reactivated student using EasylEP™ to
bring the student into compliance.

Either 1) it has been >335 days since this
student's Last IEP Date, or 2) it has been
>23 days since this student's Eligibility Date
and no IEP has been recorded (i.e. the
student's Last IEP Date field is empty).

When a user generates an IEP for a student
using EasylEP™, the Last IEP Date will
automatically be updated.
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Either 1) it has been >365 days since this
student's Last IEP Date, or 2) it has been
>30 calendar days since this student's
Eligibility Date and no IEP has been
recorded (i.e. the student's Last IEP Date
field is empty).

When a user generates an |EP for a student
using EasylEP™, the Last IEP Date will
automatically be updated.

It has been >20 school days since this
student’s Initial Consent Received Date and
Eligibility has not yet been determined.

When a student's Eligibility status is
determined, an Eligibility Document needs
to be created. The date of the Eligibility
determination and disability is populated
from the Eligibility document.

It has been >40 school days since this
student’s Initial Consent Received Date and
Eligibility has not yet been determined.

When a student's Eligibility status is
determined, an Eligibility Document needs
to be created. The date of the Eligibility
determination and disability is populated
from the Eligibility document.

It has been >1035 calendar days since this
student's Eligibility Date. A triennial re-
evaluation is due within 2 months.

When a re-evaluation is performed, an
Eligibility Document needs to be created.
The date of the Eligibility determination and
disability is populated from the Eligibility
document.

It has been >1095 calendar days (3 years)
since this student's Eligibility Date. A
triennial re-evaluation is due.

When a re-evaluation is performed, an
Eligibility Document needs to be created.
The date of the Eligibility determination and
disability is populated from the Eligibility
document.

ECO Compliance Symbols

For the Early Childhood Outcome (ECO) students, new ‘sub-compliance’ symbols are displayed
for applicable students on the student results page. Students exiting ECO are flagged for IEP
Team Members for entering outcome information once students are six years old.

These are the business rules regarding when the new compliance symbols show for a student:

P

’ 6 \\.

If the student is 5.5 to 6 years old and has no outcomes listed, a yellow yield symbol

with the number ‘6’ is displayed.

If the student is 5.5 to 6 years old and has outcomes information, green check sign is

displayed.

If the student is 6 years or older with outcomes information, they will also display a

green check sign.

v
s
k6

If the student is 6 years or older with no outcomes information, they will display a red

stop sign with the number ’6’.
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TEIS Ages 0-3 Compliance Symbols

For the Tennessee Early Intervention Systems (TEIS) students, new ‘sub-compliance’ symbols
are displayed for applicable students on the student results page. These symbols are created
for students entering/exiting TEIS and flagged for IEP Team Members.

These are the business rules regarding TEIS compliance symbols for a student:

J,fg\ When the student is imported into EasylEP™ from the TEIDS System a yellow
= yield symbol with the number ‘3" is displayed.

9 If a child is 3 years and 1 day older without a finalized IEP a red stop sign with
the number ‘3’ is displayed. The red stop sign will remain until an action is

taken to determine the student’s eligibility.
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Student Transfers

Districts have the ability to request student transfers through the message board. First, the
previous school district must inactivate the student. Please contact the previous school district
to have the student inactivated, and then submit a request to the message board to transfer
student demographics, documents, and workspace information. For those districts that may
have a large constituency of their student population moving to another district (for example,
city vs. county schools), please send a message to the EasylEP™ message board and request
instructions on how your district should handle such a mass transfer.

e Active student records cannot be transferred. Please ensure the previous district has
In-activated the student record, before posting a transfer requests.

e Torequest an IEP transfer, include the student’s name, date of birth and previous school
district.

e When a student is transferred to a new district, a new |[EP must be finalized to create an
option of service in the new district. First, update the Providers and Service Dates
selected on the ‘Services — Details’ page. Also update the ‘Goals and Objectives’ dates
and details. Then on the Documents tab, select ‘IEP’, enter the IEP begin date and create
a new Final IEP.

District Student Transfer Contact List

The EasylEP™ Help Desk maintains a ‘District Student Transfer Contact List’ to assist District
personnel in notifying the Student’s previous District, when the Student has transferred to
another District. Please identify the person in your District to contact, when a Student needs an
inactivation to complete a transfer. Please review the ‘District Student Transfer Contact List’ for
the correct information. The most current version of the ‘District Student Transfer Contact List’
is located on the Main page of EasylEP™. If there are changes to the contact information for
your District, please send a message to the EasylEP™ Message Board with the changes and the
correct contact information.
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Out-of-State Transfer — Suggested Guidelines

When a Student transfers from out of state and there is evidence (i.e., IEP or Eligibility Report)
that the Student has a disability, the current School District must provide the Student with
services comparable to those described in the IEP from the previous School District.

The Student is enrolled in EasylEP™ and should continue to receive comparable IEP services
until an updated eligibility determination.

1. On the “Eligibility” tab, enter a Referral Date and Initial Consent for Evaluation Received
date from out-of-state. (If you do not have the Referral date and Initial Consent date,
then use the last Eligibility date or last IEP date from out-of-state.)

2. Onthe “Documents” tab, create an Eligibility report based on the last Eligibility
Determination date and disability from out-of-state. (If you do not have the last
Eligibility Determination document from out of state, then use the last IEP date.)

3. If comparable services can be provided, accept the IEP from out-of-state and enter into
EasylEP™ with a begin date of the Student’s enrollment date in your District. If
comparable services cannot be provided, accept the IEP from out of state until a new
IEP is developed and implemented. If you do not have the IEP from out-of-state, create
a new |EP with services to accommodate the Student’s needs.

4. Complete the state’s ‘Reevaluation Summary Review’ to review existing evaluation data,
which includes current classroom-based observations and input from parent and
teacher.

Note: Most transfer students will be treated as a reevaluation. Only when a
comprehensive assessment is needed will students be initially evaluated under state of
Tennessee criteria.

5. When the Reevaluation Summary Review or Comprehensive Assessment is completed,
create the following documents in EasylEP™:
1) Create a new Eligibility Determination document with the current eligibility
determination date and disability, and
2) Create a new IEP with the current date and data collected from the
Reevaluation/Assessment.
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All students receiving special education services MUST be enrolled in the district’s student
information system (e.g., Star Student, PowerSchool, Skyward, etc.). When searching for
students, both regular education and special education students are listed in EasylEP™. A
certain number of students appear on the screen depending on the search criteria. Users may
narrow their search by entering the first three letters of the child’s last name and selecting the
‘Special Ed’ check box. The student search screen looks different depending on each user’s
permissions. Some users are only able to view their individual caseload.

1. From the Main Menu, select the “Students” tab.

Enaniy PCG Education

CO————

Weicome, Sheryn | My Calendar | Message Board | Logout

Log Cut | Main Menu || Students || My Doce | Wizards | Schools | School System | Usere | M/Iuolm

2. Enter search criteria, such as ‘Student Last Name’. Select a ‘Grade Level’ and /or ‘School’

to narrow the search.

Student Last Name:
Studernt Firet Name:
Student Middie Name:
Student ID:

State ID Number:

Agditional Progranvg):

Grade Lavel:

Criteria for Selecting Students to View

All Grades v

[AlSchoois 2|

O s W 1

O

Exact Match

Exact Match

Exact Match

Exact Match

O
|8
] O Exact Maten
O
O
O

Gensral Ed Fetarral
TEIS Refarral O initia1 consent tor Engibility Evaluation Recaived
IFSF Ehgibility O Enhginiiity Detarmenation

IFSP

English Sscond Langusgs (ESL) [ Parentaily Piaced Privats School

SortListBy: [Students Lasthame ]

O open Recuits in a New Winoow

View Students

;
| Advanced Student Search I

o It is best to leave the
search as broad as
possible, as well as narrow
it down if too many
students are returned.

O spscial Ea
O ier

D Discontinusd
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3. The student record(s) meeting the selected criteria appear.

4. Selecting the ‘View My Caseload’ button displays an individualized user’s caseload.
5. Select the name of the student to open the student’s record.

Note: Sort student records by selecting the blue column headers.

Select a Student
ce Proj Elig IEPEnd School Grade Nems Student 1D Age Dets of Birth  Dis Case Meneger  Primary Option
v o 012372010 12/31/2013 SS 10 Abbis Mars Tast 4441208 14 Ysars 11/10/1008 SLD Snaryn Test 02
@ v o70s2012 080022011 S ot Aunt Bes Test TESTIZ24 OYsars 01/10/2004 SLD Snenyn Orgwsy 02
® v v os01:2013 ss P3  Beniamin Test TEIDS123450 S Ysars 08/12/2007
W 7 0201/2015 ss 11 Bsth Sam Test T457 10 Years  04/05/1007 Mike Test
L @ .7 . nnsnanes  anananen oo ns Eat Tact JECTING 14 Wages  4nan0MONd Tl ASks Yoot
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TEIDS Student Search

1. To search for student records coming from Tennessee Early Intervention Data System
(TEIDS), first go to the student search page and select Grade Level P3 and select ‘View
Students’. Grade level P3 is automatically assigned to all TEIDS records.

2. Below is an example of how the TEIDS student records appear.

Select a Student
ce Proj Elig |EP End School Grade Name Student 1D Age  Date of Birth Dis Case Mensger Primary Option
v < © ss P3 William Huntsr Childs  TEIDS4007003 3 Years 01/0002010 Cailvin Burgan
@ v oso1013 ss PS  Benismin Test TEIDS123450 S Years 08/12/2007
Y aE¥ ss P3 Dolty Test 1501475 4Ysars 00/02/2000 Calvin Burden
L1

3. To find NEW TEIDS records, select the ‘School’ Heading to sort by school. All TEIDS
records that do not have a school assignment will show at the top of the list.

AN

\ Select a Student
ce Proj Elig IEP End School Grade Name Student 1D Age  Date of Birth Diz Caes Mansger Primary Option
v < © ss P3 William Hunter Childs  TEIDS4007003 3 Years  01/0002010 Cailvin Burgan
@ oso12013 ss P3 Benismin Test TEIDS123450 S Ysars 08/12/2007
< ss P3 Dol Test 1301478 4Years 00/02/2000 Calvin Burden

4. Post a message to the EasylEP™ message board requesting a school assignment for each
TEIDS record.

5. Once the school assignment is completed, assign a Case Manager to the IEP Team.
6. Districts must enter IEP information on the TEIDS record only.

DO NOT enter data on the Student Information System enrollment record (e.g., Star
Student, Chancery, PowerSchool, etc.)

Note: Sort student records by selecting the blue column headers.
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Select the Students tab and select the ‘Advanced Student Search’ button. Use the Advanced
Student Search page to search for students by primary or blank funding option, compliance
status, disability, special education or related services, extended school year and student

records with no case manager.

Criteria for Selecting Students to View

D Saarch for students US!"!Q e information from the Currant IEP rather than the Workspacs

Grade Level: | AN Graces

Student Last Name: |

Student Micdie Name: l

] O Eexact maten

Student First Name: [

| O Exact Maten

| O exact maten

Student 1D: [ O exact maten

State 1D Number: [ ] O exact maten
I GeneralEc ™ meterra
I TEis metarrat I Initial Conzent for Eligibility Evalustion Fecsivea | IEP
Status:
™ iroP Engioity I Esginility Determination
™ FsP
ional Progr I™  Englisn Second Language (ESL) | Parentany Piacea Privats School

I™ speciat Ea

I™ Discontinusa

Compliant Warning Overaue |

Initial Consent for Eligibility Evalustion Peceived r Ks L
Parent Consent i i =
Compliance Ststus: Eligibility Determination i I =
=0 r o= =
5 Mot N o N os I o7 T oo I Banx
Primary Option:
T o2 I 04 T o0 I 08 I 10
Case Manager: I™  onily inciude students with no Cass Manager
[0 specific Leaming Dizaviity [ Intelectusiy Girtsa [0 ~raumstic Brain Injury
O autism [ intssectua Disability O wvizual impairments
. [0 opsat-siinansss O nutipis Disavilitiss O rangusgs impairments
Disabilities:
O oeatnze=z O Orthopadic Impairments O Developmental Delay
[0 Eemotional Disturbance [0 otner - H=aitn Inpairments [ Hearing Impairments
O runctiona Delay O Spasch Impairments O sins
O Acsgemics O interpreter sarvices [0 social Benavior
Special Ed Services: O enriches Acasemics [ wite skins [0 spescn ana Languags
[0 censral studies
O Ancillary - Attendant O Nursing Sarvices O scnoot Heaitn senvicss
O ancirary - Interprster [0 occupationat meragy [ social work senvices
: [0 Ancitary - otnar [0 otner servicss [0 spsscnianguags Therapy
Pelated Services:
[0 Benavioral Heattn Sarvices [ Prysical Therapy [0 vision/Orientation & Mobility Servicss
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Serving School: [Anscrools ]
Extended School Year: [ only inciude students with at lsast ons service marked as ESY
Sort List By: [Stugent's Lazt Name 3]

[0 open Resuits in & New Window

j Dieplay Previous Search Results '

Example of an advance student search: Find students with a Referral date and no Initial Consent
for Eligibility Evaluation Received Date.

1. Onthe Advanced Student page, check the box labeled ‘Referral’.

2. Select the 'View Students’ button.

3. The list of students displayed has a Referral date entered on the “Eligibility” tab.

Searching by Primary Option

1. Onthe advanced student search page, check the Primary option for the selected search.
2. After selecting a Primary option, select the ‘View Students’ button.

The Student Search Results page lists all students whose Current IEP includes the
Primary option value selected.

[ Log Out H Main Menu ][ Students H My Docs ][ Wizards H Schools H School System ][Users H Super User ]

Select a Student

IC__P| Proj Elig | IEP End |SchooI|Grade| Name |Student ID| Age |Date 0fBirth| Dis | Case Manager |Primary Option
[v [01/02/2012[01/202010[EES  [P3  [BethTest  [TEST1001 [4 Years [05/20/12005 [LISLD |[Sue Craver 02
lv [01/10/2012[01/10/2010 HCMS [08  [EngIEP2 Test[ENGTEST2[10 Years[09/06/1999  [EMN,FD [Rabin W Hammer |

(2 Students)

Note: The Primary Option search displays each student who has the selected Primary option at
any time period in the Current IEP. For the screenshot example above, Beth Test has 02
as the ‘active’ option in the Current IEP. However, Eng IEP2 Test has primary option 02
for the last couple months in the Current IEP, where the Primary Option field on the
search page is blank because the ‘active’ primary option at this time is 03.

Searching for Blank Primary Option

1. Onthe Advanced Student Search page, check the box for IEP Compliant and check the
box for Blank Primary option.
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2. Select the ‘View Students’ button.
The Student Search Results page lists all students with a current IEP and a Blank primary

option.
Compliant Warning Overdue
Initial Consent for Eligibility Evaluation Received (] ] O
Parent Consent O O m]
Eligibility Determination [m] m} O
) " IEP (m] m}

Compionce SIS ipgs Eligibility O ] m}
IFSP O O m]
Section 504 Parent Consent O O ]
Section 504 Eligibility O O ]
Section 504 Plan O O O

. . D01D03D05D07D09

Primary Option:

002 004 006 OD08 O 10

Viewing Caseloads

1. Select the ‘View My Caseload’ button at the bottom of the ‘Student Search’ page.

Criteria for Selecting Students to View

Grade Level: |All Grades v/

School: | All Schools v
Student Last Name: O exact maten
Student First Name: ] 0O exact Maten

Student Micdle Name: | | O Exact Match

Student ID: | 10 Exact maten

Stats 1D Numbsr: |0 Eexact vaten

Geansral Ed O reterra O Spscial Ed

O

O teisreterrat O initisi consant for Elgibility Evaluation Fecsived O e

[0 1FeP Eigiviity [ Eligivility Dstsrmination [0 Discontinuaa
O

IFSP

Additional Progranfe): [ English Sscond Languags (Est) [0 Parentaily Piaced Privats School

Sort List By: [Students Last hame |

O Opan FResults in a New Window

| Advanced Student Search |
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2. The following ‘Select a Student’ page lists all the students that a user serves via the
“Team” tab.
Note: If the user is not listed as the Case Manager, then the user serves on the IEP

Team.
Select a Student (Caseload of Sheryn Test)
@ v 10072015 031002013 SS 07  Arsvius Lsmeal Dotson 4152130 12Ysars 03/27/2001 SLDSI ShennTsst 07
v f «f 01/23/2010 12/31/2013 SS 10  bbie Marie Test 4441208 14Ysars 11/10/1005 SLD  SnerynTest 02
Select a Student (Caseload of Sheryn Test)
@ v 10072013 03102013 SS 07 Aravius Lamesi Dotson 4152130 12 Ysars 03/27/2001
v  «f 01/23/2010 12/31/2013 SS 10 | Aboie Mar 10/1905
O ss  Ps  wiam| OPEN 10
v  «f 01/01/2010 01/01/2014 S 05  Fachsl Open in New Tab o2
Open in MNew Window
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Personal Tab

The “Personal” tab contains student demographics allowing ‘edit’ or ‘view’ permissions. This
information is imported from the district’s student information system.

E anh PLG Education Welcome, Sheryn | My Calendar | Message Board | Logout

Logoulminmmlstmulwmee[wiwm|samola|5cmolsym|morelwmo|m

Students || Personal (| Eligibility | IEP Procese | Early Childhood | Documents | Restrainte/lsolstions | View Restraint incidents

If any of the information has changed, the student’s enrollment record must be updated in the
district’s student information system. If additional changes are needed in EasylEP™, post a
message to the EasylEP™ message board and include the student’s name, date of birth and
change(s) needed. The Student’s name, Student ID, Social Security Number/PIN Number, Date
of Birth, Gender, School and Race are required fields. Depending on the individual user type,
the ‘Personal’ page may appear different from the illustration below. The fields highlighted with
red boxes are required

Personal Information Abbie Marie Test
view: (Workspace V]
Frst Middie st Sutx
| AooiE | [vade ] [Test 1 |
fess Soc Sec Number:

Place of Birth: |
Prim. Language: |Engier ™
Grace: [tomnGmee ¥ Language of Inetruction: | Englisn i

Hispanic Ethnicity: [No V|

i t [0 American Indian or Alsska Native
Next School: | -None- 4|
D Black or African Amencan

Racs: Asian
: E — White
Length of School Day: (7.00 |nours | (Std)
[0 Native Hawsiian or Pacific Isiandsr
Notes: :
=
Home District: |-tnic school systam- v/ Serving District: |-this 5chool system >
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— Wecicsid Eligibility Dates —
Begin Date: | |  enapste: [ (E

— Parental Congent to bill for Medicaid Services —

£s)

Signature Date: | |  eeginoste: [ B enaoete: [
— Current Funding Option —

Primary Option Secondary Option Option Begin Date Percent of Day

s o1 01/10/2013 27

D Fesand current option(s) to EIS

Fesena Option History to Star Studant

EIS Enroliment Yesr: |

To determing the EIS Enroliment Yasr: 2000 = 2000-2010 School Ysar 2010 = 2010-2011 Scnool Yaar
Sent to EIS

O TEIs Program

Update the Database

Make this student inactive

1. When updating the Grade and/or School on the ‘Personal’ page from the drop down
menus, users must fill in the following information:

Update Enrollment Information for Tony Test

Please fill out the exit date and reason for the student's previous school and the entry date for the student's new school.

| School | Begin Date | End Date ‘ Reason For Change
Last: TestSchol T oz < | —
|_\'exl'. Ashley Academy ||D4ID?,'2DDB | Changed Schools .
Enrolled in Error
Withdrawn

| Update the datab |

2. Select ‘Update the database’ once the Grade/School information is edited.

3. The EIS enroliment year is automatically set by PCG for ALL student records prior to
sending the first baseline file to EIS. The EIS enrollment year must be entered on any
student records added after the initial setup of the EIS enroliment year.
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4. Student records imported from the Tennessee Early Intervention Data System have a
new label near the bottom of the page for ‘TEIS Program’. This is part of a future
enhancement creating a new compliance symbol for 3 year old Early Childhood records.

[ Resend current option(s) to EIS

EIS Enrollment Year: | 2017 & |

To determine the EIS Enrcliment Year:
2009 = 2002-2010 School Year
2010 = 2010-2011 Scheel Year

TEIS Program

|Update the Database|

IMd(e this student inactive]

Error Checks — Personal

Error 16.1

Error 16.2

Error 16.3

Error 16.4

Error 16.5

Error 22.1

This student does not currently have a grade entered on the personal page.
Please return to the personal page and assign a grade to this student.

This student does not currently have a race entered on the personal page. Please
return to the personal page and assign a race to this student.

This student does not currently have a school entered on the personal page.
Please return to the personal page and assign a school to this student.

This student does not currently have a gender entered on the personal page.
Please return to the personal page and assign a school to this student.

This student does not currently have a Social Security Number or PIN entered on
the personal page. Please return to the personal page and assign a Social
Security Number or PIN to this student.

The school associated with this student does not have the length of school day
determined. Please contact your district administrators to set the length of
school day on the School Information page.
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Eligibility Tab

E anh PLG Education Welcome, Sheryn | My Calendar | Message Board | Logout

Log Out | MeinMenu | Students | My Doce | Wizarde | Schoois | School System | Users | M/lrtolm

Students | Personal || Eligibility l IEP Procese | Early Childhood | Documents | Restrainta/isolstions | View Restraint Incidents

Definitions

Note

Referral Date — The Date the student is referred for special education. If this information
is unknown, use the district’s definition of the referral date.

Referral Source — This usually is the parent. The Referral Source may be the school or
teacher depending on circumstances.

Initial Consent for Eligibility Evaluation Received Date — The date the parental
permission is received for an Eligibility Evaluation.

Initial Consent for Eligibility Evaluation Received Source — The Initial Consent for
Eligibility Evaluation Source is usually the parent. The source is whoever signs the Initial
Consent for Eligibility Evaluation Permission form.

Eligibility Date — The date the IEP team met determining if the student is eligible for
special education. This date is populated from the Eligibility document.

Current IEP Begin Date — The begin date of the Current IEP. This date is automatically
filled in when the IEP is created.

: TN only tracks the current eligibility date, so all evaluations are required every three

years.
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Accessing Eligibility Information

The user type determines whether the page is view only.

Eligibility Information

uation CondLCtsd On &n out of stats transfer

Feferral Date: [10117/2012 Peterral Source:  TEIS
Initisi Consent for Eligibility Evaiustion eceived Date: _[11/102012 nitial Consent for Eligibility Evalustion Pecsived Source: _Dsstry Frosss _Proj Eligibility i Dete: 01/23/2010

Eligibility Determination Date: 012 Eiigiie? Yes

Current IEP Begin Date:  05/01/2013 Proj IEP Date: 12/31/2013

~ Additicnal Programe —

English Second Language (ESL): |

B8

Parentally Placed Private School: |

Current Eligibility Disabilities:
Primary: Specific Leaming Disabilty

Seconcery:  -nans-

Enter Initial Referral Date and Initial Consent for Eligibility Evaluation Received Date.

The “Eligibility Date” field is read-only reflecting the Eligibility Determination Date based on the
Eligibility document. Districts will not be able to enter the Eligibility Date on the Eligibility tab
requiring ALL Districts to create the Eligibility-Eligible or Eligibility-Non Eligible document.
Districts may use their own Eligibility forms if desired but must create the appropriate Eligibility
document in EasylEP™.

The eligibility determination date, eligibility status and disability automatically populate upon
creation of the eligibility document.

Psychologists’ Review of Cognitive/Adaptive Ability for TCAP-Alt PA Participation

Directors and psychologists have access to enter or edit information in this section of the
“Eligibility” tab. This section is completed if a student demonstrates a significant cognitive and
adaptive disability which prevents full involvement and completion of the state approved
content standards with program modifications. After entering these data, select ‘Update the
database’.

Psychologists Review of Cognitive/Adaptive Ability for TCAP-Alt Participation

Complete this section only if this student demonstrates a significant cognitive and adaptive disability which prevents full invol tin and letion of the state approved content standards even with program
modifications. The school psychologist must review all evaluation/assessment information. The documentation of this review must be completed or reviewed on the Documents tab. When creating a draft IEP document,
the TCAP Alt Participation section is located on the document creation page if “Alternate” has been selected for an t on the Participations tab. This review must be completed before the student's IEP can be

finalized Review of student files indicates she has a significant deficit in cognitive and adaptive level of functioning. | q.j.n v

Only the psychologist completing the file review has authorization to enter their name in this field. Entering your name below is considered to be your electronic signature. Psychologist who Completed the File Review:

Date of Review:
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Census Information

The Census Information fields appear at the bottom of the “Eligibility” tab and must be
completed prior to creating a Final IEP document. Choose the appropriate ‘Status of Service’
from the drop list of choices. Most students will have a Status of Service of "1. Full Special
Education Services". The only time a student is listed as ‘less than full service’ is when a parent
refuses some of the services that are recommended by the rest of the IEP team. If that is
happening, then the Status of Service would be shown as a 3, 4, or 5 -- depending on the
circumstances. Select a ‘Reason for Less Than Full Service’ from the drop down list of choices,
if necessary.

Census Information Section
Status of Service: [1 .| Qnarial Friratinn Sunnart Qanvina v
Reason For Less Than Full Service - Only Answer if Status of Service is 3,4, or 6: | £2

For District Use Only - Make a selection in this box only if the student has a contractual agreement signed by the TN C issi of Ed actual Services: v

Update the Database \

Contractual Services

The ‘Contractual Services’ field is selected only if the student has a contractual agreement
signed by the TN Commissioner of Education.

Note: If the student’s disability is ‘Developmental Delay’, the Projected Eligibility date is based
off the student’s date of birth. When the student turns 10 yrs. old, the student must have a new
disability and new Eligibility Determination.

Additional Programs

Additional fields are available for
e Date the student entered English as Second Language program (ESL)
e Date of Parentally Placed in Private School.
e This information must be entered by the Director or Psychologist on the Eligibility tab.

— Additional Progrems —

English Second Langusge {ESL): {22
Parentally Placed Privats School: | |2€]
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1. Enter the date for ‘Parentally Place Private School’ and click ‘Update the Database’
button.

-- Additional Programs -

English Second Language (ESL): ‘0701201:‘

Parentally Placed Private School: |07/01/2013

2. Next, confirm the date entered for ‘Parentally Placed Private School’ by checking the
box labeled as ‘Enter Parentally Placed Private School’ and verify the date entered is

correct.
3. Click ‘Update the Database’ button.

Confirm Events Abbie Marie Test

Please confirm the following new event(s) for Abbie Marie Test by checking the appropriate checkboxes. Also, fill in any missing information, and correct any incorrect information.

[CJEnter Parentally Placed Private School

Abbie Marie Test entered Parentally Placed Private School on: 07/01/2017

Update the Database

4. Enter the ESL date and click ‘Update the Database’ button.

-- Additional Programs -
English Second Language (ESL): |07/01/2017

Parentally Placed Private School: [07/01/201¢]

5. Next, confirm the date entered for ESL and click ‘Update the Database’ button.

Confirm Events Abbie Marie Test

Please confirm the following new event(s) for Abbie Marie Test by checking the appropriate checkboxes. Also, fill in any missing information, and correct any incorrect information.

nter English Second Language (ESL)

Abbie Marie Test entered English Second Language (ESL) on: |07/01/201%

Update the Database
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Error Checks — Eligibility

Error 1.1

Error 1.2

Error 1.3

Error 1.4

Error 1.5

Error 1.6

Error 1.7

Error 1.8

Error 1.10

Error 1.11

You have not selected a valid Student Type. Please return to the Eligibility tab
and select an appropriate Student Type.

You have not selected a valid Status of Service for the student. Please return to
the Eligibility tab and select an appropriate Status of Service.

You have indicated that the student’s Status of Service is less than Full Service.
Please return to the Eligibility tab and select the appropriate Reason for Less
Than Full Service.

The student is 10 years old or older and you have indicated the disability for the
student is “Development Delay.” Students of this age cannot have this disability
selected. Please return to the eligibility page of the documents page and adjust
the disability selected for this student.

You have not entered the Written Parental Permission Received Date on the
eligibility page for this student. Please return to the Eligibility tab and enter the
date that written parental permission was received. If you do have the ability to
enter this date because it is read only, then please contact someone at the
district level to assist with this error.

A review of the student files by the school psychologist has not yet been
completed. Please have the school psychologist document the review findings
and enter the date of their review on the eligibility page for the student. ***Not
all users have access to this field; this must be completed by the school
psychologist.

A review of the student files has been completed by the school psychologist but
they have not entered their name in the appropriate field. Please have the
school psychologist enter their name on the eligibility page for the student.
***Not all users have access to this field; this must be completed by the school
psychologist.

A review of the student files by the school psychologist must be completed
annually for TCAP-AIt participation. The last review was done on IEP TCAP-ALT
REVIEW DATE. Please have the school psychologist enter the date of their
current review on the eligibility page for the student. ***Not all users have
access to this field; this must be completed by the school psychologist.

The student’s disability on the Workspace does not match the disability on the
current Eligibility event. Please return to the “Eligibility” tab and update the
disability to match the current Eligibility Event.

The student’s Eligibility Date and/or Primary Disability have not been entered
for this student. Please return to the "Eligibility" tab and enter this information.
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You have indicated that the student has Gateway, EOC and/or TCAP
Achievement Additional Accommodations for English Language Learners, but
you have not addressed the ‘ESL’ Date field on the Eligibility tab. Please return to
the Eligibility tab and enter the student’s ESL date.

If you have a date in the ‘ESL’ Date field on the Eligibility tab, please address it
appropriately with applicable accommodations for state mandated tests.
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IEP Process Tab

When Users select a student record, a new menu bar consisting of ‘Students’, ‘Personal’,
‘Eligibility’, ‘IEP Process’, ‘Early Childhood’ and ‘Documents’ appears. If the user has permissions
to enter Restraint and Isolation incidents, they will also see menu items for
‘Restraints/Isolation’ and ‘View Restraint/Isolation Incidents’.

E anh PLG Education Welcome, Sheryn | My Calendar | Message Board | Logout

Log Out | MeinMenu | Students | My Doce | Wizarde | Schoois | School System | Users | My Info |m
Students | Personal | Eligibility || 1EP Proeoaa' Early Childhood | Documents | Restrainta/isolstions | View Restraint incidents

Select the “IEP Process” tab to begin the development of the student’s IEP information. Select
each button on the “IEP Process” tab to enter and verify information. Items on the left side are
required to complete the IEP while items on the right side may be updated at anytime.

Note the legend at the bottom of the “IEP Process” tab:

¥ - Onz or more errors exists n this section
W - At lzast one team menbar nas enterad information in this section that is arror free
W - This saction has yst to ba sodressad
IEP Process Abbie Marie Test
Personal Information o Team &,
Present Levels * Parents o
Narrativea \/ Contacts
Goals and Objectivea v Create Draft
Services and Supplemental Aids 7 Create Final
Accommeodations ) Print/View
Transition Services \/
\x/ - Ona or more errors exists i this saction
W - At lsast one team member Ras entersd information in this saction that is error fres
/' - Tniz ssction has yst to bs aodrsssad
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On each page of the “IEP Process” tab is a group of buttons for ‘Save’, ‘Save and Continue’ or

‘Back’.

Back

Save and Continue

e Save —saves the information entered and stays on the same page

e Save and Continue — checks for any errors on the page;
saves the information entered and returns to the previous page
e Back — does not save any information entered and returns to the previous page
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Personal Page

From the “IEP Process” tab, select the “Personal Information” button to verify the student’s
demographic information and all required fields. This page is read only.

EdPi ccs—
anh PCG Education Welcome, Sheryn | My Calendar | Meesage Board | Logout

Logou]minmmlstmlwmeo[wiwm|8cmola|8cmolsym|morelwmo|m
Students | Personal | Eligibility || IEP Procese | Early Childhood | Documents | Restrainte/lsolstions | View Restraint incidents
IEP Process Abbie Marie Test
[ Personal Information ¢] Team o

Present Levels ® Parente Y,
Narratives \/ Contacts
Goals and Objectives 7 Create Draft
Services and Supplemental Aids 7, Cresate Final
Accommeodations ) Print/View
Transition Services v,

& - ons or mors errors exists in this saction

W/ - At 128zt ons tsam MeMDer Nas entsred information in this saction that is arror fres

/' - This section has yset to bs aodressad
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Verify the student data on the “Personal” page. If changes need to be made, post a message to
the message board with the student’s full name, date of birth and the fields that need
changing.

Click the ‘Save and Continue’ button to return to the previous page.

Personal Information Abbie Marie Test
view: |Workspacs |
szt wisse Lozt 2unx
Name:
[ooie | [mare ] [test | | |
Student ID:  [4441205 ] Soc Sec Number:  [111-11-1111 |
State |D Number: (1111111 ] Medicaid Number: | ]
pate ot girtr: [11/101008 [ (ace: 14 vears) Place of Birth: |
Gencer: [Femaie ¥ Prim. Language: [Engicn V7|
Grade: [10mnGmoe M| Langusge of Inetruction: [Engisn /|
School: [Sarpie School V| Hispanic Ethnicity: [No A

American Indian or Alaska Native
Next School: |30C tsct 5cnool v

O
O siack or Atrican American
O

Race: Asian
Whiits
Length of School Day:  [7.00 [nours 8| (st
[0 native Hawsiian or Pacific Isiandsr
Notes: ‘
=
Home District: | -this 5chool system- | Serving District: | -this school system- v |
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Parents Page

From the “IEP Process” tab, select the “Parents” button to add parents, guardians and other
important people outside the school district who are involved with the student’s IEP.

P
Ed Ianby PCG Education Welcome, Sheryn | My Calendar | Message Board | Logout

Logou|minmm]stm|M;Doeelwiurm|semuls|scmu|5ym|more|wlm|ﬁﬂ
Students | Personal | Eligibility | IEP Process | Early Childhood | Documents | Restraints/igolstions | View Reetraint incidents
IEP Process Abbie Marie Test

Personal Information v Team i,
Present Levels * [ Parents , ]
Narratives 7, Contacta
Goals and Objectivea v, Create Draft
Services and Supplemental Aids 7, Create Final
Accommodations ) Print/View
Transition Services \/

6 - OnS Or More Srrors Sxists i this saction

W/ - At lzast one team menmbar has entsrad information in this ssction that is error fres

/' - Thiz s=ction nas yst to bs addressad

Parents and Guardians Overview

Students | Personal | Eligibility | IEP | Early Chi | o T i ione | View
Parents/Guardians Abbie Marie Test
Vview: [Workspacs ™|
Neme Relation Home Ph Work Ph Cell Ph Student Lives Here Guardien Responeibility Include on IEP Team

[P=atner Test | [motner | [73nsz04118 | [ [ |

|ack|\swo||savsnmmiru

Adding a Parent/Guardian:

Page | 44



Mo [Eisse penattugnt of EasylEP™ End User Manual
&S_y | ? EDUCATION Summer 2013 Version 5

1. Select the ‘Add More’ button.

Studgents | Personal | Eligibility | IEP Process | Early Childhood | Documents | Rssetraints/lsolstions | View Rsatraint Incidents

Parents/Guardians Abbie Marie Test
View: |Workspacs M|

Thars = no parantal information for this student in the dataoass

Add More

e [ e p——

2. The following is the ‘Add a Parent(s)/Guardian’ page.

Add Parent(s)/Guardian Abbie Marie Test

Full Name: |Mr. and Mrs Parent

(L]

Relationship: E',:’t" Parents
Languags: v

Accress: [123 Mein St

City, Stats, Zip Code: |

E-Mail: |

&
| Instructions - For consistancy, if DOIN Carents Work, Sntsr the ISIhars Work phons NuMbsar first, and the motner's sscond.
(o}

Work Phone: |

l &ck] [ Save and Continue I

3. The ‘Student Lives Here’ and ‘Guardian Responsibility’ must be checked for at least one
parent/guardian. This is required to finalize the IEP. Select the ‘Include on IEP Team’ if
the parent/guardian is part of the IEP Team.

Parents/Guardians Abbie Marie Test
A —)
Del Poe New Poe Nams Relation Home Ph Work Ph Call PR Student Lives Here Guardian Responeibility  Include on IEP Team
O |Mr and Mrs Parent | |Botn Parents | [015-555-1212 i Detaila
l Add More
] Back l l Save ’ i Save and Continue l

4. When a student is age 18 or older, the student becomes their own guardian. The
student’s name must be on the Parent tab and must be marked as ‘own guardian
responsibility’. Also, include the student’s address and mark ‘Student lives here’. The
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only exception is if there has been a court order where someone has power of attorney
over the student.

5. Select the ‘Save and Continue’ button when all parent/guardian information is added
and return to the previous page.

Error Checks — Parents

Error 2.1 You have not entered a parent or guardian for the student. Please return to the
“Parents” page and add at least one parent or guardian.
Error 2.2 At least one person under the “Parents” tab must have Guardian Responsibility.

Please return to the “Parents” tab and check Guardian Responsibility for a
Parent/Guardian.

Error 2.3 At least one person under the “Parents” tab must have Student Lives Here
checked. Please return to the “Parents” tab and check the Student Lives Here for
a Parent/Guardian.
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Team Page

From the “IEP Process” tab, select the “Team” button to add IEP Case Manager and Team

Members.
EdPI. o
anbv PCG Education Welcome, Sheryn | My Calendar | Message Board | Logout
Log Out | Mein Menu | Students | My Doce | Wizarde | Schools | School System | Usere | wmo|ﬁﬂ
Students | Personal | Eligibility | IEP Process | Early Childhood | Documents | Restraints/isolstions | View Reetraint incidents
IEP Process Abbie Marie Test
Personal Information e [ Team . ]
Present Levels * Parenta ,
Narratives v Contacts
Goals and Objectivea v Create Draft
Services and Supplemental Aids ,_/ Create Final
Accommodations ) Print/View
Transition Services \/
X - Ons or more errors exizts I this saction
- At 1233t ons team MmeEMDEr Nas entsrsd information in this saction that is srror fres
/' - Tniz saction has yst to bs addrsssad

The “Team” page is where users select the student’s IEP Team members.

1. The ‘Case Manager’ is assigned by using the drop down box.

2. Parents are shown as IEP Team members, if the box ‘Include on |IEP Team’ is checked on
the Parents tab.

3. Select the ‘Add More’ button to build the IEP team.
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IEP Team Mark Test
View: | Werksoace v
Caze Manager | —cne- v
Parents, eto. who will ressive IEP Information: -
Remove from Team Parent Nameis), Relationship
O Amber Jaceson, Mother
Other Userc at Tect Sohool who oan asoess IEP Information:
""‘"_‘“‘" Add Tezm Memiber :'
I L =
I Lif =
I Lif =
Ucers accooiated with 2l cohools who oan assecs IEP Information:
Femove from Team Add Team Member View Onity®
| v|
I ¥|
I |

4. To add an IEP Team Member, select the dropdown arrow under ‘Add Team Member’.
5. To allow ‘View Only’ permissions, check the ‘View Only’ box to the right of their name.

IEP Team
View: | Workspacs v

Caso Menage:
Parenta, stc. who will receive IEP Information:

Remaove from Team

Abbie Marie Test

Parent Nema(g), Relationship
O

Mr and Mrs Parent, Both Parents

Users associated with all schools who can accesa IEP Information:

Remove from Team Acd Team Member View Only?
[ v 0
Calvin Burden, Dirsctor |
Jerry Danisl Bush, State Monitor
Eric Crawforg, Legisiative Auditor 1 O
Karen Danisis, Exsc. Dir. Data Quality
Kay Flowers, State Compliance Consultant
ano, |DEA 010 Praschool Consuitant
Ab~ Dent~ mmeb: e Dntn 8 Avp

6. Select the ‘Save and Continue’ button, when all [EP Team members are added
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Present Levels Page

From the “IEP Process” tab, select “Present Levels” button to add Assessments.

P’ CU——
w anbv PCG Education Welcome, Sheryn | My Calendar | Message Board | Logout
Log Out | MainMenu | Students | My Docs | Wizerde | Schools | School System | Users | W"""EEI
Students | Personal | Eligibility [ 1EP Process | Early Childhood | Documents | Restraints/isolstions | View Reetraint incidents
IEP Process Abbie Marie Test
Personal Information Nz Team W,
[ Present Levels * ] Parents V,
Narratives o Contacts
Goals and Objectivea Y, Create Draft
Services and Supplemental Aids 7 Create Final
Accommeodations ) Print/View
Transition Services \/
6 - Ons Or More Srrors Sxists i this saction
W/ - At j2ast ons tsam MeEMDEr Nas entsrsd information N this saction that is rror fres
/' - Tniz s=ction nas yst to bs adarsssad

Present Levels must include three years of current Assessments for the student’s current IEP. All
students require at least one Pre-vocational/Vocational Assessment. If a student turns fourteen years of
age during the life of the current IEP, an age appropriate Transition Assessment is required. (A
Vocational Assessment can be a part of the Transition Assessment).
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Add an Assessment:

1. Select the ‘Add Assessments’ button.

Assessments Abbie Marie Test
View: [Workspacs %]

Del Pos New Poe Assesement Ares Asssessment Subject Area Scores Rsported Dete Administered  Detaile
1 | [# Adaptive ior ion Scale-Revised (ABES-R) 04/04/2013
2 [ [ Battelle Developmentsal Inventory-Second Edition (BDI-2) 00/27/2012
3 [F=1 [ Basic Achievement Skills Inventory (BASI) DOMEZES

21 Note: An astansk indicatss 8 measuradls (1.8, graphable) Score ‘W:":‘
l Edit All Asgesement Detsile I
lmx|ls¢w|\s¢wwmum|
2. Select an Assessment category, Assessment Area, subjects and type of ‘Scores Reported’

from the drop down lists for each Assessment. Subject areas for assessments, if
applicable, populate automatically in the “Subject Areas” column. Each Assessment Area
must be marked as a ‘PL- Area’ to print on the IEP document. Assessments that have
‘Eligibility” or ‘Other’ as Assessment Areas will not print on the IEP. The list of
assessments includes the Top 100 most commonly used assessments in EasylEP™ and
are grouped within category.

Add Assessment(s)

Add Assessments from a List

Abbie Marie Test

Assesement Area

Subject Area  Scoree Reported

L 2l

w| JACT (Amenican Collzgs Test)

|AINSweD Progress Monitoring
Note: Availabis SuDject Arsas | Autism Spectrum Fating Scales (ASRS)

l=gcy t Siins lengnton (SLCH

|Adaptive - Adaptive Banavior Azssssment System-Sacond Edition (ABAS-II)
|Adaptive Bahavior Evaluation Scale-Fevised (ABES-R)

151-.5_0-2 BEsehavioral & Emotional Scresning (BASC-2 BESS)

L)

3. Click the ‘Save’ button at the bottom of the screen.
4. Select the '+’ symbol next to the Assessment added to enter a date administered.

Del Pos New Pos Assesement Ares Asgssement Subject Area Scores Reported  Dete Administered  Detsiie
1 i il ptive Behavior E Scale-Revised (ABES-R) 04/04/2013 Detaile
2 = [# Battelle Developmentsl Inventory-Second Edition (ED-2) 00/27/2012 Detaile
S | [ Basic Achisvement Skilla Invertory (BASI) 00/05/2013 Details

Page | 50



IR [ENNESSEE DEPARTMENT Of EasylEP™ End User Manual
&S_y | iﬁ EDUCATION Summer 2013 Version 5

5. Select additional ‘Scores Reported’, if needed. Exceptional Yes/No is a required score on
every assessment and is checked by default. Users are not required to select this score
type and will not receive errors that are associated with omitting this score type.

NAL YES/NO (REQUIRED)

FL-Academics | [Woodcock Johnson 11l Tests of Achizvement (WJ-Ach Il Applied Problems

pooooooo®
f R

03/30/2012 gz ‘

6. Select the ‘Save’ button.
7. Select the ‘Edit All Assessment Details’ button.

Details All Assessments Abbie Marie Test

Assesament Area: FPL-Adaptive Eshavior
Asgesament: Adaptive Behavior Evaluation Scale-Fevissd (ABES-R)
Subject Area: Communication Skills

Scores Reported: ' EXCEPTIONAL YES/NO (REQUIRED)

Dete Administersd: i

Narrative for Communication Skills

Narrative:

Del Date * EXCEPTIONAL YES/NO (REQUIRED)

'O [oso203 [ y

1B

8. Complete the necessary details for all Assessments. Enter a Narrative for the
Assessment. The Assessment Narrative text box on the ‘Assessment Details’ page must
include the student’s Present Levels of Performance. The test date will automatically
default to the ‘Date Administered’. Enter any other known test scores and test dates.
Exceptional Yes/No is a required score on every assessment and is checked by default.
Users are not required to select this score type and will not receive errors that are
associated with omitting this score type.

9. Select the ‘Save and Continue’ button to return to the previous page.
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Add Custom Assessments

1. To add a custom Assessment return to the “Present Levels” page and select
‘Add Assessments’ button.

2. Enter the name of the Custom Assessment, select the Assessment Area from the drop
down list, enter the subject area(s) tested and select the type of ‘Scores Reported’ for
the Custom Assessment. One to five subject areas may be entered for a Custom
Assessment. Exceptional Yes/No are required scores reported on every assessment and
are a default score type. Additional score types may be selected, if appropriate.

3. Select the ‘Save and Continue’ button to save information entered and return to the
previous page.

Add Custom Assessments

Aszesement Ares Custom Assessment Subject Area Scoree Peported
* EXCEPTIONAL YES/NO (REQUIRED)
O rFun scaie
O veroal
O pertormance
O Grace Equiv.
O Age Equiv.
O stanine

PL-Vocationsl 9 |“.'7:':.=n-:');va1 assecsment]

= O sta. scors
[0 Percentiis Rank
O numper correct
D Numbar Incorract
O Score
O PasssayornN

4. Select the ‘Edit Assessment Details’ button.
Complete the necessary details for all Assessments. Enter a Narrative for the
Assessment. The Assessment Narrative text box on the ‘Assessment Details’ page must
include the student’s Present Levels of Performance. The test score date will
automatically default to the ‘Date Administered’ field. Enter any other scores and test
dates available.

5. Select the ‘Save and Continue’ button to check for any errors and return to the previous

page.
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Reorder Assessments

Change the order of assessments by entering new positions in the “New Pos” box.

Assessments Abbie Marie Test
View: [Workspace ]
Del Poe New Poe Assesement Area Assesement Subject Ares  Scores Reported Dete Administered  Detsils
1 [ ] [# adaptive ior ion Scal iged (ABES-R) 04/04/2013
2 [ ] Battelle Developmental Inventory-Second Edition (BDI-2) 00/27/2012
3 [ ] Basic Achisvement Skills Inventory (BASIT) 00/03/2013 Details
4 [ ] [# vocational seseszment Detaila
ul Note: An astansk ndicatss 8 measuradls (1.s. QTS;\"G..'.\'!Q} Scors “‘Di
-
Aod Assessments
l Edit All Assssament Details ’
lmcxllswe]‘smamm:ul
1. Enter a New Position number under the ‘New Pos’ column.
2. Select the ‘Save’ button.
3. Select the ‘Save and Continue’ button to return to the previous page.
Deleting Assessments
1. Onthe “Present Levels” page, view the student’s assessments.
Assessments Abbie Marie Test
View: [Werkspacs 18]
Del Pos New Pos Asssssment Ares Assessment Subject Ares Scoree Feported Dete Administered  Details
o | B Acsptive Benavior Evalustion Scale-Revised (ABES-R) ki
2 ===] [# Battelle Developmentsl Inventory-Second Edition (BDI-2) 00/27/2012
3 2] [ Basic Achisvement Skille Inventory (BASI) 00/03/2013
4 <] [ vocationsi sssseament

bl Note: An asterisk indicates & measurabis (i.e. graphabie) Scors Typs
(=]

I Edit All Assessment Details |

(] o] [Easscana]

2. Click the ‘+’ symbol which expands the Assessment that needs deleting.
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3. Select the checkbox under the ‘Del’ column and click ‘Save’. The entire assessment is
removed. (when you select the checkbox a checkmark appears in the box M)
4. Select the ‘Save and Continue’ button to return to the previous page.

O Grass equiv.
O Age Equiv.
- § . . . . O stanine ) ) ‘
1 PL-Vocational | |Vocational asseszment O sta. scors ‘ | Detsile
O percentie Rank
O numosr Correct
(=0

Change ‘Scores Reported’

1. To change the ‘Scores Reported’ first expand an Assessment by clicking the ‘+' symbol.
2. Check the correct scores and uncheck the incorrect scores for removal.
Exceptional Yes/No is a required score type for all assessments.

3. Select the ‘Save’ button to save updated information.
4. Select the ‘Save and Continue’ button to return to the previous page.
Assessments Abbie Marie Test
Del Poe New Poe Ares Subject Area Scores Reported Date ini Detaile
1 | [E Aceptive Behavior Evalustion Scale-Revised (ABES-R) 04/04/2013 Detsils
V * EXCEPTIONAL YES/NO (REQUIRED)
O Fun scaie
O vemsa
O partormancs
O crace quiv.
(m] 1 0 PL-Acaptive Benavior w| Acaptive Benavior Evaluation Scale-Fevised (ASES-R) Communication SKills EI ;9:":%& 04:\4231:« ‘Miia‘
D Sta. Score -
O percentiie Rank
O numper Corrsct
[0 numper incomrsct
O scors
[ Passsavorn
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Error Checks — Present Levels

Error4.1

Error 4.2

Error 4.3

Error 4.4

Error 4.5

Error 4.6

Error 4.7

Error 4.8

Error 4.9

Error 4.10

You have not included an assessment for the student's Present Level of
Performance. Please return to the Assessments tab and enter an assessment for
the student’s Present Levels of Performance. PLP assessments are identified by
selection one of the Areas that begin with the three characters "PL-".

You have not selected "Exceptional Yes/No" as one of the score types for the
Present Levels of Performance Assessment Assessment Name. Please return to
the Assessments tab and add “Exceptional Yes/No” to the score types for the
assessment.

You have not listed the date administered for PL- Assessment Assessment Name
or at least one of its sub-areas. Please return to the Assessments tab and enter
the Date Administered for Assessment Assessment Name or one of its sub-areas.
You have not answered "Yes" of "No" to the Exceptional Yes/No score type for
the PL-Assessment Assessment Name. Please return to the Assessments tab and
select the details button for the Assessment Assessment Name. Enter a Yes/No
response for the “Exceptional Yes/No” score type.

You have not listed the date administered for PL-Assessment Assessment Name
subject area Subject Areas. Please return to the Assessments tab and select the
details button for the Assessment Assessment Name. Enter the date
administered for the subject area Subject Areas.

You have not entered an assessment area of ‘PL-Vocational” or “PL-Pre-
Vocational” for any of this student’s assessments. Please return to the
assessments tab and include at least one assessment with an area “PL-

III

Vocational” or “PL-Pre-vocational”.

You have not entered an assessment area of ‘PL-Transition’ for any of the
student’s assessments. Please return to the assessment tab and include at least
one assessment with the area as ‘PL-Transition’.

You have selected the student has ‘Psychological Turnaround Work’, but have
not selected ‘Type’. Please return to the Assessment tab and select the detail
button and choose from the ‘Type’ drop down.

You have selected the student has ‘Psychological Turnaround Work’, but have
not entered a date for ‘PTE Date’. Please return to the Assessment tab and select
the detail button and enter a date for PTE Date the student.

You have selected the student has ‘Psychological Turnaround Work’, but have
not entered a date for ‘Date Report to School’. Please return to the Assessment

tab and select the detail button and enter a date for Date Report to School.
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Error 7.8
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You have not included an Area for the student's Assessment. Please return to
the Assessments tab and choose an area from the Area drop down for the
student’s Present Levels of Performance.

You have indicated that the student has taken an assessment with the
assessment area of “Pre-vocational” or “Vocational” but have not included a
Goal with the area of “Pre-vocational” or “Vocational”. Please return to the
Goals page and adjust the goal area for the appropriate goal to either “Pre-

vocational” or “Vocational”.
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Narratives Page

From the “IEP Process” tab, select ‘Narratives’ to enter a current descriptive of student’s
strengths, parent concerns and how the student’s disability affects involvement in the general
curriculum. Considerations of special factors for IEP development must also be addressed.

PI U
E an"' PCG Education Welcome, Sheryn | My Calendar | Message Board | Logout
Log Out | MeinMenu | Students | My Doce | Wizarde | Schoois | School System | morelwmo|m
Students | Personal | Eligibility | IEP Procese | Early Childhood | Documents | Restrainte/lsolstions | View Restraint incidents
IEP Process Abbie Marie Test
Personal Information 7 Team .
Present Levels ® Parents Y,
[ Narratives \/] Contacts
Goals and Objectivea o Create Draft
Services and Supplemental Aids 7 Create Final
Accommeodations ) Print/View
Transition Services v,
& - Ons or more errors exists in this ssction
W/ - At 128zt ons tsam MenMDer Nas entsrad information N this saction that is arror fres
/' - Tniz saction nas yst to be aoarsssad
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All text fields on the “Narratives” page must have an entry. There is a ‘Save’ button after each
text field. Select any of the ‘Save’ buttons to save the entire “Narratives” page.

1. Enter any relevant information and select the ‘Save’ button. If information is not
available or known, enter ‘N/A’ in the appropriate text field. Each Narratives field has a

spell check icon.

Narratives

View: [Workspacs ¥
J1  NOTE: Each “Save" button, when presssd, will update all data entersd on this page.
o

Current Deacriptive Information

Describe the student's strengthe:

Deecribe the concerna of the parents regarding their childs ecucation:

Deecribe how the student's dieability affects involvement and progreas in the general curriculum:

Medical Information

Medical Information Summary

Abbie Marie Test

o]

Parents &rs coNCSMSd 300Ut Spescn
csvelopmentsl delays, and socializatio

[ ]

Gommunication and ¢
involvemsnt and prog

smonztrates motor skills St an age appropriate

mental Seisys affect
ne gensral curriculum.
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2. When selecting from the drop down menus for ‘Consideration of Special Factors for IEP
Development’, users must enter the sub-question. If a user picks ‘No’ in the first
guestion, they must pick ‘NA’ as their answer for the sub-question(s).

Congideration of Special Factorsa for IEP Development
1. Dose the student have limited English proficiency? ."", ,‘{
1a. It yee, what is hia/her primary mode of langusge? M|
2. I8 the student blind or visuaily impaired?
2a. Dose the student need inetruction in Braille?
3. Dose the student have communication nesda?
1
A P Z NA [
3a. If the student has special communication needs, describe: | = ‘
4. 12 the student deaf or hard of hearing? [0 ]
4. It the student is deaf or hard of hearing, did the IEP team consider the student's language and communication nesde? [rna ]
4b. It the student is deaf or hard of hearing, did the IEP Team congider opportunities for direct communications with peers and A &
profeseional pergonnel in the student's language and communication mode? e
4c. If the student is deaf or hard of hearing, did the IEP Team consider Y oppx itiee for direct i ion in the student's A
language and communication mode? =
5. Ie Assisti y in order to il the student's IEP? .“‘57\’:
|
Sa. It Assistive Technology is required to implement the IEP, deacribe the Assistive Technology that is needed? |
L —
8. Dosa the student's behavior impede his/her learning or that of cthers? [N ]
[0 Functional Benavior Azssesment
O ssnavior Intarvention Pian
8a. If the student's behavior impedes their leerning or the learning of others, the IEP Team has addressed the student's behavior in the O
i y Accommodations
Tollowing way(g):
[0 Goats ana onjsctives
D Othear
6b. If you chose “Other”, provide & description: |NA

3. When completed, select the ‘Save and Continue’ button to return to the previous page.
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Error Checks — Narratives

Error 3.1

Errors 3.2

Error 3.3

Error 5.1

Error 5.2

Error 5.3

Error 5.4

Error 5.5

Error 5.6

You have not included a description of the student's strengths. Please return to
the Narratives tab and complete the "Describe the student's strengths"
narrative.

You have not included a description of the concerns of the parents regarding
their child's education. Please return to the Narratives tab and complete the
narrative 'Describe the concerns of the parents regarding their child's
education".

You have not included a description of how the student's disability affects
involvement and progress in the general curriculum. Please return to the
Narratives tab and complete the narrative “Describe how the student's disability
affects involvement and progress in the general curriculum".

You have not selected a Yes or No response from the drop down menu for the
Special Considerations Narratives question "Does the student have limited
English proficiency?" Please return to the Narratives tab and select a Yes or No
response to this question.

You have indicated that the student has limited English proficiency but have not
selected a primary mode of language for the student. Please return to Narratives
tab, Consideration of Special Factors for IEP Development and select a primary
mode of language for the student.

You have not selected a Yes or No response from the drop down menu for the
Special Considerations Narratives question "Is the student blind or visually
impaired?" Please return to the Narratives tab and select a Yes or No response to
this question.

You have indicated that the student is blind or visually impaired but have not
determined whether the student needs instruction in Braille or not. Please
return to the Narratives tab Consideration of Special Factors for IEP
Development and select whether the student needs instruction in Braille or not.
You have not selected a Yes or No response from the drop down menu for the
Special Considerations Narratives question "Does the student have
communication needs?". Please return to the Narratives tab and select a Yes or
No response to this question.

You have indicated that the student has communication needs but you have not
described these needs. Please return to the Narratives tab Consideration of
Special Factors for IEP Development and describe the student's communication
needs.

Page | 60



Easy.

Error 5.7

Error 5.8

Error 5.9

Error 5.10

Error 5.11
Error 5.12

Error 5.13

Error 5.14

EasylEP™ End User M |
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You have not selected a Yes or No response from the drop down menu for the
Special Considerations Narratives question "Is the student deaf or hard of
hearing?". Please return to the narratives tab Consideration of Special Factors
for IEP Development and select a Yes or No response to the question.

You have indicated the student is deaf or hard of hearing but did not address
guestion 4a "If the student is deaf or hard of hearing, did the IEP team consider
the student's language and communication needs?". Please return to the
Narratives tab Consideration of Special Factors for IEP Development and answer
yes or no to question 4a.

You have indicated the student is deaf or hard of hearing but did not address
guestion 4b "If the student is deaf or hard of hearing, did the IEP Team consider
opportunities for direct communications with peers and professional personnel
in the student's language and communication mode?". Please return to the
Narratives tab Consideration of Special Factors for IEP Development and answer
yes or no to question 4b.

You have indicated the student is deaf or hard of hearing but did not address the
guestion 4c "If the student is deaf or hard of hearing, did the IEP Team consider
necessary opportunities for direct instruction in the student's language and
communication mode?". Please return to the Narratives tab Consideration of
Special Factors for IEP Development and answer yes or no to 4c.

You have not selected a Yes or No response from the drop down menu for the
Special Considerations Narratives question "Is Assistive Technology necessary in
order to implement the student's IEP?". Please return to the Narratives tab and
select a Yes or No response to this question.

You had indicated that the student needs assistive technology to implement the
IEP but have not included a description of the assistive technology needed.
Please return to the Narratives tab Consideration of Special Factors for IEP
Development and describe the assistive technology needed for this student.
You have indicated that the student requires assistive technology in the
Consideration of Special Factors section, item #5 on the Narratives tab. You have
not selected an assistive technology supplemental aid. Please return to the
Supplemental Aids tab and select at least one assistive technology supplemental
aid or edit the response to Question #5 on the Narratives tab. Assistive
technology supplemental aids are preceded by the three characters (AT-).

You have not selected a Yes or No response from the drop down menu for the
Special Considerations Narratives question "Does the student's behavior impede
his/her learning or that of others?". Please return to the Narratives tab and
select a Yes or No response to this question.
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Error 5.16
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You have indicated that the student's behavior impedes his/her or other's
learning but did not select how the IEP team has addressed the behavior. Please
return to the Narratives tab Consideration of Special Factors for IEP
Development and select how the IEP team has addressed the behavior.

You have indicated the student's behavior impedes his/her or other's learning
and selected "other" as the manner in which the IEP team has addressed the
behavior. You did not include a description of "other". Please return to the
Narratives Tab Consideration of Special Factors for IEP Development and include
a description of the "other" manner in which the IEP team addressed the
student's behavior.
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Accommodations Page

Participations and Accommodations pages have been combined into one page and labeled as
“Accommodations”. From the “IEP Process” tab, select the “Accommodations” button.

)
Ed Ianby PLG Education Welcome, Sheryn | My Calendar | Message Board | Logout

Logou|minmm]stm|wmea[kurm|semuls|scmd5ym|more|wm0|m
Students | Personal | Eligibility | IEP Process | Early Childhood | Documents | Restraints/isolstions | View Reetraint incidents

IEP Process Abbie Marie Test

Personal Information 7 Team .

Present Levels * Parents V,
Narratives 7, Contacta
Goals and Objectivea v Create Draft
Services and Supplemental Aids 7, Create Final
Print/View

[ Accommeodations

(x
\

Transition Services J

Q‘; - Ons or more errors exists in this saction
W - At lsast ons team member Ras entersd information in this saction that is error fres

W/ - Tniz z=ction nas yst to bs aodressad
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At the top of the “Accommodations” tab, a text box displays guidelines for TCAP, EOC and
District Assessment testing accommodations in a student’s general and special education
classroom instruction.

Accommodations Abbie Marie Test
View: [Workspacs ]

Note: All accommodations sslected Dalow to facilitate this student&apos;s appropriate participation in TCAP, nigh school End of Courss testing, andfor
Y1 district assessment(s) must aiso bs provided to the student 85 accommodations during ganaral and special egucation classroom instruction and
classroom testing, &5 appropriats.

1 Naote: Must addrsss Participations bafors you can chooss Accommodations.

Each Participation Area defaults to a Participation Level of ‘Not Applicable’.

The “Accommodations” tab contains both the ‘Classroom and Behavior Participations’ (a-r)
and ‘Testing Accommodations for State & District Mandated Tests’'.

If an ‘Alternate Assessment’ is chosen from the drop down menu, the user is asked to address
this information on the ‘Create Document’ page before creating the IEP.

Participations selected ‘With Accommodations/Modifications’ automatically appear on the
‘Accommodations’ page after selecting ‘Update the database’ button.
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Adding Participations

Users will first select Participation Level and click ‘Save’ to save selections or click “Add
Accommodations” to save selection and continue to the next page to add accommodations.

Each Participation Area/subject defaults to ‘Not Applicable’ for a new student record. If a
dropdown item has an existing Participation Area, the system retains those choices in the
workspace. There is a ‘Reset Participation Level’ button to reset all Participations to ‘Not
Applicable’.

1. Choose the appropriate ‘Participation Level’ from the drop down menu for each
applicable ‘Participation Area’. Select the ‘Save’ button to save selected Participation

on5

Areas.
‘]am Participation Lovels |

Classroom/Activitiss Participation Level State/District Assessments Participetion Level

&. Feading Not Appiicanie | TCAP EnglistvRsading/Language Arte Achisvement (Grades 3-8) [ssassment compietes

b. EnglistvLanguage Arte Witn Accommogations/Nodifications W TCAP Meathematice Achisvement (Gradee 3-8) [Not Applicadie 2

c. Spelling Not Appiicanie v/ TCAP Science Achievement (Gradee 3-8)

. writing v TCAP Sccisl Studies Achievement (Grades 3-6)

&. Matn v/ TCAP Writing (Graces 5, 8, 11)

1. Science ~| TCAP Conetructed Feeponse Assesament

- Social Studies v| TCAP End of Course Algebra |

N History v TCAP End of Course Algebra I

i. Heaith ~| TCAP End of Couree Biology |

i- Economics ~| TCAP End of Course English |

k. Physical Education v] TCAP End of Course Englisn II

1. Music/Art v TCAP End of Course English 11l

Mecaticog! Aot acoicon TCaD Ereice cryvon 1S oy
[Clasasroom/Activities Participation Level State/District Assessments Participation Level
. Feading Not Appiicanis v TCAP Engli ing/Languags Arte Achi (Graces 3-8) Asssssment Corpietsd |
b. EnglieivLanguage Arts Wit Accommogations/NoSiTications | TCAP Mathematice Achisvement (Gradee 3-8) Not Appiicadie ~|
Srani ot Acoian 1 Trap sri i foracee um y:

2. Select ‘Add/View Accommodations’ to continue with adding Accommodations for the
selected Participation Areas.

Accommodations Abbie Marie Test
View: [Workspacs ¥

&  Nate: It you nave a stussnt participating in the AGT, contact your District Testing ACCOMMOGtions Goordinator for mors information SDOUt the uss of
& State & ACT Allowsbie Accommodations.

&
§1  Note: Crooss corrsct Arsa (classroom, benavior, T-GAP, stc.) from puil-own menu to 565 sppropriats accommodations for that arsa
(&)

General peci: i ic Services and Activities i vices
Add List Accommadations
Delete List Accommodstion(z)
b. EnglislvLanguage Arts
O Assignments - Additional Time

TCAP End of Course English | Aod List Accommodations

IMKIISI’V']‘SIVOIMWIH‘I.J
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EOC Gateway Test Summary

Enter EOC/Gateway Test Summary in the accommodations page instead of the IEP creation
page. The student must be in grades 9-12 for the ECO Summary Score data to display.

1. Enter EOC/Gateway Test Summary by selecting the “Assessment Completed” in the
Participation Level and click “Save”.

|TCAF Gateway Mathematics (Grades 2-12)

TCAP Gateway Sciencs (Grades 2-12)

2. Onthe Accommodations page enter the test status summary for Proficiency level, Date
and if the student passed the course.

3. Check the ‘Met Graduation Requirement’ box if the student met the graduation
requirement.

Aszsessment Complete

Test Status Summary

TCAP Gateway Met Graduation
IMsthemstics (Grades 312 ) Score Performance Level Date Requirement of

— Eassi
06/27/2012 |[E

58 |
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TCAP - English Linguistically Simplified Assessment (ELSA)

ELSA is listed as a selection for Participation Level under the four TCAP Achievement subject
areas and added as a Participation Level for EOC Algebra | and English Il. The following
Participation Areas have the ELSA Participation Level:

e TCAP English (3-8) e EOCAlgebral

e TCAP Math (3-8) e EOCENglish Il

e TCAP Science (3-8)

e TCAP Social Studies (3-8

State/District Assessments Participation Level

TCAP English/Reading/Language Arts Achievement (Grades 3-8) [ |[ELSA v ||

TCAP Mathematics Achievement (Grades 3-8) NétAEpl icable v |

TCAP Science Achievement (Grades 3-8) | Not Applicable >

TCAP Social Studies Achievement (Grades 3-8) IlNoit Applicable i :/7

TCAP Writing (Grades 6, 8, 11) 'Not Applicable v

TCAP Constructed Response Assessment NotA;;pl icable v

TCAP End of Course Algebra | ELSA v
Not Applicable

TCAP End of Course Algebra ll N6 Accommodations
Accommodations

TCAP End of Course Biology | Alternate Portfolio 19

TCAP End of Course English | Preparing for Assessment
Assessment Completed |

TCAP End of Course English I |Not Applicable v

TCAP - English Language Development Assessment (ELDA)

1. Select ELDA on the “Accommodations” page. This assessment is listed with the regular
subjects and other state assessments.

T OO O U o0 OO T b4 BERALATA T SAl ==

English Language Development Assessment (ELDA) f_Nt Aia

Not Applicable
TCAP Gateway Language Arts (Grades 9-12) No Accommeodations
| Accommodations I
TCAP Gateway Mathematics (Grades 9-12) Preparing for Assessment
\Assessment Completed |
L_TCAP Gatewav Science (Grades 9-12) | Not Anplicahle v |
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2. Select the appropriate Participation Level from the drop down list.

Select ‘Save’ after all Participation Areas are selected.

4. Select ‘Add/View Accommodation’ to continue adding Accommodations for each
Participation.

w
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Adding Accommodations

Each Participation Area will link to the appropriate ‘Accommodations’ for each classroom
activity or state/district assessment.

1. Click the ‘Add List Accommodations’ button to select the appropriate Accommodations
for each Participation Area.

2. Click ‘Save’ button to save selections.

Accommodations Abbie Marie Test
View: [Workspacs |
§{  MNete: If you nave s studsnt particpating in tne ACT, cantact your Distriet Testing Accommosations Coorainator for mars information oout tne uss of
()  Stats & ACT Allowsois Accommodations.
§|  Note: Onooss correct Arsa (cisssroom, benavior, T-GAP, 81c.) from pull-down menu to £58 SDDropriate ScCOMMOdStions for that arsa
[
General i peci i ic Services and Activitiea i vices
Add List Accommodations
Delete List Accommodation(e)
b. EnglisivLanguage Arte 2
O Assignments - Acditional Time
| Add Custom Accommodstions \
-
c. Spelling [ Add List Accommodatione H Add Custom Accommodations t
lmn‘lsaw“‘smmnmmiru‘

Note: The accommodations for TCAP, Gateway, EOC, ACT, Explore and Plan assessments must

not be altered. If these accommodations are edited, an error message appears when
creating the draft IEP document.

Note: The extended time accommodation reads as: ‘A. Extended time - (only allowed if "Flexible
Setting" and "Flexible Scheduling" are selected from "Allowable Accommodations" for

this test and if extended time is used in classroom. IEP Team determines extended time
limits)

Note: The Allowable and Special Accommodations match the Accommodations chart on the
state’s website. If needed, please visit the following link for more information:
http://www.state.tn.us/education/assessment/doc/Allow Accomm Chart 10 11.pdf

http://www.th.gov/education/assessment/doc/Spec Accomm Chart 10 11.pdf
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Easy.

ACT, EXPLORE and PLAN

1. The ACT, EXPLORE and PLAN are listed within the same list as the regular subjects and
other state assessments.

2. Select the Participation Level for each assessment as needed.

3. Click ‘Add/View Accommodations’ to add accommodations, if needed.

ACT [Not Acplicaoie Vi
] oplicabls

EXPLORE | No Accommodations |
| Accommodations

PLAN iPra:err.g for Assessment [
|Azzsszment Conplstad

{ AdyView Accommodations

4. Select the ‘Add List Accommodations’ button.

e Frr——
=] (=] [mwem]

5. Select the appropriate accommodation from the corresponding list.

Add List Accommodations Abbie Marie Test

Participstion Area: ACT

ACT Approved Accommodations: Test format ACT A ed i Time Allowable Special
[] Fescers Soript w Feguir Typs (Examinsss using raaders []  Extanoes Time - Al tasts on one day [0 Answers recorssa oy Scrios [] A Extenssa Tims (Extances tims fimits cetermine o
script must test inividually.) team or 04 committes )
O Ausio DvDs wLargs Typs [0  Extenced Time - Authorization to test over multiple cays O  Awditory Aios (Anpiification, Noiss Buftsr) B. Fead Aloud Intemal Tast Instructions Itsms (S04
[0  Plan: May not s ussd for ELA content area. IEP: M

[0 Autio DvDs w Raissd Lins Drawings O Stanaarg Time - Authorization 1o tsst over multiple dsys. O  ©raite or Largs Print usaa for ail content areas, inciuding ELA.)

Standard Time - One 85300 With Standard breaks Detwesn Senes = T ) C. Prompting Upon Fequest (504 Servics Fian: May
[ Ausio DvDe w Reoulsr Tvos D e e ot st o O pexve R (o e o S} [0 imenvor e & cocvent arms (EP Msy ne e tor an

6. Please note that the accommodations for the ACT are listed in two categories:
e ‘ACT - ACT Approved Accommodations’
e ‘ACT - Tennessee State Approved Allowable and Special Accommodations’

7. For more information, please visit the following website:
http://state.tn.us/education/assessment/ACTtesting.shtml

Note: If a student is participating in the ACT assessment, contact the District Testing
Accommodations Coordinator for more information about the use of State & ACT
Allowable Accommodations.
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Custom Areas

Three custom Participation Areas are available for subjects areas not listed on the
“Accommodations”page. Enter text into the ‘Other Participation Area’ fields and choose the

appropriate Participation level.

8. Other 1: ‘NtA icabl <
[Name of Custom Participation Subject Area | et y

|Without Accommodations/iModifications |
t. Other 2: : [Wnth Accommodations/Modifications

i |

. Other 3: R _
pra— 1 | Not Applicable v

District Assessments

Each district has the option to enter three ‘District Assessment’ test at the bottom of the
“Accommodations” page. The ‘District Assessment’ is selected from the extensive list of
assessments by selecting the dropdown arrow. If the District Assessment requires
accommodations, it must be marked on the “Accommodations” page.

District Assessment 1: ‘| v | Not Appliable

District Assessment 2: vij No Accommodations
—|Accommeodations

District Assessment 3: v | |Alternate Porifolio 195

Information on the “Accommodations” page regarding the Participation Area and Participation
Level must be completed before Accommodations are added.
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TCAP Alternate Assessments

Users are able to address TCAP Assessments individually (Language Arts, Math, etc.) with two
alternate choices:

e Alternate Portfolio 1% — applies to TCAP-Alt PA
e Alternate MAAS 2% — applies to TCAP-MAAS

For more information on the TCAP-ALT PA, please visit the following website:
http://www.tn.gov/education/assessment/TCAP-AltPortfolio.shtml

TCAP-MAAS is for special education students with a current IEP in grades 3-8 only. Selecting
TCAP Alternate MAAS 2% Participation requires additional information entered on the IEP
Creation Page. The information captured on the creation page is included in the IEP document.

A Principals signature is not required for TCAP Alternate MAAS 2%.

For more information on the TCAP Alternate MAAS 2%, please visit the following website:
http://www.tn.gov/education/assessment/alt MAAS.shtml
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Error Checks — Accommodations/Participation

Error 8.1

Error 8.2

Error 9.1

Error 9.5

Error 9.6

Error 9.7

Error 9.8

Error 9.9

You indicated that the Participation Area has the participation level "With
Accommodations/Modifications" but no accommodations/modifications were
selected. Please return to the Accommodations tab and add at least one
accommodation/modification from the list for this participation area.

You have created a custom accommodation for a TCAP or Gateway participation
area Participation Area. Custom accommodations are not allowed for TCAP or
Gateway assessments. Please return to the Accommodations page and select the
available accommodations for Participation Area.

Participation in at least one state or district assessment is required. Return to the
Participations Tab and select the appropriate mandated assessment or alternate
assessment and the participation level for the student.

You have indicated a custom subject/participation area for your student on the
Participations Tab but did not designate an appropriate participation level.
Please return to the Participations Tab and indicate the appropriate participation
level.

You have entered ‘Preparing for Assessment’ for a student who is projected to
be in the third grade for at least a portion of the date range covered by this IEP.
Please return to the Participations Tab and select the appropriate participation
level for their TCAP Achievement tests the student is projected to participate in
during the third grade.

You have entered ‘Preparing for Assessment’ for a student who is projected to
be in the eighth grade for at least a portion of the date range covered by this IEP.
Please return to the Participations Tab and select the appropriate participation
level for their TCAP Achievement tests the student is projected to participate in
during the third grade.

You have entered ‘Not Applicable’ for a student who is projected to be in the
third grade for at least a portion of the date range covered by this IEP. Please
return to the Participations Tab and select the appropriate participation level for
their TCAP Achievement tests the student is projected to participate in during
the third grade.

You have entered ‘Not Applicable’ for a student who is projected to be in the
eighth grade for at least a portion of the date range covered by this IEP. Please
return to the Participations Tab and select the appropriate participation level for
their TCAP Achievement tests the student is projected to participate in during
the third grade.
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Goals & Objectives Page

Access Goals and Objectives information by selecting the “Goals and Objectives” button on the
“IEP Process” tab. Choose Goals and Objectives from list or add Custom Goals & Objectives or
add Goals and Objectives from a personal bank.

PI U
E an"' PCG Education Welcome, Sheryn | My Calendar | Message Board | Logout
Log Out | MeinMenu | Students | My Doce | Wizarde | Schoois | School System | morelwmo|m
Students | Personal | Eligibility | IEP Procese | Early Childhood | Documents | Restrainte/lsolstions | View Restraint incidents
IEP Process Abbie Marie Test
Personal Information 7 Team .
Present Levels ® Parents Y,
Narratives \/ Contacts
[ Goals and Objectivea J] Create Draft
Services and Supplemental Aids 7 Create Final
Accommeodations ) Print/View
Transition Services v,
& - Ons or more errors exists in this ssction
W/ - At 128zt ons tsam MenMDer Nas entsrad information N this saction that is arror fres
/' - Tniz saction nas yst to be aoarsssad
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Annual Goals

View: | Workspacs v

Students | Personal | Eligibility | IEP Process | Early Childhood | Documents | Pestrainta/lecistions | View Pestraint incidents

Abbie Marie Test

Dsl Pos New Pos Area of Nead ESY Annusl Goal # Obje
@) | o []  [Acaptive Banavior ¥| [0  Acconplishes many ssif-nsip sctivities without assistance or minimal assistance. 3
o =2 [ ]  [communication | [0 Demonstrates understanding of Qeturss and Words. 3

al | = [ ]  [Cognitive Procsesing ¥| [0  Pays attsntion to what is happening in the snvironment.

|Ammweommmm ” Common Core Standards ]

Edit All Gosl Detaile

| mmok | | save | | save araconmine |

3 Detsils

For more information on the TN Core Curriculum Standards , please visit the following web site:

http://www.tncurriculumcenter.org/
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Adding Goals:

1. From the main “Goals and Objectives” page, select the ‘Add Annual Goals from a List’
button.
2. Select an ‘Annual Goal Category’ from the dropdown menu.

Add Annual Goal(s) Abbie Marie Test

Q
& Note: Changes are not saved until you click on the “Save and Continue” button. Changing the Category will not save your changes in the current category.

Annual Goal Category: [Choose Content and/or Classification v?

There are no Annual Goals for this category

’ Back ‘ [ Save and Continue \

3. After selecting a category, a category-specific goal list appears.
4. Check the appropriate goals needed.

Add Annual Goal(s) Abbie Marie Test

9
‘j—L Note: Changes are not saved until you click on the “Save and Continue” button. Changing the Category will not save your changes in the current category.

Annual Goal Category: I:ahéua@e Arts - Communication v |

Communication - Kindergarten: Develop critical listening skills essential for comprehension, problem solving, and task completion. [GLE 0001.2.1]
Communication - Kindergarten: Develop critical speaking skills essential for effective communication. [GLE 0001.2.2]
Communication - 1st Grade: Develop critical listening skills essential for comprehension, problem solving, and task completion. [GLE 0101.2.1]

Communication - 1st Grade: Develop critical speaking skills essential for effective communication. [GLE 0101.2.2]

]lDIDIDlD

Communicatinn - 2nd Grads: Nevslan critical listanina skills il for hension nrohlam snluing and tack camnlatinn 1G] E 0901 2 11

5. Select the ‘Save and Continue’ button to return to the previous page.
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6. Goals are added for the regular school year and the extended school year (ESY). If a goal
is addressed during Extended School Year, enter the goal a second time for ESY and
indicate this by checking the ‘ESY’ checkbox.

Annual Goals Abbie Marie Test
View:[Workspace ¥/
Area of Need ESY Annual Goal
| Adaptive Behavior v O Accomplishes many self-help activities without istance or minimal istance.

| Communication v Demonstrates understanding of gestures and words.

L Cannitive Pracecsing »ll M Pavs attentinn tn what is hannening in the spuirnnment

7. Edit details on all goals by clicking “Edit All Goal Details” button.

?"«;ﬁeimlcsi l\ [F] Writing - English IIl: Apply Standard English, including usage, mechanics, spelling, and sentence structure. [CLE 3002.3.4] 2

_franéition | vj [  Life Skills 1

Communication. 8 ‘ Communication - English |I: Demonstrate effective oral and nonverbal communication skills to express ideas and to present information in a 1 m
{ Bt — variety of oral contexts. [CLE 3002.2.1]

l Add Annual Goals from List H Add Custom Annual Goals ‘

‘ Add Annual Goals from Bank H Common Core Standards ‘

Edit All Goal Details

l Back I [ Save l { Save and Continue ‘
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Adding Custom Goals:

1. From the main “Goals and Objectives” page, select the ‘Add Custom Annual Goals’
button.

Academics | [F] Writing - English II: Apply Standard English, including usage, mechanics, spelling, and sentence structure. [CLE 3002.3.4] 2

Transition v| [0  LifeSkills 1

Communication - English |I: Demonstrate effective oral and nonverbal communication skills to express ideas and to present information in a

| Communication ) variety of oral contexts. [CLE 3002.2.1]

1 Details

‘ Add Annual Goals from List 1 Add Custom Annual Goals

‘ Add Annual Goals from Bank l‘ Common Core Standards ‘

Edit All Goal Details

{ Back w [ Save ‘ [ Save and Continue ‘

2. Enter the custom goal in the text box.

Add Custom Annual Goals Abbie Marie Test

Enter up to 10 new custom annual goals:

w

Select the ‘Save and Continue’ button to return to the previous page.

Select an ‘Area of Need’ and address ‘ESY’ for each goal.

5. The field to the right of ‘Area of Need’ is ‘ESY’. If a goal is addressed during Extended
School Year, enter the goal a second time for ESY and indicate this by checking the ‘ESY’

E

checkbox.
Annual Goals Abbie Marie Test
View: Workspace | v
Area of Need ESY Annual Goal “,
Objs
v O Custom goal 0 Details}

Academic Readiness § X i =
Academics D Accomplishes many self-help activities without assistance or minimal assistance. 2 , Detailg]
Adaptive Behavior I
82&?3;:;?5:55‘"9 Demonstrates understanding of gestures and words. 3 Detailg]
Fine Motor |
Gited [ Pavs attention to what is happening in the environment. 3 Detail

Enter Goal Details

1. Select the ‘Details’ button beside each goal.
2. Enter the ‘Person/Position Responsible’.
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3. Enter ‘Program Modifications/Supports’ in the text field box. This is a required field and
if there are no ‘Program Modifications/Supports’, type N/A or none.

4. Select the ‘Save’ button or ‘Save and Continue’ button to return to the previous page.

Goal Details and Objectives
view: [Workspacs v

Abbie Marie Test

Area of Need: Adaptive Behavior

Accomplishes many saif-nalp activities without assistancs or
minimal assistance.
Annual Goal:

Prascnool Ciassroom Teachsr
PersornvPosition Reeponsibie:

&

NA

Program Modifications/Supports for School Personnel:

[

Del Pos NewPoe Objectives Begin/ End Date  Target %

D 1

202013 [ =

[:] Abbis Will continue to usS the toilst indspandantly.

| Detaite for All Objectives |

Add Objective(s) from Lists H Add Custom Objective(s) |

I Add Objectives from Bank |

|cunmonccromml
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Adding Objectives:

Add objectives on the “Goals and Objectives” page by selecting the ‘Details’ button beside each
goal on the Annual Goals page. Select ‘Add Objectives from List’, ‘Add Custom Objectives’ or

‘Add Objectives from Bank’ button. Select the grade specific Objective/Benchmark Category
and add objective(s).

1. Select the ‘Details’ button for each Goal.

Annual Goals Abbie Marie Test
View: [Workspacs |
Area of Need ESY Annusl Goal # Objs
[ ~ &| O  customgoal o
[Azsctive Benavior v [0 Accompiznes many seif-neip activitiss without assistancs or minimal assistance. 1 Dmiul
2. Select the ‘Add Objective(s) from Lists’ button.
Goal Details and Objectives Abbie Marie Test

View: [Workspacs ¥

Ares of Need: Adaptive Behavior

[Accomplisnes many ssif-neip activities without assistancs or
. |minimal assistancs.

Annual Goal
|
| |
i’PT%&C"OO‘ Ciassroom Teacher ‘
Persor/Position Reaponsibie:
i [
[wA ﬁ‘
Program Modificationa/Supporte for School Personnel: ‘ |
Del Poe NewPoe Objectives Begin/ End Dats  Target %
psovzosll
O 1 [ | ~ooiswilcontinue to uss tne toilst indepandisntly. Bo_|
frzovzo13| (i

l Details for All Objectives l

I Add Objective(s) trom Lists ” Acd Custom Objective(s) |

‘ Add Objectives from Bank I

l Common Core Standards l

Iﬁckllmllmwmwlbl
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3. Select the grade specific ‘Objective/Benchmark Category’ from the dropdown list.

Add Obijective(s)/Benchmark(s) Abbie Marie Test

Annuel Goal: Acconplishes many seif-nelp activitiss without assistance or minimal assistancs.

Objective/Benchmark Category: :TAPI - Mathematics - Numbers and Operations |

NO.1.2 The student will UNJSrstand NUNDSTS, WaYS Of rEpresanting NUMDSTS, SIStONSAIDE SMONQ NUMDENS, 8nd NUMDEr SyStems - Count to 10 by 1 & (K-2)

NO.1.2 The student will understand numbsrs, ways of repressnting numbsrs, relationships among NUMDErs, and NUMDSr Systems - Countto 30 by 15, 55, and 10 5 (3-5)

NO.1.2 Tha studsnt Will UNdErstand NUMDSTS, WaY'S Of ISPresanting NUNDSTS, relationships among NUMDSTS, and NUNDEr Systems

h'm'm‘m

-CounttoSODy 15,55, and 105 (0-5)

MOV D Trg oticioes wan sz wouz ot oy Sooncs cuivars ges cucdnar sustae:

Coumttnannen s S ogomanc (09T

4. The available objectives appear for that category.
5. Select the objectives needed.

6. Select the ‘Save and Continue’ button to return to the previous page.

Select Evaluation Procedure:

Select the Evaluation Procedure on the Objective details page. On the Objective details page,
“Rubric” is a selection option for evaluation procedures.

1. Select the Details button on the ‘Goal Details and Objectives’ page.

Goal Details and Ob;ectlves Abbie Marie Test

View: [Workspacs |
Area of Need:  Adaptive Behavior
[Accompiisnzs man nelp activities without sssistance or |
imal assistancs |
| Goar: | Minimal assistancs
s
|
| Prascnool Giassroom Teacher |
Person/Position Responeible: ‘
|
[rea |
ogr icati upports for School ‘ |
|
Del Poe NewPoe Objectivea Begin/ End Date  Target %
O 1 [ ] aobiswilcontinus to uss the toilst indspendently.

2. Select the Evaluation Procedures.
3. Click the ‘Save and Continue’ button to return to the previous page.

Objective Details Abbie Marie Test
[ Anbie will continus to uss the toilet indspendently. |
|
Objective: ‘
(%%
O stanasra Tests Teachsr Opeervations ] Work Samples
Eval Procedures:
O tsacher-Macs Tests [ Data Colisction O rmuoric
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Adding Custom Objectives:

1. Select the ‘Details’ button for each goal.
2. Select the ‘Add Custom Objective(s)’ button.

Del Poe NewPos

Begin/ End Dste  Target %

EL.1.2 Demonstrats knowledge of standard English usage, mechanics, spaliing, and santenca structurs - Write from isft to right and top to bottom (K-12)

Detsila for All Objectives

Add Objective(s) from Lists Hl Aod Custom Objective(s) ”

Add Objectives from Bank

‘Common Core Standerds

[ | [ ] [sommoconns |

26—
[]

B—

3. Enter the custom objective in the text box.

Add Custom Objective(s)

Annual Goal: Accomplishss many Sail-nsip Sctivities Without 3ssistancs or ninimal assistancs.

Enter up to 10 new custom cbjectives:

Abbie Marie Test
=1 _New Nail!

4. Select the ‘Save and Continue’ button to return to the previous page.
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Enter Objective Details:

1. Select the ‘Details’ button for each goal.

Enter the ‘Begin Date’ and if known enter the ‘End Date’ and ‘Target %’ for each
objective.

Del Poe NewPos

Objectives Begin/ End Date  Target %
; ¢ .
O 1 [7* | EL.1.2 Demonstrats knowedgs of standard English usage, mechanics, Spaiiing, and sentsncs structurs - Writs from isft to right and top to bottom {K-12)] [ | Details
[ (3

Details for All Objectives

Aod Obiective(s) from Lists || Add Gustom Objectiveie)

Bl e

3. To add details for one objective, select the ‘Details’ button next to the objective.

To add details for all objectives select the ‘Edit All Goals Details’ button from the Annual
Goals page.

Annual Goals Abbie Marie Test

view: [Workspacs | ) _New Mail!
Del Pos New Poe Area of Need ESY Annual Goal # Obje
15 52 [ ] [Aasotive Benavior “%| [0  Acconpiiznss many ssit-nsip activities without sssistance or minimal sssistancs. 1
ClES [ | Communication v Demonstrates understanding of 9Ssturss and wWords. 3

I Aod Annual Goals from List ” Add Custom Annual Gosala |

{Mﬁml@umﬂ’mm “ Common Core Standards l

[eotm e

e b e

4. Select the ‘Details for All Objectives’ button.

Del Poe NewPos

Objectives Begin/ End Dete  Target %
. psorzos|E
@k i \_77} EL.1.2 Demonstrate knowiedgs of standard English usage, mechanics, speliing, and sentencs structurs - Write from left to right and top to bottom (K-12) | |

{12‘31;013]

Detaile for All Objectives

403 Objsctivele) from Lista | | Add Custom Objectivele)

g

Objectives from Bank
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5. Select the appropriate ‘Evaluation Procedure(s)’.

Objective Details Abbie Marie Test
=1 _New Mail!

EL.1.2 Demonstrate knowisdge of standard English usage,
.. |mechanics, speiling, and sentence structurs - Write from isft
ODBCtIVe: | |1, riont and top to bottom (K-12)

O standard Tests [ veacher obeervations [ work Sampies
Eval Procasdures:
[0 veacher-mace Tests [] Data callection O rutric

| meck | | seve | | savesnacontine |

6. Select the ‘Save and Continue’ button to return to the previous page.
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Banking Goals and Objectives

This feature allows for creation of individual banks of goals and objectives for use when filling in
information on the “Goals and Objectives” tab. The banking option allows users to save the
goals/objectives that are used on a regular basis. Users can develop their banks from the
goals/objectives lists, by adding custom goals/objectives or by importing goals/objectives that
they have already created for other students in their caseload.

Creating Bank of Goals:

1. Select the ‘Add Annual Goals from Bank’ button on the Annual Goals page.

Annual Goals Abbie Marie Test
View: [Workspacs — ¥ ) _New Mail!
Del Pos New Poe Area of Need ESY Annual Goal # Obje
mp = [ Agaptive Benavior "% [0  Acconplisnss many ssif-nsip activitiss without sssistance or minimal assistancs. 1 Details

| Add Annual Goels from List H Add Custom Annusl Goale l

|| Add Annuel Gosls from Bank ||| Common Core Standards J

Edit All Goel Detsils

o e [ e

2. Select the ‘Manage your Bank of Goals’ button.

Add Annual Goal(s) from Bank Abbie Marie Test
=1 _New NMail!
Category: ERTi-aNuNN v |

There are nO Goals in your bank with no Category sst

I Menage your Bank of Goals I

3. Enter the Goal text and select the desired option below:
e  Select a Category to add goals under a specific category
. ‘Add Goals from the Lists to my Goal Bank’
° ‘Import Goals to my Goal Bank from my Caseload’
° ‘Edit Categories for my Goal Bank’
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Manage Annual Goal Bank

Sheryn Test
= _hNew Nail!

Category: |-nons- T

Thars are no Goals in your bank

s
’ 1 Nate: To 80d custom goais 0 your goal bank, entar tham Dalow:
(=]

| Add Goals from the Lists to my Goal Bank I

| Iimport Goals to my Goal Bank from my Caseload |

i e e

‘Add Goals from a List’ to your Goal Bank:

1. Select the ‘Add Goals from the List to my Goal Bank’ button.

2. Select the appropriate goal category from the drop down menu and check the goal

needed. The screen looks identical to the one displayed when adding goals from the list
for individual students.

Add Annual Goal(s) to Goal Bank Sheryn Test

=1 _hew Mail!

Annusl Goel Category in Liste: fm@?ﬂ Eﬁ?&é&ﬁ@:m VI

Add to Your Category: [Matn Skilis. v

There ars N0 Annusal Goals for this category

[mllsaveammiml

3. After selecting the Goal(s), select the ‘Save and Continue’ button at the bottom of the
screen.
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4. The goals appear on the main page of the goal bank screen.

Add Annual Goal(s) from Bank Abbie Marie Test
=1 _New Mail!

Category: | Matn Skills v

Custom Goal

AlgaDra - Tth Gragde: Conceptualize the meanings of SI0pS USIng Various interpratations, repressntations, and contaxts. [GLE 0700.3.0]

Algsbra - Kindergarten: Identify, duplicats, and extsnd simple nunmber pattemns and ssquantial and growng patterns. [GLE 0000.3.1]

oo0og

Algsbra - Kindergarten: Recognize attributes (such as color, shaps, size) and pattems (such as repaated pairs, bilateral symmetry). [GLE 0000.3.2]

l Menage your Bank of Goale I

‘Add Custom Goals’ to Goal Bank:

1. From the main Goal Bank screen, enter custom goals into the available text boxes and
select ‘Save and Continue’.

Manage Annual Goal Bank Sheryn Test
=1 _New Nail!

Category: |-nons- v

Thars are no Goals In your bank

ﬁ) Note: To add custom goals 10 your goal bank, entar them Dalow.

Goal Text

]

€]

[

]

i Add Goals from the Liste to my Goal Bank I

| mmwmmmmmml

Ismmogthmemlml

| Bk | | seve | | save snacontine |
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2. The custom goal(s) added to the bank appear on the main goal bank screen with the
goals that were previously added from the list. Custom goals are denoted by the asterisk
in the ‘Custom’ column.

Manage Annual Goal Bank Sheryn Test
=1 _hew Nail
Category: |Transiton &
Del Pos New Pos | Custom Category Goal Text
Lite Skills
ap s | v [Tranzition v .
Social Living
@l | = v [Tranzition v |

8
P_l) Note: To a0d custom goais 1o category “Transition” in your goal Dank, ntsr tham Delow:

Goal Text

|

Importing Goals from Caseload into Goal Bank:

1. Select the ‘Import Goals to my Goal Bank from my Caseload’ button.

Manage Annual Goal Bank Sheryn Test
=21 _New Mail!

Category: [none- W

Thers are no Goals in your bank

\1 Nate: To a0d custom goais 10 your goal bank, enter tham Dalow:

[

[]

[

€]

l Acd Goals from the Lists to my Goal Bank |

||unpmsnmtomyewmrrmmymm ||

| Back | | save | | sSave andcontinue |
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2. Check the appropriate option and select ‘Import Goals from my Caseload’.

Import Annual Goals to Goal Bank Sheryn Test
=1 _New Nail!

O only inciude students for whom | am Cass Manager

O create Categories from the Goal Arsa of the Goal

| (s

3. The goals imported appear on the main goal bank screen with goals added from the list
or customized.

Edit Categories in Goal Bank:
Creating categories in a goal bank organizes the goals by subject area. To add categories:

1. Select the ‘Edit Categories for my Goal Bank’ button.

I Add Goals from the Lists to my Goal Bank |

\ Import Goals to my Goal Bank from my Caseload '

HEdt(mogurieafamyGosl Bank “

e [ e )
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2. Categories entered into a bank appear at the top of the following page. Enter the names
of the new categories in the spaces provided.

Manage Annual Goal Bank Categories Sheryn Test

=1 _New Nsil!

21 Note: Deleting & category will place any goals currently in that catsgory into the -nons-" category

Del Pos New Pos Num Goals Categary

o -none-
@l | (.| [communication |
@) 52 | (| : [vatn sxils ]
EIESl |2 [Tranzition |

?1 Note: To a0d catsgorniss, entsr tham balow:

3. Select the ‘Save and Continue’ button. Assign categories to goals from the main Goal
Bank screen.

Manage Annual Goal Bank Sheryn Test
=1 _New Mail!
category: [nome- ¥
Del Pos New Pos Custom Category Goal Text
Math Skills - lsam to use math functions
O 1 :] 3 ~R0De: v
Accomplishes many Ssif-nelp activitiss without assistance or
@p | [:] -none- V| |minimal azsistancs,
R %
puizai Pays attention to wnat is happsning in the environment.
o = [] [-none
Hone-
Communication
Natn Skils
Transition
9]
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4. Once the appropriate categories are assigned, each goal is saved under that category
and removed from the main Goal Bank screen. To access these goals, select the category
from the drop down menu at the top of the screen.

Add Annual Goal(s) from Bank Abbie Marie Test
=1 _New Mail!

|cstecry. [Erviers w1

Goal

Pays attantion to whnat is happening in the savironment.

| Manage your Bank of Gosle I

| e

5. Available goals adjust according to the chosen category.

Add Annual Goal(s) from Bank Abbie Marie Test
=1 _New Naal!
Category: ‘:Trs';s’rtion ] il
Aod  Custom Goal
| X Lita Sxills
O v Social Living

| mgymaamdcmvel

l Back . | Save and Continue ]

Adding, Customizing and Importing Objectives to an ‘Objective Bank’:
Follow these same steps when creating a Bank of Objectives:

1. Access the ‘Objective Bank’ by selecting one of the goals details button on the main
screen of the ‘Goals and Objectives’ tab.
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Annual Goals Abbie Marie Test
view: [Workspace W ) _New Mail!
Del Pos New Pos Area of Nesd ESY Annusi Gosl # Obje
F1: B9 =] [Agaptive Benavior  &| [0  Acconplishes many ssif-nsip activities without assi or mini 3 1 |
@j |2 [ ]  [Fransition | [0 socialLiving o
@l | [] [ s @O rays attention to what is happening in ths environment. o

| Aca el Gosls rom List || Ada Custom Annuel Gosts |
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2. Select the ‘Add Objectives from Bank’ button at the bottom of the screen.

Goal Details and Ob;ectlves
View: M(Ke:eb- V‘

Abbie Marie Test
=1 _New Nsil!

Ares of Need: Transition

[Sogisi Lving ' w
Annusl Gosl [
|
Person/Position Responsible: ‘
|
Program Modifications/Supporte for School Personnel: ‘

There are no objectives for this annusal goal

Add Objective(s) from Liste l I Add Custom Objective(s)

H Add Objectives from Bank "

l Common Core Standards l

Lo | [ | [[somamooans |

3. Follow the steps outlined above for adding Goals to the Goal Bank. Adding Objectives to
the Objective Bank follows the same process.

Goals and objectives added to a bank are accessible in saved banks for use in writing future

IEPs. Adding goals/objectives from a goal bank saves time when filling in information on the
‘Goals and Objectives’ tab.
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Error Checks — Goals & Objectives

Error 7.1

Error 7.2

Error 7.3

Error 7.4

Error 7.6

Error 7.7

Error 7.8

Error 7.9

Error 7.10

Error 7.11

You have not listed the person or position responsible for the annual goal.
Please return to the Goals and Objectives tab and list the person or position
responsible for the annual goal.

You have selected a beginning date for the objective 'Objective’ that is after the
ending date of the IEP. Please return to the Goals and Objectives tab and select
the details button for the annual goal 'Goal' and select a beginning date for the
objective that is before the ending date of the IEP.

You have not listed any goals for this student. Please return to the Goals and
Objectives tab and create at least one annual goal.

You have not selected the area of need for the annual goal 'Goal'. Please return
to the Goals and Objectives tab and choose an area of need for the annual goal.
You have not listed a target percentage for the objective 'Objective’'. Please
return to the Goals and Objectives tab and select the details button for the
annual goal 'Goal'. Add the target percentage to the objective 'Objective’.

You have not listed an evaluation procedure for the objective 'Objective’'. Please
return to the Goals and Objectives page and select the details button for the
annual goal 'Goal'. Select one or more of the evaluation procedures check boxes
for the objective 'Objective’.

You have indicated that the student has taken an assessment with the
assessment area of Pre-vocational or Vocational but have not included a Goal
with the area of Pre-vocational or Vocational. Please return to the Goals page
and adjust the goal area for the appropriate goal to either Pre-vocational or
Vocational.

You have entered the begin date of '‘Begin Date’ for the objective 'Objective’.
This is before the begin date of the IEP which is IEP Begin Date. Please return to
the Goals and Objectives - Details tab and enter a begin date that falls within the
date range of the IEP.

You have entered the end date of End Date for the objective Objective, this is
after the end date of the IEP which is IEP End Date. Please return to the Goals
and Objectives - Details tab and enter an end date that falls within the date
range of the IEP.

You have not listed any objectives for the annual goal “Name of Goal”. Please
return to the Goals and Objectives tab and create at least one objective for this
annual goal.
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You have indicated that the student has taken an assessment with the
assessment area as ‘Transition’ but have not included a Goal with the area of
‘Transition’. Please return to the Goals page and adjust the goal area for the
appropriate transition goal.

You have indicated that the IEP Team has determined that ESY is required for
this student but have not checked the ESY checkbox for any Annual Goals. Please
return to the Goals and Objectives Page and check the ESY checkbox for all goals
to be addressed during ESY.
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Services and Supplemental Aids Page

All Special Educations Services, Related Services and Supplemental Aids are added on one page
titled ‘Services and Supplemental Aids’. From the “IEP Process” tab select ‘Services and
Supplemental Aids’ button.

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |
Students | Personal | Eligibility |IEPProcess| Early Childhood | Documents | Restraints/solations | View Restraint Incidents
IEP Process Abbie Marie Test
=1 _hew Mail!
Peraonal Information 2 Team v,
Present Levela V, Parenta s
Narratives Y, Contacts
Goals and Objectives * Cresate Draft
[ Services and Supplemental Aids J] Create Final
Accommodations o Print/View
Transition Servicea ,
@ - Ona or more arrors exists n thes saction
W/ - At least ongs team member nas entered information in this ssction that is error fres
/' - This saction nas yst to bs addressad
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Services and Supplemental Aids Abbie Marie Test
View: [Workspace =2 _New Nsil!

E Jmw ¥ . o=s ’ '
Speschilanguags Therspy : ‘ a () o [srerynTest | [Specisl £ ssttng (M| |- Assigned scnool - v
) E@ i 'wwzma : = & C = ﬁ

= =] =
AT- g 5 e
5100 ) vl

| ADarfail needs to be in & small group sstting to leamto
‘ I
i icate and pisy witn iats pesrs. =3 |

[ =
:

[The IEP Team nas determined that ESY i nof requirsd. L
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“Supplemental Aids” such as Assistive Technology and Special Transportation are added as
“Supplemental Aids and Services”. All “Supplemental Aids” must begin with ‘AT’ for inclusion on

the IEP.

1. Onthe “Services and Supplemental Aids” page, select the ‘Add Supplemental Aids’

button.

&
§1  Note: Al supplemental sics must begin witn ‘AT-" for inclusion on 1EP.
[

Supplemental Aids

= “ Num Sessions / Start Date /
Dol Poe New Position Supplemental Aice Seesion Length End Date
5 perw = [osr01 z:)xa‘
O 1000 AT-Adapted Keyooard S i
[0 |[min 3% [12:31/2013] [E)
wopiemarts aics |

2. Select the appropriate aids and services from the dropdown menu or enter custom

information.

3. Choose the number of sessions per year, week, month or day. Choose the session length

in minutes, hours, periods or blocks.
4. Enter the Start Date and End Date

5. Select the ‘Save and Continue’ button to return to the previous page.

Add Supplemental Aids Abbie Marie Test
view: [Workspacs i =21 _New Nai!
Adding Services from a List
Supplementsl Aids Start Date End Date
| | i€ g
{Special Transportation VB 1R 1
|AT-Adaptad Computer Switches | L ; C .
|AT-Adspted Eating Utensils = = =
AT-Adapted Ksyboard | ‘ |[E3 :
|AT-Adapted Writing Tool(s) o : = = e - -
JAT-Apatan Trainar - - = - — = - =r— Nr—
Supplemental Aids
Dol Pos New Position Supplemental Aide Ms::a is;‘eaiom/ s;:m/
B |perlw W [0s01:2013[f]]
O 1 i AT-Adapted Keyoosrd =
o |[mn & [12:31/2013] [
B |perlw & [osi01 »1:;“
| 2 AT-Agapted Witing Tooi(s) ks
o |[mn ¥ (12312013 [
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Special Transportation

The “Supplemental Aids” tab also includes ‘Special Transportation’. ‘Special Transportation
‘must be selected two times in the “Supplemental Aids” section.

1. Select the ‘Add Supplemental Aids’ button.
2. From the dropdown menu, choose ‘Special Transportation’.
3. The number of sessions and session length is not required, but is entered only if needed.

Add Supplemental Aids Abbie Marie Test
view: [Worksgacs B4 =1 _hew Mail!
Adding Services from a List
Supplemental Aids Num Sessions Session Length Start Date End Date
Spacial Transportation ¥| 5 |per[w 8] [15 | [min 8#] [o08701 ;—\’313‘ IPERE| ;

4. Select the ‘Save and Continue’ button to return to the previous page.
5. Select ‘Special Transportation’ a second time and any additional bus type as needed.
(Begin and End dates are not required to finalize an IEP.)

Supplemental Aids
2 2 Num Sesgions / Start Date /
Del Poe New Poeition Supplemental Aide Session Length End Date
Spacial Transportation
= O rrovissapy Parsats [ sus witn Ssat Bsits Special Transportstion Bus 5 |prjw & |08/01/2015
1
O sus witn Lint O sus witn Nurse [0 Bus witn Car Seat [15|[min 8¢ 1273172013 [E)
i) Bus witn Aics O stangars Bus

6. Select the ‘Save and Continue’ button to return to the previous page.
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Error Checks — Supplemental Aids

Error 5.13

Error 14.1

Error 14.2

Error 14.3

You have indicated that the student requires assistive technology in the
Consideration of Special Factors section, item #5 on the Narratives tab. You have
not selected an assistive technology supplemental aid. Please return to the
Supplemental Aids tab and select at least one assistive technology supplemental
aid or edit the response to Question #5 on the Narratives tab. Assistive
technology supplemental aids are preceded by the three characters (AT-).

You indicated that the student requires Special Transportation but did not select
a transportation type from the transportation check boxes. Please return to the
Supplemental Aids tab and select at least one transportation type.

You entered a Special Transportation begin date that is outside the range of the
IEP dates. Please return to the Supplemental Aids tab and enter a valid
transportation begin date or remove the current date.

You have entered a Special Transportation end date that is outside the range of
the IEP. Please return to the Supplemental Aids tab and enter a valid
transportation end date or remove the current date.
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Special Ed Services

Special Ed Services, Least Restrictive Environment (LRE) and Extended School Year (ESY) are
added on the “Services and Supplemental Aids” page.

1. Onthe “Services and Supplemental Aids” page select the ‘Add Special Ed Services’

Services and Supplemental Aids Abbie Marie Test
View: [Workspscs. Rl = _New Mail!
Special Ed Servicea
2 2 2 Num Seesione / X Start Date / - ; Serving School
Dol Pos  New Position Specisl Ed Services R Coneultation  ESY  Pet ] Provider Location o i Tt o)
5 per W vy 05/01 2313‘ T I o o
O 1 =] Acagemics i O O w2 sneyn Test v jSpecial Ed Setting _88) - Assignédschool -
[0 [min e 12012013 E)
Acd Specigl Ed Services

2. Select a ‘Special Ed Service’ from the dropdown menu or enter a ‘Custom Special Ed
Service’.

3. Choose the ‘Number of Sessions’ per Year, Week, Month or Day and ‘Session Length’ in

minutes, hours, periods or blocks.

Check the box for Consultation or ESY, as need.

Enter the Start date and End date of the services

Select the Provider and the Service Location.

If the services are provided at a school different from the attending school, select a

Serving School. Only select a Serving School, if the services are provided at a different

school.

8. Select the ‘Save and Continue’ button to return to the previous page.

Noue

Add Special Ed Services Abbie Marie Test
View: | Workspace o = _New Nail!
Adding Services from a List
Special Ed Services Num Ssesione Seesionlength  Consultation ESY PCT  StartDate End Date Provider Locstion o '.'gesr‘:mm)
or M| [ Jeerly &8 [ | [min 8# O O m 7] [ %] [-Ssiect Servics Location- & [~ Assignsd Scrooi - |
| par[Y v mn v O O 1E3 &3 "] [-Setect Servios Location- 8] 3 Scnooi - &
i [ deer[y we] [ mn W O O EE | [ ~| [-s=i=ct servics Location- ¥| |- Assignes senooi - v
[:?f_c,, S L | Jesr[y ] min & O O |(E3) B8 [ | [-select senvics Location- M| |- Assignea Scnool -
Acd Mors
Adding Custom Special Ed Services
Custom Special Ed Services Num Sessions Session Length Consultation ESY PCT Start Date End Date Provider Location - ammcrmcM)
1] Jpec[y 82| [ ] [min ¢ O O “ [ U | [-Seisct Sarvice Location- M| |- Assigned School - M|
pec[Y ] | [mn 2] m} (m} B v | [-ssectservics Locaton- v [ Assignes soon - v
Jesr[y vl | [min 82 m} O @ | | [-seiect Servios Location- %] |- Assignea School - W
ese[y ) | [min s O O (2g] | [-seectservics Location- | |- Azsignsd Scnool - v
Acd More
Back Save and Continue
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Services and Supplemental Aids Abbie Marie Test
View: | Workspace v = _New Mail!
Special Ed Services
Num 2
= 2 Serving School
Del Pos Ngv{v Smlfﬂ £d Sessn?nsl Consultation ESY Pct e Provider Location (* denotes external
Position Services Session End Date
school)
Length
5 per
W o 05/01/2015
O 1 Academics ] [0 1429 Sheryn Test v | |Special Ed Setting ¥ | |- Assigned School - ¥
80 [12/01/201¢
min ¥
Add Special Ed Services ‘
Notes:

‘Consultation” —BEP Funding requires for Special Education Services are a minimum of
two times per month for 15 minutes.

‘ESY’ —If a service is provided during the regular school year and the extended school
year, enter the service a second time for ESY and indicate this by checking the ‘ESY’
checkbox. ESY services do not count towards BEP funding option calculation.

‘Start/End Dates’ —Dates must be within begin and end dates for the IEP. Services
cannot begin or end outside the date range of the IEP.

‘Percent’ — TN does not require this feature. EasylEP™ automatically calculates the hours
based on the hours of service.

‘Service Provider Location’ is the service location selected for students receiving special
education or related services from a service provider in private clinicians’ offices,
schools’ classrooms, hospital facilities, libraries, and other public locations. ‘Service
Provider Location’ is not selected if the student also receives special education at home
or attending separate early childhood programs or special education programs provided
in separate schools, classes, or residential facilities. Children who receive special
education both in a service provider location and at home are reported in the ‘Home’
category.

‘Private Separate School’ is only selected when a district pays to place a student in a
‘Private Separate School’ facility and the student’s IEP is managed by the district
personnel.

Select ‘Service Provider Location’ for preschool students who only receive
speech/language therapy or home schooled students who receive services.

LRE Details

Scroll down to the LRE and General Education section on the Services page and enter

information concerning ‘Least Restrictive Environment’ (LRE).

1.
2.

Enter the appropriate response to each question in the corresponding text box.
When finished, select the ‘Save’ button.

Page | 102



Ao (s consn o EasylEP™ End User Manual
&Sy '?A EDUCAT'ON aSXS/ummeI:1 20153e\r/ersaircl)trjla5

ESY Details

Scroll down to Extended School Year section on the Services page and complete the
information for ‘Extended School Year’ (ESY). Click the ‘Save’ button.

LRE and General Education
Explain the extent, if any, in which the student will not participate with non- iAberfail needs to be in a small group setting to learn to -
disabled peers in the regular class: i;ommunicate and_plgy with age appropriate peers. v abey
Explain the extent, if any, in which the student will not participate with non- [N/A 1
disabled peers in extracurricular and nonacademic activities: ‘ 2] abey
: [N/A ;
and/or, his/her LEA Home School: ’ { 013},
Extended School Year
Date ESY program was/will be determined: 11 18/201%|
Indicate the |EP Team's determination of student eligibility for E g : . |
Extended Sohaol Year: |The [EP Team has determined that ESY is notrequired. v
‘ View All Service Details l
[ Back l | Save I l Save and Continue I
Re-order Special Services and Related Services
Users may re-order Special Ed Services and Related Services by entering new positions in the
“New Pos” box. Scroll to the bottom of the page and select the ‘Save’ button.
Special Ed Services
_ Nl{m Serving School
Del Pos Po'j:twmn Sg::;v::;d Sesss u:_msl Consultation ESY Pect Sg’:‘r; g:::l Provider Location (* denotes external
T school)
3 1 r =
Pw S (0s01/201< [E
O 1 [ Life Skills ) O [0 420 - :.Sheryn Test v | \Speciél Ed éeﬁing v ‘-Assigned School - v |
(30 | }124'31/'201sj
[min (]
5 |per B
\ﬁe‘ |0si01/201
@ | = 1 Academics 2 O O 1420 [SherynTest v | [Special Ed Setting vj |- Assigned School - | |
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min v |
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Error Checks — Special Ed Services

Error 12.1

Error 12.2

Error 12.3

Error 12.4

Error 12.5

Error 12.6

Error 12.7

Error 12.8

Error. 12.9

Error 12.10

Error 12.12

Error 12.13

Error 12.14

Error 12.15

You have not selected a special education or related service for this student.
Please return to the Special Ed Services tab or the Related Services tab and add
at least on service.

You have not completed the number of sessions field for the Service Class service
service. Please return to the Services tab and add the number of sessions for this
service.

You have not completed the session length for the Service Class service service.
Please return to the Services tab and add the session length for this service.

You have not entered a begin date for the Service Class service service. Please
return to the Services tab and enter a begin date for the service.

You have not entered an end date for the Service. Please return to the Services
tab and enter an Service Class service end date for the service.

You have not selected a location for the Service Class service Service. Please
return to the Services tab and select the Details button for the Service Class
Service and enter the location.

You have entered the begin date of Begin Date for the service Service. This is
before the begin date of the IEP which is [EPBeginDate, please return to the
Services tab and enter a begin date that falls within the date range of the IEP.
You have entered the begin date of End Date for the service Service. This is after
the end date of the IEP which is IEP End Date. Please return to the Services tab
and enter an end date that falls within the date range of the IEP.

You have not selected a provider for the ServiceClass service Service. Please
return to the Details button of the ServiceClass service Service and enter the
provider for this service.

You have entered service Service on the Services tab that is 2 days or less. Please
return to the Services tab and adjust the Start and/or End dates of the service
received.

You have entered the end date of End Date for the service Service which is after
the end date of IEP End Date. Please return to the Special Ed or Related Services
tab and enter an end date that falls within the date range of the IEP.

You have not selected a provider for the Special Ed Service Speech and
Language. Please return to the details button of the Special Ed service Speech
and Language and enter the provider.

You have not selected a provider for the Related Service Service. Please return to
the details button of the Related Service service and enter the provider.

You entered a service on the Special Ed Services tab or Related Services tab
withan end date for the service that is before the begin date. Please return to
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Error 13.2

Error 13.3

Error 15.1

Error 15.2
Error 15.3

Error 15.4
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the Special Ed Services tab or Related Services tab and adjust the Start and/or
End dates of the services received."

You have not addressed the LRE and General Education statement "Explain the
extent, if any, in which the student will not participate with non-disabled peers
in the regular class." Please return to the Special Ed Services tab and address this
statement.

You have not addressed the LRE and General Education statement "Explain the
extent, if any, in which the student will not participate with non-disabled peers
in extracurricular; and nonacademic activities". Please return to the Special Ed
Services tab and address this statement.

You have not addressed the LRE and General Education statement "and/or,
his/her LEA Home School". Please return to the Special Ed Services tab and
address this statement.

You have not entered the Date ESY program is/was determined. Please return to
the Special Ed Services Page and enter the Date ESY program is/ was determined.
You have not entered a selection to indicate the IEP Team’s determination of
student eligibility for Extended School Year. Please return to the Special Ed
Services page and select the appropriate choice for the [EP Team’s
determination of student eligibility for Extended School Year.

You have indicated that the IEP Team has determined that ESY is required for
this student but have not checked the ESY checkbox for any Special Ed or Related
Service. Please return to the Special Ed or Related Services Page and check the
ESY checkbox for all services to be provided during ESY.

You have indicated that the IEP Team has determined that ESY is required for
this student but have not checked the ESY checkbox for any Annual Goals. Please
return to the Goals and Objectives Page and check the ESY checkbox for all goals
to be addressed during ESY.
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Related Services

Related Services are added on the “Services and Supplemental Aids” page.

1. Onthe “Services and Supplemental Aids” page, select the ‘Add Related Services’ button.

Related Services

Num

> Serving School
Del Pos P N?t“,' Related Services S;:sx'msl Consultation ESY Pct SS"; ga:el Provider Location (* denotes external
osition Les"::;io':\ ate ot
2 per
W~ |0si01/2012
@ | o | . .?ﬁ:::;"a"g“age - m| O 28 Sheryn Test (]| 1| Special Ed Setting "B [ [~ Assigned School -
30 12/01/201¢

min (V.

\ Add Related Services J

2. Select the appropriate ‘Related Service’ from the dropdown menu. Choose the ‘Number
of Sessions’ per Year, Week, Month or Day and ‘Session Length’ in minutes, hours,
periods or blocks.

3. Check Consultation or ESY, if needed.

Enter a Start date and End date for the related service.

5. Select the Provider and Service Location. Provider and Location are required to create a
Final IEP.

6. If the service is provided at a school different from the attending school, select a Serving
School.

7. Select the ‘Save and Continue’ button to return to the previous page.
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Error Checks — Related Services

Error 12.1

Error 12. 2

Error 12.3

Error 12.4

Error 12.5

Error 12.6

Error 12.7

Error 12.8

Error.12.9

Error 12.10

Error 15.3

You have not selected a special education or related service for this student.
Please return to the Special Ed Services tab or the Related Services tab and add
at least one service.

You have not completed the number of sessions field for the ServiceClass service
Service. Please return to the Services tab and add the number of sessions for this
service

You have not completed the session length for the ServiceClass service Service.
Please return to the Services tab and add the session length for this service.

You have not entered a begin date for the ServiceClass service Service. Please
return to the Services tab and enter a begin date for the service.

You have not entered an end date for the ServiceClass service Service. Please
return to the Services tab and enter an end date for the service.

You have not selected a location for the ServiceClass service Service. Please
return to the Services tab and select the Details button for the service Service
and enter the location.

You have entered the begin date of BeginDate for the service Service. This is
before the begin date of the IEP which is /[EP Begin Date. Please return to the
Services tab and enter a begin date that falls within the date range of the IEP.
You have entered the end date of EndDate for the service Service. This is after
the end date of the IEP which is IEP End Date. Please return to the Services tab
and enter an end date that falls within the date range of the IEP.

You have not selected a provider for the ServiceClass service Service. Please
return to the Details button of the ServiceClass service Service and enter the
provider for this service.

You have entered service Service on the Services tab that is 2 days or less. Please
return to the Services tab and adjust the Start and/or End dates of the service
received.

You have indicated that the IEP Team has determined that ESY is required for
this student but have not checked the ESY checkbox for any Special Ed or Related
Service. Please return to the Special Ed or Related Services Page and check the
ESY checkbox for all services to be provided during ESY.
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Transition Services Page

Transition Planning must begin at age 14 for all special education students. Transition Services
must begin at age 16 for all special education students.

The Transition Services page is accessed from the “IEP Process” tab.

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |
Students | Personal | Eligibility |lEPProoess| Early Childhood | Documents | Restraints/solations | View Restraint Incidents
IEP Process Abbie Marie Test

=2 _hew Mailt

Personal Information V2 Team Y,

Present Levela W, Parenta o
Narratives J Contacta

Goals and Objectivea ) Create Draft

Services and Supplemental Aids o Create Final

Accommodstions J Print/View

[ Transition Services ‘/]
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Select “Transition Services” button.
Select ‘Measurable Post Secondary Goals’ from the available drop-down lists. Enter a
description of each goal in the text box below each goal. All fields are required.

3. Click the ‘Save’ button at the bottom of the page.

Transition Services Abbie Marie Test
=1 _hew Nail!

Transition Services PlanningMeasurable Post Secondary Goals

[wiit work st & joo witn soms support v |

Indicate the student's "Measurable Poet Secondary Goale™ for the area of "Employment™:

ADDIE Wants to work at the local dairy quasn for part time. Sha wil
Work undsr dirsct Supernvision with guidance.

[ enroil in community colisge v

Indicate the student's “Measurabie Poet Secondary Goale” for the area of “Poet-Secondary Education/Training”:

Abbis wants to try taking some classad 3s ths jocal community
coliegs

[witl irve witn ramity |

Indicate the student's “Measurable Post Secondary Goale” for the area of “Independent/Supported Living:

Abbie Will continus to live at home with family

:'me 8CCEES the community with family or frisnds v |

Indicate the student's “Measurabie Poet Secondary Goale™ in the area of “Community Involvement”:

ADDIS is actively involved in the community events, church and
Cchoir.

4. Enter a ‘Course of Study’ for each grade level.

‘jj) Note: (reguirsed if student will b2 14 guring the current |IEP pariod; optional for younger studants if appropriats)

Grade @ Course of Study: ’r.ram, Englist I, Scisnce, At l@
Grade 10 Courss of Study: ‘Aigams 1, English I, Hsaltn,Art 1
Grade 11 Coures of Study: l"bm& Ec., Typing |, A, Spanizn l
. Typing I, Home EC. I, History, Art

Grade 12 Courss of Study: ! ]
I the course of etudy designed to reasonably enable the student to mest the [Ves v

measurable post sacondary goals? st

Are the Measurabie Poet Secondary Goale based Upon age-appropriate transition [Yee v

sesesaments?
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5. Answer the questions regarding IEP Transition Service Needs and IEP meeting.

Transition Service Needa(required if student will be 16 during the current IEP period; optional for y g tudents if appropriate)
12 there at least one annual goel deeigned to sssist the student inmesting their o1 )
mesasurable poet sscondary goals? =

Traneition Services

Trhare are currently no transition SeMvicss for this student.

Add Transition Services

Was the student in attendancs &t the IEP Team Mesting?

‘_<I\
kd

It the student was not in attendance, how were the student's preferences and interests considered? (Check all that apply.)

O stusentintervisw [ stucent portrolio O intsrest inventory

D Student survey [:] Vocational Asssssments E] Othear: {gsscribe Dalow)

It you selected "Other”, deacribe:

!,

Documentation of other agency perticipation in planning:

.
1
y |2

— T

Select the ‘Save’ button.

Select the ‘Add Transition Services’ button.

Anticipated Date Range — Enter the date range of the service

Service Area — Select the Service Area from the Dropdown list.

10. Activities/Strategies — Document all the activities and strategies that are used to meet
the service goal. Unlimited text box.

11. Person/Agency Responsibilities — Enter Person(s) or Agency(s) responsible for the
activities and their responsibilities.

12. Click the ‘Save’ button at the bottom of the page.

6
7.
8
9

Add Transition Service Abbie Marie Test
=1 _New Mail!
Anticipsted Date Rengs |

Service Area |-Ssisct- 2

Instruction
|Felated Services \
Community Expariences [
Empioyment and Post-school Adult Living Objectives 1
| Daily Living Objectives B
ibiliti Functional Vocational Evaluation 1=}
PersornVAgency Reepongibilities %orr-:-r I

Activities / Strategies

Imkllsavewmiunl

13. Select the ‘Save and Continue’ button to return the “IEP Process’ tab.
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Error 17.2
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Transition Services

You have not entered an assessment area of ‘PL-Transition’ for any of the
student’s assessments. Please return to the assessment tab and include at least
one assessment with the area as ‘PL-Transition’.

You have indicated the student was not in attendance at the IEP meeting but did
not select how the student's preferences and interests were considered in
determining needed transition services. Please return to the Transition Services
tab and under the question concerning the student's attendance at the IEP
meeting, select all boxes that apply to the method(s) used in considering the
student's preferences and interests in determining transition service needs.

You have chosen "Other" as the method to consider the student's preferences
and interests in determining transition services when the student did not attend
the IEP meeting but did not provide an explanation for the "Other" method.
Return to the Transition Services tab and add an explanation for the "Other"
method that was selected to indicate how the student's preferences and
interests were considered.

The text box labeled "Documentation of other agency participation in planning:"
has been left blank. Please return to the Transition Services tab to add this
information. If other agency participation is not currently part of Transition
Services for this student, then indicate ‘Not applicable’.

The students will be 14 years old before the end of the IEP that you are creating.
Please return to the transition services page and complete a transition plan for
this student.

The student will be 16 years old before the end of the IEP that you are creating.
Please return to the transition services page and add transition services for this
student.
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Contacts Page

The “Contacts” page is used to document any contact information (letters, phone calls,
conversations, etc.) between a district and the Parents/Guardians or any non-Parental contacts
(someone within or even outside of the school system, such as a doctor) regarding a particular
student. The choice to link a contact to a specific document is an option.

From the “IEP Process”tab, select the “Contacts” page.

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |
Students | Personal | Eligibility |IEPProcess| Early Childhood | Documents | Restraints/lsolations | View Restraint Incidents
IEP Process Abbie Marie Test

[ _hew Mail:
Peraonal Information V7 Team v,
Present Levels v, Parsenta W,
Narratives Vs [ Contacta ]
Goals and Objectives *) Create Draft
Services and Supplemental Aids <, Cresate Final
Accommodationa v Print/View
Transition Services o
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1. Select the ‘Add a Contact’ button to enter a Parent Contact and select the ‘Add a non
Parent Contact’ button to add a Non-Parent Contact (e.g., medical doctor).

Contacts

Therse are no Parent Contscts for this studant yst.

There are no Non Parsnt Contacts for this student yat.

Acd a Contact

[Muarmparencumact ]

|&ckJ|savo||savoamou1ian

Abbie Marie Test
&) _hEw Masilt

2. Enter the user’s name in the ‘Person Making Contact’ field.
3. Select the ‘Person Contacted’ name from the drop down list (logging a parental contact

is populated from the ‘Parents’ tab).

Add Parent Contact

Parson making contact:
Person Contacted:

Contact Method:
Contact Date:

Contact Reault:

Abbie Marie Test
=1 _New Mail!
'Tbr'ﬂ
[BooTEst ™|
Fhons V_
forro12013| [E
[Farent will attend mesting_____ Io°d

Back l | Save and Continue I

4. When adding a Non Parent contact, the ‘Person Contacted’ drop down list populates
from the Team tab and includes all persons on the students IEP team. If the person
contacted is someone other than those on the ‘Team’ tab, enter the name into the

‘External Contact’ field.
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Add Contact Abbie Marie Test
=1 _New Nail!

Person making contact: |User name ]

External Contact: [Or. Smitn \

;| frovzons| [

| [

5. Enter the ‘Contact Method’, ‘Contact Date’ and ‘Contact Result’.
6. Enter any necessary information in the ‘Notes’ section.
7. Select the ‘Save and Continue’ button to return to the previous page.
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8. Select the “Contacts” page to find the Parent and Non Parent contacts entered.

Contacts Abbie Marie Test
) _New Nail!
Parent Contacts
Dol ing Contact Method Contact Date Contact Result Document
O ussrrams Batn Test Phons ozvox,‘mss |Lstt Mecsags v -none yet-
Other Contacta
Del  ContactingPerson  Person Contactsd  Cortact Method Cortact Date Contact Resuit
[0 ussrname Dr. Smith Emsil [o7i01:2013| (B [Left Message v/
l Add & non Parent Contact I

9. Select the ‘Save and Continue’ button to return to the previous page.
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Creating IEP and IEP Addendum Documents

The student's current school system is responsible for creating a new IEP for the student for

ever how long the student needs services in that school system. The IEP is most often thought
of as a ‘yearly annual IEP’, since it can run for 365 days or less than 365 days. All special
education pre-k students, whether private or public schooled) must be fully evaluated for all

services and a IEP developed for services needed.

IEP and IEP Addendum documents are created from the “IEP Process” tab.

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |

IEP Process

Personal Information

Present Levels

Narratives

Goals and Objectivea

Services and Supplemental Aids

Accommodationa

Transition Services

x

Abbie Marie Test
=1 _New Mail!
Team )
Parents ’
Contacts
Create Draft ]
Create Final
Print/View
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Create Draft Page

IEP Draft Document

1. Select the ‘Create Draft’ button on the “IEP Process” tab.
2. Enter the ‘IEP Meeting Date’, ‘Date this IEP Begins’ and ‘Date this IEP Ends’.
3. Select the ‘Meeting Purpose’ — IEP Annual or IEP Addendum.

Create Draft IEP Document Abbie Marie Test
view: [Workspacs — ¥ = _New Mail!

The following information ie required before you can create this Draft Document IEP

IEP Mesting Date: fosio172073 [
Date this IEP Begins: [0s/01/2013]
Dste this IEP Ends: [12/31/2013]
Mesting Purposs: [IEP Annual 8]

Please indicate which of the following contacts relate to this IEP:

Pergon Making Contact Parent Contact Method Contact Date Comtact Result

Usar hame Batn Teat Phons 07/01/2013 Laft Messags

4. If the parent did not attend the meeting, enter the name of the responsible person
explaining the contents of the IEP to the parents.

5. Select the ‘Parent/Guardian Responsibility’ and the ‘Special Education Teacher’ using
the dropdown list and enter the appropriate names for the ‘LEA Representative’, the
‘Regular Education Teacher’ and the ‘Interpreter of Evaluation Results’.

6. Check if the student is included as a “Team Member’.

If the parent(g) did not attend, the person responsible for forwarding and explaining the contents of the IEP
to the parents along with their rights is: | “ﬁ

Select the Team Members that are filling the following rolesa:

Selsct ths team MenDer Who SSSUMSS the role of sach required position. The Parent-Guardian Responsibility positions will
D2 salectsd from & drop down menu of & PErson Or PSrsons that you created in the Parents tab that nave parent-guardian
responsibility. The spacial sducation teachsr will aiso bs Sslsctsd from & drop down menu. Tha names of ths remamning
membars Will b= typad into ths text fisids Desids thair position.

Position Team Member
Parant-Guardian Responsioility [Boo TESt (W]
Parant-Guardian Responsidility \@

LEA Reprasantative \ |

Fegular Education Teachar | [

Seca Eousstion Tascnsr (5% Grawiors ¥

Intsrprater of Evaluation Results \ l

Agency Fepressntative \ |

[0 Pisass indicate if ths student is included as 8 tsam membsr.
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7. Type in the names and positions of any additional team members.

Please select any additional team members:

Position

Team Member

8. Select the ‘Display IEP Errors’ buttons to scan the IEP data.
9. Review any errors and make necessary corrections on the student’s IEP workspace.
10. Select the ‘Create Draft IEP’ button to create the IEP draft. Draft documents may be

printed for the IEP meeting.

Note: Draft IEP documents print without entering an eligibility date. Please select the link above
the errors to view the document and print from the adobe toolbar.
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Initial Eligibility Determination Timelines — Reason for Delay

Document the primary reason for the 40 day timeline delay on the IEP Creation Page (if
applicable). This applies to students with federally recognized disabilities that exceeded the 40
day timeline between the Initial Consent for Eligibility Evaluation Received date and Initial
Eligibility date. EasylEP™ tracks the 40-school day timeline for completion of Initial Eligibility
determinations and requires the entry of a primary reason for delay after 40 school days.

Users must select the primary reason for delay which best fits the unique needs of the student.
Teachers writing IEPs must contact the School Psychologist to obtain the primary reason for
delay. Approval of the Evaluation, Eligibility and Placement Timeline Extension Request does
not overrule an unexcused reason for delay.

Not all ‘reasons’ are ‘excusable’, although it is equally important to document ‘unexcused’
reasons for identifying trends. Numbers three, eight, nine, ten and eleven are excusable
reasons (noted by *).

Reason for Delay:

1. Limited access to professional staff

2. Student/family language delays

3. *Student transfers from another district

4. Student transfers within the district

5. Student transferred from out of state and initial eligibility was previously
determined. In this situation, the 40 day timeline does not apply and user(s) will
not be penalized.

6. Student transitioned from TEIS. If student is determined eligible for special
education services, the IEP is developed by the student's third birthday. In this
situation the 40 day timeline does not apply and evaluator will not be penalized.

7. Waiting on specialist reports

*Excessive student absences

9. *Parent did not show for scheduled meeting, or parent cancelled scheduled
meeting outside of timelines, meeting too late to reschedule within timelines, or
parent requested to schedule

10. *Student/parent serious medical issues

11. *Repeated attempts to contact parents failed.

12. *Student shows progress when provided with research-based interventions in
general education classroom.

13. Other

o0

The Primary Reason for Delay entered on the IEP creation page is for federal Annual
Performance Reports (APR). These reasons do not print on the IEP document.
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Key Points:

e 40 Day Timeline is based on school days, pulled from the district calendar.

e  Applies to students who exceed the 40 school day timeline for Initial Eligibility
Determination (not reevaluations).

e If astudent transfers from another school district, use the previous Initial
Consent for Eligibility Evaluation date and indicate the primary reason as
‘Student transferred from another district.’

e If a student transfers from out of state with an Initial Eligibility Determination,
the 40 day timeline does not apply.

e If a student transitions from TEIS and is eligible for special education services,
the 40 day timeline does not apply.

e Additionally, districts may obtain a new currently dated Initial Consent for
Eligibility Evaluation form and continue with the Eligibility Determination.

Delayed Eligibility Determination

Macletus Test has exceeded the maximum allowed days (40 days) between the Initial Consent for Assessment and their
initial Eligibility Date.

O an Evaluation, Eligibility, Placement Timeline Extension Request form has been completed and submitted to the State
Department of Education for this student.

Please indicate below the reason why this student was unable to meet this timeline
(If multiple reasons apply to the student, only select the primary reason for the delay below):

O Limited access to professional staff
O Studentfamily language delays

O Sstudent transfer from another district
O Student transfer within the district

O Student transferred from out of state and initial eligibility was previously determined. In this situation, the 40 day timeline
does not apply and user(s) will not be penalized.

O Student transitioned from TEIS. f student is determined eligible for special education services, the |IEP will be developed
by the student's third birthday:. In this situation the 40 day timeline does not apply and user(s) will not be penalized.

O Waiti S
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TCAP Alternate Portfolio 1% Assessments

Participation in TCAP Alt Portfolio 1% assessment requires additional information on the IEP
creation page. If the student’s “Accommodations” are selected for the ‘Portfolio 1%’ TCAP
Achievement Tests’, answer additional questions on the IEP Creation Page prior to finalization.
Questions to the TCAP-Alt PA appear on the IEP creation page and all answers are required.
Select the month and year for the Individual Cognitive Ability Test and the Adaptive Behavior
Skill Assessment. Complete the information in each field and select the ‘Create Draft Document’
button

TCAP Alternate Portfolio 1% Assesaments

You nave ssiectad the following TCAP Altamats Portfolio 135 Asssssments:

* TCAF End of Courss Algsors |
* TCAP Eng of Courss Biology |

Fisaze follow the Participation Guidelinges DSlow 10 35Sure that ADDis mests the Alternats Portfolio 195 Azzecszment critena.

1. Doss the student gemonctrate cognitive ability and adaptive skills, which prevent full involvement and compistion of
the state approved content standards sven with program modifications? |s=iect v

Fevisw of studant filss INdICatss 5/Hs has a significant asficit n cognitive and adaptive lsveal of funchioning: Yes

Psychologist who compistsd ths File Review: [Ms.

Date of Review: 92/502013) £

Individusl Cognitive Abiity Test taken: pate: [ M|/[ ]

Totsl Battsry Scors:

Highest Component Scors: ‘ | Arsa: };
Lowsst Component Scors: | | Arsa:| 5|
Adsptive Benavior Skills Asssssment taken: | pate:[ s e

Total Bsttsry Scors: |

Hiohest Component Score: | ‘ Area: |

Principals select and approve with their signature on the IEP Document the specific TCAP-Alt PA
choice that applies to a student.

School Principal Signature

[ 1 | am aware this student meets the TCAP-Alt PA Participation Guidelines and is appropriately identified as a candidate for the TCAP-AlIt Portiolio 1%.
OR

[ 1 | am aware this student does not meet the TCAP-Alt PA Participation Guidelines and if azsessed with the TCAP-Alt Portiioilic 1%, the student will be

reported as “non-participant” and “below proficient” for AYP purposes.

Principal's Signature OMLY Designee or Vice Principal’'s NOT Accepted Date

For more information on the TCAP-ALT PA, please visit the following website:
http://www.tn.gov/education/assessment/TCAP-AltPortfolio.shtml
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TCAP-MAAS
Participation in TCAP-MAAS Assessment, selected on the “Accommodations” tab, requires

additional information on the IEP creation page. Check Yes or No for student participation in
the TCAP-MAAS Assessment on the IEP creation page.

ITCAP Alternate MAAS 2%: Asgsssments

For mors information on TCAF Modified Academic Achisvement Standards (TCAP-MAAS), pieass visit
Tennssses = Department of Education weosits. This information can be found in the Altamats Asssssment
Section of Spacial Egucation.

ntto://stats.tn. us/sducation/assessment/alt_MAAS sntmi

You have selectad tha following TCAP Altarmnats MAAS 23 Assessments:

* TCAP Englisn/Feading/Languags Arts Achisvement (Gradss 3-3)

Eligibility Guidelines for Participation in TCAP MAAS
TCAP MAAS is an assessment option for studsnts with disabilitiss enrolisd in Gradss 3-8. The following
gQuidelines should bs ussd by |EP Teams to determing if 2 student is eligibls to participats in TCAP MAAS.
1. The studaent has an |IEP basad in the general curniculum standaras.
*Nots: Functionally Dsiay=sd is not an IDEA recognized disaoility. A student whoss primary disability is
Functionally Delaysd participatss in TCAP MAAS, his/her scorss will be considersd non-proficisnt and
nashs will DS CoNSIdersd & non-participant for AYP purposss.
2. The student’s progress to date in responss to appropriate instruction, including special education and
relatad SSrvicss decignad 10 30drSEs the student's individual nasds, IS such that, sven if Significant

growtn occurs, the IEP Team is ressonably certain that the student will not achisve grade-isvel
proficisncy.

*The IEP Team must uss multiple valid messures of student's progress over time in making this
dstarmination.

3. The student 1= not Sligiols for TCAP-Alt PA.

4. The ascision for TCGAP MAAS participation is not basad on & student's disability category, racial or
SCONOMIC DacKQround, SXCEESVe O Sxtandsd absencss, or Limited English proficisncy.

3. The gecizion for TCAF MAAS participation i Dasad on tha nasds of the student and i not Dasad upon
anticipatad impact on system and/or SChool parformancs Scorss.

) Yee - Student May Participate in TCAP MAAS
) No - Student Will Not Participate in TCAP MAAS

For additional information and guidance on the TCAP-MAAS Assessment, refer to this link:
http://state.tn.us/education/speced/assessment.shtml
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State and District Mandated Tests

1. Review the contents of the State and District Mandated Tests section on the IEP

creation page.
2. Check to show you have read and understand the information regarding Alternative

Performance-Based Rubric.

State and District Mandated Tests
Alternative Performance-Based
Rubric for High School End of Course Assessment
Students with Disabilities
Instructions for Completion

Key Requirements: Studants with disabilitiss must participats in the stats End of Course (EOC; Asssszment. Thass
Studants must rSCSive SPPropriats SUPPOrt and aCCOMMOSTIoNS With tha goal of mastering course content and passing the
EOC asssssment. Howsver, & studant on an active |IEP whose disability interferss with parformancs on the EOC

| have read and understand the information above regarding the Alternative Performance-Based Rubric for High
School End of Course Assesament.

Displey |IEP Errore

|&ﬂ(| |MUMNEP|
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IEP Addendum

The IEP Addendum follows the IEP created in your district. The IEP Addendum dates must fall
within the date range of the IEP created in your district. Do not use the same begin date of the
IEP created in the previous district. To create an IEP Addendum, update the dates on the
‘Special Ed Services’ and ‘Related Services’ and ‘Goals & Objectives’ tabs. The start and end
dates of services must fall within the date range of the IEP Addendum.

Follow the same process of creating the IEP document.

Error Check - IEP Addendum

Error 11.8 You are attempting to create an IEP Addendum with an end date that does not
equal the end date of the current IEP. Please return to the Create Draft

Document page and change the end date to the end date of the current IEP. The
current end date can be found at the top of the Create Draft Document page.
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Create Final Page

IEP Final Documents

From the ”IEP Process” tab, select the “Create Final” button.

IEP Process Abbie Marie Test
=1 _New Ml
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Review the IEP dates on the IEP creation page.

Scroll to the bottom and click ‘Display IEP Errors’ again to review for any errors.
3. If no errors are found, select the ‘Create Final IEP’ button. Once the IEP or IEP

Addendum is created without errors, it is recognized as the currently valid IEP

document.

Create Final IEP Document Abbie Marie Test
B = New Mail!

View: fv\'“;'orl-ggpace

The following information is required before you can create this Final Document IEP

=

|IEP Meeting Date: 05.01 /201¢

Date this |EP Begins:

Date this IEP Ends: [12/31/2019]
Meeting Purpose: LIE.P Addendumﬁ v

Display IEP Errors

Back Create Final IEP
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Print and View IEP or IEP Addendum documents by selecting the “Print/View Documents”

button on the “IEP Process” tab.

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |

Students | Personal | Eligibility |!

IEP Process

Personal Information

Present Levels

Narratives

Goals and Objectivea

Services and Supplemental Aids

Accommodations

Transition Services

(x

:| Early Childhood | Documents | Restraints/isolations | View Restraint Incidents

& - ons or mors errors sxists in this section
W - At lsast ons team member Ras entsrsd information in this saction that is error fres

W/ - Thiz s=ction has yst to bs aodresssd

Abbie Marie Test

Team v

Parents V,

Create Draft

Create Final

Print/View

Documents created from the IEP Process tab may also be viewed on the “Documents” tab.
Select the ‘Save and Continue’ button to return to the “IEP Process” tab.

Print/View Documents

Abbie Marie Test

view: [Workspace M| =1 New Mail!
Doc ID Dete Generated Generated By Document Recsived
10085  07/10/2013 Sheryn Test Eligibility Report- Not Eligibis PDF {Draft)
10084  07/10/2013 Sharyn Test Eliginility Feport- Eligidis PDF (Draft)
10052 07/10/2013 Sneryn Tast IEP. PDF O
10AR1 O7H4ANIR CShann Tast IEP PDF ||
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Early Childhood Tab

The Early Childhood Outcomes (ECO) and EC Transition (TEIDS) information is found on the
“Early Childhood” tab. From the main menu bar, select “Early Childhood” tab.

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |
l Early Childhood ' Documents | Restraints/lsolations | View Restraint Incidents

EC Transition

The TEIS data automatically imports into EasylEP™ after the fifth (Sth) and 20" days of each
month. The child must have a state ID number entered in the TEIDS system and must have a
TEIS transition meeting date. Select the “EC Transition” tab for the imported TEIS data from
TEIDS.

1. Select the “EC Transition” tab on the Early Childhood page.

EARLY CHILDHOOD : Abbie Marie Test

View: | Workspace v = _New Mail!

ECO Agss 3-5
Early Chi Tr iti

Notification/Referral Information

NatiicatiorvRsterral Source [TEIS
TEIDS Reterrai pate (05172072 (]
TEIDS Parernt Consent Date to Lea [05/17/2012| [

Eligibility Information

IFSP Eligibility Date (27 0320125
Eligible [¥

IFSP Information

IFRD Mrtitiratinn/Datarral Nata |00 «201‘1@
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2. Enter the ‘Developmental Information’.

D Information

Percent of Deveiopmental Deiay

Cognitive

Instrument Name: SDI-11; Asssssment Metnod:
Structursd, ODSSrvation, interview, Summary and
Fecommendation: DQ SCOrs is 71. ADSrgsil oooupies
nerssif for 10 MInUtes WIthout NeSding Sttention, attsnds

to one piay activity for 3 minutss, stterpts to get snout ¥

[

5
Instrument Name: SDI-1I; Asssssment Metnod: -~
structured, oossrvation, intenvisw, Summary and =]
Fecommendation: DQ Score is S5. ADsrgsil attends to =
=om=ons SpeaKing 1o Ner for 10 SSCoNas, rSSpONds 10
gifferent tones of 3 person's voics, identifiss family &
Motor

Instrument Nams: SDI-II; Asssssment Metnod: -~
Structurss, ocoservation, INtervisw, Summary and E

3. Select ‘Save’ button.
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ECO Ages 3-5

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |
Students | Personal | Eligibility | IEP Processl Early Childhood . Documents | Restraints/lsolations | View Restraint Incidents

On the Early childhood tab, select the “ECO Ages 3-5” page to enter Early Childhood Outcomes
(ECO) data, Entrance and Exit, on children between the ages of three and five.

EARLY CHILDHOOD Abbie Marie Test
View: [Workspace 4 =1 _New Mail!
EC Transition ECO Ages 3-5
Early Childhcod Outcomes (ECO) Ages 3-5
TEIS ECO Data
TEIS Entrance 1 - Poeitive Social Emational Skille TEIS Exit Outcoms 1 - Positive Social Emational Skille
TEIS Entrance 2 - Acquiring Knowledge and Skills TEIS Exit Outcome 2 - Acquiring Knowledge and Skille
TEIS Entrance 3 - Taking Action to Mest Needs TEIS Exit Outcome 3 - Taking Action to Meet Needs
LEA ECO Dsta
Dets of ECO Entrance Rating” @1_1?5}072] Custom Deta Fisld "OutcomesDatectEXit doea not exist in this system!
ECO Exit 1 - Pogitive Social ional Skille® | zsiact v |
ECO 1 - Positive Social ional Skille” [+ T~ Haa the child made progrese? | szisct V|
Provids rationale for the Assigned Entrance Rating: o ot A g Sy e gl e
1 5
|
|

On the ECO Ages 3-5 page, the left side of the page is entrance data and the right side of the
page is exit data.
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1. Document progress for ECO Exit Reasons 1, 2, and 3 in appropriate text boxes.
2. Click ‘Save”.
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3. Enter the appropriate answers, from the key below, in the spaces provided for the TEIS
Exit and ECO Exit questions in the screen above.

RULES
Dates used for measuring outcomes must be at least 6 months apart.

Early Childhood Outcomes Rating Scale
7 - Completehy
G

5 - Somewhat
4
3 - Emerging
2
1

- Mot yet
Additional Rules and Decision Tree Documents are available on the Main Menu Screen
Click here for Early Childhood Outcomes Center Resources

[ Update the database ]

For additional ECO resources select this link:
http://www.fpg.unc.edu/~eco/pages/outcomes.cfim#COSFandInstructions.
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Documents Tab

Log Out | Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |
Students | Personal | Eligibility |§lEP Process:| Early Childhood ' Documents I Restraints/lsolations | View Restraint Incidents

The “Documents” tab allows users to create various types of documents and letters. Select the
type of document to create by selecting the document/letter name. EasylEP™ requires a Draft
document with no system errors before creating a final document. All Drafts print with a ‘Draft’
watermark on each page except for the last two pages, which are for signatures. Drafts are
saved in EasylEP™ for 20 days and Final documents remain in the system permanently.

Documents Abbie Marie Tesi|
= _New Mail)
Click hars to cownlosd the Procadural Safsguards from the Tennessss DOE web sits
Click nare to downliosd the Fe-Evaluation forme and instructions from the Tennsssse DOE web Sits
Documents:
Sarvices Plan Annual o Fesvaluation Farent Information
QO servicss Plan Acsencum O FResvaluation Felated Servics Obssrvation
O Eligibility Report- Eligible O Resvalustion Revisw Ssction |1l Documents
2} Eiigibility Feport- Not Eliginle 2} Fesvaluation Spacial Education Teacher Observation
O Evaiuation, Eligioility Placement Timeling Extansion Requsst O FReevaluation Summary Feport Sections I, 11, IV, V
O Progrses Report O Resvaluation Summary Report Sections |1, I, IV, V Giftsd
O |EP At-s-Giancs Q Teacher Cnackiists
i) Direct Observation ) Contact Log
© Gansral Ea Teachsr Input O summary of Parformancs
O medical Information Form O stugent Invitation to Mesting
O Feleass of Information Form O stugent Prior Writtsn Notics

! Fesvaluation Giassroom Teachsr Oosarvation

Letters:
QO Initial Conssnt for Engibility Evailuation O Prior Written Notics

O Invitation for a Mesting

l Create Draft {will be saved for 30 days) ‘

Create Final Document (will be saved)
l J

I Upload External Document(s) I

Note: |IEP and IEP Addendum documents must be created from the “IEP Process” tab.
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Draft and Final documents created for the student are listed at the bottom of the screen in the
‘Documents created’ section. Drafts documents have ‘(Draft)’ in the ‘Received’ column while
Final documents have ‘Accepted’. Select the Document name under the ‘Document’ column to

view.

Documents created for Abbie Marie Test

Doc ID Dets Genersted Generated By Document Rsceived
10085  07/10/2013 Sheryn Test Eligibility Feport- Not Eligiois PDF (Draft)
10034  07/10/2013 Sheryn Test Eligibility Report- Eligiole PDF {Draft)
10052  07/10/2013 Shaeryn Test IEP PDF O

Upload External Documents (Paperclip)

All districts have the capability to upload external documents using the Paperclip functionality
of EasylEP™.

1. Onthe Documents tab select the ‘Upload External Documents’ button.

Documents Abbie Marie Test
= New Mail!

Create Draft (will be saved for 30 days)

Create Final Document (will be saved)

Upload External Document(s)
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2. Onthe Upload External Ducments screen, click the Browse button to select the file to

upload. Documents are limited to 2.00 mb and several file types are accepted.

3. Enter a name or description with a date of the file uploaded.
Select the ‘Upload files’ button.

Upload External Documents Abbie Marie Test
= New Mail!
Permitted file extensions are: PDF, DOC, XLS, TXT, RTF, PPT, TIF, JPG, PNG, XLSX, PPTX, and DOCX
No file may be greater than 2.00 MB in size.
File Name (if not provided the file name will be used)
(C/Documents and Settingsica10231 Desktoplelig. report|[Brawse.. ] [5/1/13 Re-cvaluation reporf |
1 |[(Browse... ] | [
[ (Bowee ) | |
1 |[(Browse... ] | [
[ |(Browse— ] | |
Upload File(s)
5. The documents uploaded will appear in the ‘Documents Created’ section on the
Documents tab.
Documents created for Abbie Marie Test
Del DoclD Date Generated Generated By Document Received
[] 10708 07/29/2013 Sheryn Test 5/1/13 Re-evaluation report DOCX Il
1 10704 n72820172 Sharvn Ordwav  IEP Addandiim PNE (Niraft)
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IEP At-A-Glance

The IEP-AT-A-Glance document pulls from the current IEP document and contains only the
Goals and Objectives, Areas of Participation and Accommodations. This document includes the
student’s date of birth, special ed servcies details, IEP begin and end dates and the case
manager’s name.

IEP At A Glance

Tennessee Reference System Special Education
Date: 07/22/2013

Student: Abbie Marie Test Student ID: 4441208 DOB: 11/16/1998 School Year: 2013

Case Manager: Sheryn Test IEP Begin Date: 06/01/2013 IEP End Date: 12/31/2013

IEP Goals(s) and Objectives
* Accomplishes many self-help activities without assistance or minimal assistance.
¢ EL.1.2 Demonstrate knowledge of standard English usage, mechanics, spelling, and sentence structure - Write
from left to right and top to bottom (K-12)
¢ Social Living
e Transition Gonal for Social Skills

Special Education Services

Type of Service Sessions Time Per Session Begin / End Dates | Location of
Services
Academics 5 times/W 60 min 06/03/2013 - Special Ed Setting
12/01/2013
Life Skills 3 times/W 30 min 06/03/2013 - Special Ed Setting
12/31/2013

Related Services
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Services Plan and Services Plan Addendum

A Services Plan is for private, parentally placed students served in a school district. This includes
private schools and home schooled students. Service plans do not create BEP funding options.

Speech Only students have a Services Plan only if home-schooled or parentally placed private
school student receiving special education services or related services from the school district.

Preschool children who receive only “walk-in” speech services typically will have an IEP and not
a Services Plan.

All special ed pre-k students, whether private or public schooled) must be fully evaluated for all
services and a IEP developed for services needed.

Assessments do not print on Services Plan; only Goals & Objectives and Special Education
Services print on the Services Plan. Only the Primary Disability appears on the Services Plan.
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Eligibility Reports

The updated Eligibility documents reflect the state’s current Eligibility forms.
On the ‘Eligibility Report — Eligible’ document creation page, the ‘Eligibility Date’ is referred to
as the ‘Eligibility Determination Date’.

A checkbox labeled ‘Update the Secondary Disability Only’ appears on the document creation
page. Select this checkbox to add or edit the secondary disability. Select this checkbox when the
secondary disability is updated as part of an initial evaluation (i.e., the primary disability is
finalized and the second disability is added or changed at a later date). The original Eligibility
Determination Date (and subsequent re-evaluation timelines) is not affected, when selecting
this checkbox to add or edit the secondary disability.

Eligibility Report- Eligible

Eligibility Meeting Date: |05/ 1|
Disabilities:
Primary:
Secondary:

Select Disabilities below in the ELIGIBILITY DETERMINATION section.

Update Secondary Disability only.
{Selecting this box indicates that only a secondary disability is being added, deleted or changed at this time
and the primary disability has already been finalized. This selection will ensure that the eligibility timeline DOES NOT change.)
1. Based on information from a variety of sources that have been documented and carefully considered, the IEP team has determined:
® Yes O No - This student meets the criteria for a disability consistent with Tennessee State Regulations.

® ves O No - The disability adversely impacts educational performance in his/her learning environment.
Both MUST be YES in order for the student to be eligible for special education and related services.
2. The following factors have been ruled out as the primary cause of the student's educational difficulties:

® yves © No - Lack of instruction in reading or mathematics ® ves O No - Limited English proficiency

3. Educationally relevant medical findings, if any:

4. Vision Screening Results: | ‘ Date:‘

|

Hearing Screening Results: E ‘ Date: | i
Evaluation results are documented and the student's disability determination documentation is attached.

ELIGIBILITY DETERMINATION

® This studentIs Eligible for Special Education because s/he meets the State of Tennessee’s eligibility standards for

(GIAUEDYY Speech Impairments [ 1‘ (Secondary)

This student Is Eligible for Special Education because s/he meets the State of Tennessee’s eligibility standards for
= (Primary) / 3 (Secondary) ; however, the student's
parent/guardian is declining services. This student will not receive special education or related services.

This student Is Not Eligible for Special Education because s/he does not meet state standards for a disability.

Note: You have selected to create the Eligibility Report - Eligible. If you need to choose an option where a child is not eligible for
special education, please return to the Documents Tab and select Eligible Report - Not Eligible.

Date Eligibility Report was given to parents: || 4
Ifthe parent(s) did not attend, the person responsible for
forwarding and explaining the Eligibility Report to the parents along with their rights: ‘
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On the finalized Eligibility Report, a signature line is available for the Special Education Teacher
under the ‘Assessment Team’ header.

ASSESSMENT TEAM
Your signature indicates that you were involved in the assessment by providing evaluation. observations, or input. Dissenting statements should
be attached.

Position Signature Date Disagree

Parent

General Education Teacher
Interpreter of Test Results
Assessment Speeialist

Special Education Teacher (Optional)

ooooooo 2
CcOooOoooao

Eligibility Report — Non-Eligible Document

On the ‘Eligibility Report — Not Eligible’ Document, two options are available regarding the
student’s non-eligibility.

e This student Is Eligible for Special Education because s/he meets the State of
Tennessee’s eligibility standards for primary disability/secondary disability; however,
the student’s parent/guardian is declining services. This student will not receive special
education or related services.

e This student is Not Eligible for Special Education because s/he does not meet the State
of Tennessee standards for a disability.

ELIGIBILITY DETERMINATION

This student Is Eligible for Special Education because sihe meets the State of Tennessee’s eligibility standards for
(Primary) t (Secondary)

This student Is Eligible for Special Education because s/he meets the State of Tennessee’s eligibility standards for
Autism v | (Primary) /| Traumatic Brain Injury |~ |(Secondary) ; however, the student's

parentfcjuardian is declining senvices. This student will not receive special education or related services.

O This student Is Not Eligible for Special Education because s/he does not meet state standards for a disability.

Note: You have selected to create the Eligibility Report - Not Eligible. If you need to choose an option where a child is eligible for
special education, please return to the Documents Tab and select Eligible Report - Eligible.

Date Eligibility Report was given to parents:
If the parent(s) did not attend, the person responsible for .
forwarding and explaining the Eligibility Report to the parents along with their rights:

Create Draft Document
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Evaluation, Eligibility, Placement Timeline Extension Request

A Timeline Extension Request is for students with federally recognized disabilities exceeding the
40 day timeline, beginning from the date the parental permission is received to finalizing the
Initial Eligibility report.

[2] Create Draft document for Tony Test

The following information is required before you can create this Draft Document

New Evaluation, Eligibility, Placement Timeline Extension Reques

Date of Request: [07/01/2011 | [

Referral Date: 03/15/2[}11

Formally known as the Written Parental Permission Received Date, the Initial Consent for Eligibility Determination Date: [03/15/2011 | [2E]

Student’s evaluation, eligibility determination, and placement time frame were proposed to be completed within 40 school days from this date or by 02/15/2011

Requested Extension Date: ‘C&"Q‘I/‘?Qﬂ | [l_m

Reason for Delay (choose the ONE most appropriate):
2 Limited acoess to professional staff

) Student/family language delays

& Student transfer from another district

O Student tra

within the district
) Waiting on specislist reports
) Exoessive student absenoces

(2 Parent did not show for scheduled mesting, or parent cancelled scheduled meeting too Iate to reschedule within timelines, or parent requested to schedule mesting outside of timelines

& Student/parent serious medical issu

)} Repeated attempts to contact parents failed

) Student shows documented progress when provided with research-based interventions in genersl educstion classroom
! Other

If OTHER, explain:

All of the Delayed Eligibility Determination (40 Day) Reasons are not required. The following
reasons are excluded from the document:

e Student transferred from out of state and initial eligibility was previously determined. In
this situation, the 40 day timeline does not apply and user(s) will not be penalized.

e Student transitioned from TEIS. If student is determined eligible for special education
services, the IEP is developed by the student's third birthday. In this situation the 40 day
timeline does not apply and user(s) will not be penalized.

e Student shows documented progress when provided with research-based interventions
in general education classroom.

No error checks are associated with creating this document.
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Progress Reports

The Progress Report document in EasylEP™ is designed to provide summary information to
parents on their child's work toward meeting their IEP goals and objectives. The Progress
Report may be created for a single progress report peiod and/or consecutive reporting periods
to show cummulative progress.

Progress reports must be created timely and fall within the dates of the appropriate progress
reporting period.

e Example: District on 6 week report card periods - IEP dates 4/2012 — 4/2013: User will
send the first progress report on the new IEP with the progress reporting period 6 which
correlates to the final 6 week period of the current school year. The next teacher will
send the Progress Reporting Period #1 report with the student’s first report card of the
new school year.

All progress reports must be completed for the student’s current IEP before finalizing a new IEP

or IEP Addendum. If a new IEP document is finalized before the last progress report is

completed, the next progress report will pull from the new finalized IEP document.

e Example: Progress Report Period #1 is for dates of 8/1/12-9/1/12. Progress Report

Period #2 is for the dates of 9/2/12-10/10/12.
Student has an IEP dated 5/1/12-5/1/13. A new IEP document is finalized with a date of
9/5/12-9/5/13. Progress Report #1 must be completed within the date range of progress
report period #1 and prior to the new IEP document begin date. Progress Report #2 will
pull from the new IEP document and must be created within the date range of progress
report period #2.
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Creating a Progress Report:

1. Select ‘Progress Report’ and choose ‘Create Draft’ button.

Documents for

Cligk here to download the Proosdursl Ssfegusrds from the Tennessee DOE web site
Cligk here to download the Re-Evaluation forms and instructions from the Tennessee DOE web site
Cocuments: O ep © General Ed Teacher Input
O IEP Addendum O Reevslustion Classroom Tescher Observation
O servioss Plan Annual © Reevalustion Parent Information
O Servioss Flan Addendum © Reevalustion Related Servios Observation
© Reevaluation Specizsl Educsation Teacher Cbservation
O |EP At-a-Glanos O Reevalustion Summary Report Sections |, I, IV, V
O Evalustion, Eligibility Placement Timeline Extension Request O Reevsluation Summary Report Sections I, |1, IV, V Gifted
(8] Eligibility Report- Eligible O Reevalustion Review Section IIl Documents
O Eligibility Report- Not Eligible O Tescher Chedklists
O Relesse of Information Form O Contact Log
O Medical Information Form (o] Summary of Performance

O Direct Observation

Letters:
QO Invitation for s Meeting O Prior Written Notice

O Initial Consent for Eligibility Evalusation

[ C}eate Draft (will be saved for 30 days) ] |

Create Final Document (will be saved)

Users are required to select a reporting period before creating a progress report. Progress
Report Wizard does not default to current reporting period. Progress Reporting Periods
correlate to the General Education report card schedule.

Progress Report Wizard [{Select Students)

This wizard will guide you through generating Progress Reports for your students

Flease be sure to select the correct Reporting Perjod

School Year: |2D11—2D12 -I Reporting Period:l 'I
|

1
e Select the students for whom you wolild like to update statl € dior generate
Progress Reports 3
e Students that do not have a currently valid final IEP FISP f 5wl not showy in
this list

e Students who transferred into this school system with events but without
detailed historical information may show as having a current IEF S 1SF JIFSP, bu
will also not appear below and will need a new [EP /ISP / IFSP before a
Progress Report can be created.

Check All I Check Mone I

Alicia EasyFax Test
Eill Bage Test
Chelsea Micole Test
Gloomy Saturday Test
Golf Game Test

IEF Updates Test
Franita Test

U
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Additionally, users are able to select prior school year to accommodate ESY progress reporting.

The system will limit the number of weeks (Progress Report Periods) in the prior school

calendar available for ESY progress reports.

Progress Report Wizard (Select Students)

This wizard will guide you through generating Progress Reports for your students.

Flease be sure to select the correct Reporting Period.

|2I3'|1-2EI12 Tl

2010-2011

2. Select the students for which a progress report is to be created.

School Year: Reporting Period: |_;l

L1l L L — Ll

gl Progress Report for Abbie Marie Test (2012-2013 - Reporting Period 6) = New Wil

Annual Goal

The student will improve effective communication in the classroom by incressing intelligibility for scademic and social success. Last Updated On: (none)

Status:

Status Narrative
{for Progress Report)

Evaluation
Procedures

Objective Status Status Narrative

3. Select the status for the goals for which you are responsible and complete the ‘Status
Narrative’ text box for each goal. The Annual Goal Status Narrative is required.

4. Select a ‘Status’ from the dropdown box for each applicable objective.

5. Enter an objective ‘Status Narrative’. This is optional.

6. Enter a current percent of growth for each objective. This is optional.

7. There will be an area of blank space on the reports for those districts that choose not
use the option of objective summary and objective percent. Many districts use the
option of reporting growth as a percent for each individual objective.

8. Enter the Status Summary Narrative. This is required.

9. Atthe parent’s request, check the box to ‘Create Cumulative Report’.

10. Select the ‘Create Draft Progress Report’ button.

to
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Abbie ha= regre=sed during this progre=s= report.

Status Summary Narrative:

O Create Cumulative Report

|Create Draft Progress Report |

11. Create the Final Progress report when all Goals and Objectives progress and Status
Narratives are updated.
12. Select the correct Reporting Period and select ‘Create Final Document’.

Create Draft document for Tony Test = New Mzl

The following information is required before you can create this Draft Document

Progress Report

School Year: 2011-2012

Reporting Period: | 1st Quarter Report Period v
[ESY 2011

Croatilss Quarter Report Period
2nd Quarter Report Period
3rd Quarter Report Period
4th Quarter Report Period
ESY 2012
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Re-Evaluation Summary Report — Sections |, II, IV, V

This document is available in a ‘type-able’ format on the creation page and reflects the State’s
current form. Information entered on the creation page prints on the document. The page
length of this document is determined by the amount of information entered on the creation

page.

Like the Eligibility Document, the option ‘Remove Draft watermark’ is available. When selected,
the ‘Draft’ watermark does not print on the draft document.

I Remove Draft watermark.

|Create Draft Document |

There are no error checks associated with creating this document.

REEVALUATION SUMMARY REPORT

DEMOGRAPHIC INFORMATION

Student Name (Last, Firzt, Middle Initial) Birthdate (mouth, day, year) Sex
Beth FebmuaryUpdates Test 01/01/2001 F
School Sysztem School of Enrollment Grade
Hamilton County - Staging Sample School ‘ Sth Grade
PROCEDUEAL SAFEGUAEDS

Month Diay Year
Prior Wnitten Motice for Reevaluation 11 o1 2008
Date Parent/Guardian Signed Consent for Resvaluation 10 o1 2008
{If Comprehensive Evaluation is indicated by IEP team)

SECTION I - BACKGROUND INFORMATION

Medical and Sensory Information

1. ] Yes []HNo - In the last three years has there been a change in the student’s medical'health stamus?
If ves, explam: syIEP Conference Call and Webex - Feb. 15, 2011 at 1:00 pm est. The call number and link for the webex
has been zent in an email to all dishicts. syIEP Conference Call and Webex - Feb. 13, 2011 at 1:00 pm cst. The call mum-
ber and link for the webex has been sent in an email to all districts. syIEP Conference Call and Webex - Feb. 15, 2011 at
1:00 pm est. The call oumber and link for the webex has been sent in an email to all distrcts.

Student’s cwrent medications: syIEP Conference Call and Webex - Feb. 15, 2011 at 1:00 pm cst. The call number and link
for the webex has been sent m an email to all districts.

Summary of previous medical evaluations/dizgnoses: N/A

Describe amy prior or on-gomng hospitalizations or clmical (outpatient) counseling within the last 3 years, and include dates
of treatment: syIEP Conference Call and Webex - Feb. 15, 2011 at 1:00 pm est. The call oumber and link for the webex
has been sent n an email to all disimets.

Feview of viston and hearing sereenings:

Vision Screening

] Yes [] No - Vision was screened on 11/01/2010 and was within normal Limits

[ ¥er 1 Mo - WVision was seveened on 12012010 and wras failsd wnth vesnbts of text

=]
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Under Section Il, ltem 4, the label ‘Services provided through IEP” includes special education
and related services.

SECTION Il - IEP AND RECORD S REVIEW

1. Prnimary Disability: Blind Most Recent Eligibility Date 04/01/2011 Secondary Disability

|List Previous Disability Determinations |IEP Team Date(s) for Disability Determination |Eva|uationfReevaIuation Reportin File

| | =] | [ I | ™ Yes I No
| I =l | | | [T Yes I No
| | | | | | ™ Yes ™ No
| | =l | | | I Yes ™ No

2 LastIEP Team/IEP Date” 06/01/2011
3. Special education hours: 3.52

4. Services provided through IEP:
™ Inclusion
™ Direct Senvice
7 Consultation

[T Occupational Therapy (Direct / Consult)
[T Physical Therapy (Direct / Consult)

[T Speech/Language Therapy (Direct/ Consult)

™ Other: |

= Other: |

In Section IV, Item 1, select a month and year for a TCAP Achievement Test.

SECTION IV - CLASSROOM-BASED / STATE ASSESSMENT REVIEW

1. Summative Assessments
Tennessee Comprehensive Assessment Program (TCAP) Achievement Assessment Results
Report Scores or Percentiles - BP (Below Proficient), BB (Below Basic), B (Basic), P (Proficient) and A (Advanced) for the last 3 years

+ Tennessee Comprehensive Assessment Program (TCAP-Ach)

+ TCAP-Alternate Portfolio Assessment (TCAP-ALT PA)

+ TCAP - Modified Academic Achievement Standards Assessment (TCAP-MAAS)

Test Dateof Test:[ =]/ =] | |DateofTest:[ =]/[ =] | DateofTest:[ =[/[ =]
Score Score Score
. [ TCAP-Ach [T TCAP-Ach [ TCAP-Ach

Readnglanguage | rcapatPA [ D TCAPARPA[ D TCAPALPA[ |
[ TCAP-MAAS [ TCAP-MAAS [T TCAP-MAAS
[ TCAP-Ach [T TCAP-Ach [ TCAP-Ach

Math © TCAP-Al-PA I T TCAP-AI-PA T TCAP-Alt-PA I
[T TCAP-MAAS [T TCAP-MAAS [T TCAP-MAAS
[ TCAP-Ach [T TCAP-Ach [ TCAP-Ach

Science [T TCAP-AI-PA I [ TCAP-Al-PA [T TCAP-AK-PA I
[T TCAP-MAAS [T TCAP-MAAS [T TCAP-MAAS
[” TCAP-Ach [” TCAP-Ach [” TCAP-Ach

Social Studies [T TCAP-AI-PA I [ TCAP-Al-PA [T TCAP-AK-PA I
[ TCAP-MAAS [ TCAP-MAAS [ TCAP-MAAS
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The Re-Evaluation Summary Report, Section V document includes the secondary or exited
disability.

SECTION V - IEP TEAM REEVALUATION DECISION
The following members of the IEP Team participated in the reevaluation process on: 8/1/11

Position Signature Date
Principal Desiznes
General Education Teacher
Special Education Teacher
Aszsessment Specialist
Consultant/Coordinator
Parent

Other/

Other/

Based on the review of existing evaluation data, including information provided by the parent(s), current classroom -based
assessments and obzervations (information reported in Sections I, IT, III, and IV) the IEP team determined the following:

O Yes:[F]No 1. Additional data is needed to determine if this student continues to have an educational disability.

OYesFINo 2. Additional data is needed to determine the student’s continued need for special education and/or related
services.

[JYe:[/]No 3. Additional data is needed to determine preszent levels of academic achievement and related educational
needs of this student.

] Yes[JNo 4. Additional data 15 necessary to determine whether any additions or modifications to the special education
services and/or related services are needed to enable the child to meet the measurable annual goals set out
m the IEP of the child and to participate, as appropnate. in the general education cumiculum.

If YES to any of the above statement: what was decided?

1. @ The student contmuea to be ehglble for Special Educatxon services with curently 1dentified dizabilities, but ad-
ditional assessm on plete Eligibility Report
Primary Disability: Inzellectually G(ﬁsd Secondar} Dbablhtv Hearmg Impalrmem..
2 71 The student continues to be elizible for Special Education services in his/her primary disability, but additional
assessment 15 needed to determine the presence of a secondary disamlity. Complete Eligibiliny Report
Prnimary Disability: Intellectually Gifted
3. 0 A Comprehensive Evaluation 15 needed to determme 1f the student confinues to have a disability and need spe-

c1al education services. An Eligibility Report will not be completed, but procedures for conducting a Compre-
hensive Evaluation will commence.
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Re-Evaluation Summary Report for Intellectually Gifted - Sections |, II, IV, V

This document is available in a ‘type-able’ format and information entered on the creation page

prints on the document. The page length of this document is determined by the amount of

information entered on the creation page. (It is not a set number of pages as it has been in the

past.)

No error checks are associated with creating this document.

Current Special Education Services:

Medical or Other Pertinent Information:

Reevaluation Summary Report Sections |, II, IV, V Gifted

Date]

&3

Section lll and IV
Achievement Assessment: TCAP: Report total scores or percentiles for last three years. All other achievement assessment: Report total scores or percentiles on any previous assessments administered
Test Year Reading/Lang Math Social Studies Science Writing
FeAn L[| I LI T [E— \ ]
ToAP \ | \ | \ | | \ | \ |
TCAP L1 — [ 1 = [ L1
bl L] (] [ L L] L]
1 [T | \ | \ | | \ | \ |
\ Il | L | | [ |
\ || | 0 ] [ B i ] [ |
\ I \ \ | \ | \ \ | \ |
Record Scores on previous assessments.
Test Date Total Verbal Nonverbal
[ | [ — T 1
Characteristics of Gifted/Creativity: Record scores on previous assessments.
Test/Checklist Date Score
r [ :
‘ |
1 \ ‘
Classroom Grades:
Year Language Arts Math Reading Social Studies Science
L [ [ === LI LI
i \ | \ [ l [ |
Parent Input/Observations:
=
Based on the review of existing evaluation data, including information provided by the parent(s), current ci _based and observations (information reported in Sections I, II, lll, and IV) the IEF]
[ ves O No 1 Additional data is needed to determine if this student continues to have an educational disability.
[ ves [ No 2 Additional data is needed to determine the student's continued need for special education and/or related services
3 ves [ no 3, Additional data is needed to determine present levels of academic achievement and related educational needs of this student.
[ ves O no 4. Additional data is necessary to determine whether any additions or modifications to the special education services and/or related services are needed to enable the child to meet the measu
of the child and to participate, as appropriate, in the general education curriculum
If YES to any of the above statements what was decided?
1 [] The student continues to be eligible for Special Education services with currently identified disabilities, but additional assessment is needed for program planning purposes. Complete Eligibility Report
Primary Disability: Autism
2. [J The student continues to be eligible for Special Education services in hisiher primary ly, but additional ent is needed to determine the presence of a secondary disability. Complete Eligibility
Primary Disability: Autism
3. [ AComprehensive Evaluation is needed to determine if the student continues to have a disability and needs special education services. An Eligibility Report will not be but proced: for t
Create Draft Document
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The option to ‘Remove Draft Watermark’ is available on the document creation page. When
selected, the ‘Draft’ watermark does not print on the draft document.

I Remove Draft watermark.

|CrBEIED|T:ﬂ Dc:n:unert|
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Re-Evaluation Review Section Ill Documents

The following Evaluation Sections are available in a ‘type-able’ format and information entered

on the creation page prints on the document.

Achievement

Hearing Impairment/Deafness

Adaptive Behavior

Language

Articulation

Medical

Cognitive/Intellectual

Other Health Impairment

Development

Social/Emotional/Behavioral/
Autism Spectrum

Fluency/Voice

Visual Impairment

Selecting the ‘Re-Evaluation Review Section I’ document displays a page with all Section IlI

Evaluation Reviews. Select the checkbox associated with each Evaluation Review. Select the ‘+’

symbol beside the name of each Evaluation Review and enter text or appropriate values.

Selecting the ‘+’ symbol expands or collapses the creation page available for each Review.

Achievement
Adaptive Behavior
Articulation
Cognitive/intellectual
Development
Fluency/Voice

Language
Medical
Other Health Impairment

O00OO00O0OO0D0O0O0D0O
HEHHEEEEHEEEE

Visual Impairment

Hearing Impairment/Deafness

Social/Emotional/Behavioral/Autism Spectrum

The Preschool Section Ill Document is no longer a part of the Re-evaluation Summary report

Section Ill and is not available or needed as a state document.
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Select the checkbox next to each Evaluation Review and information entered on the creation
page prints on the Re-Evaluation Section Ill document. No error checks are associated with
creating this document.

F 3 Achievement
F WIATl  Date of Test: [01/01/2010
| Subtest/Composite | Standard Score | Percentile | ¥ Grade/IF Age Equivalent
[Word Reading [ s | [s6 | [eth Grade
|F{eading Comprehension | [12 | [34 | 1dyrs.
Pseudoword Decoding R | oo | [100

« Reading Composite |12 |23 lﬂri
Math Reasoning [ o | [an | heat1
|Numerica| Operations | hext2 | ket3 | [03930

« Math Composite |12 |ABC IDEFi
|Listening Comprehension | [abe | [def | [ahi
|0ra| Expression | | | [ |

« Oral Language Composite | | li
ISpelling [ Reas | fets | [1st Grade
|'.“."ritten Expression | | | [ | [

« Writing Composite | | li
I WIAT-Il  Date of Test: |02/01/201
| Subtest/Composite | Standard Score | Percentle | ¥ Grade/I Age Equivalent
|Reading Comprehension | [20 | fead | B
[Word Reading | Bo | [0 | b0
|Pseudowurd Decoding | | | | | bent?
|OraIReading Fluency | | | | | |
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Reevaluation Related Service Observation

This document is available in a ‘type-able’ format on the creation page and information entered
on the creation page prints on the document. The page length of this document is determined
by the amount of information entered on the creation page.

The following information is required before you can create this Draft Document

Reevaluation Related Service Observation

Date of Observation: [07/07/2011

Select Related Service: |occupational Therapy |
Select Related Service Provider Completing Observation: |John Psychologist Test x|

Date of Last Evaluation: [03/01/2011

1. Please describe related service(s) you currently provide for this student:
0T Services Text re: related service cobservation. :J
OT Services Text re: related service cobservation.

=[]

2. ® Yes © No Does this student appear to continue to have the identified disability?
If no, please explain:

OT Services Text re: related service cbservation. :J

0T Services Text re: related service cobservation.
= [

3. @ Yes € No Are related services needed?

No error checks are associated with creating this document.
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Reevaluation Special Education Teacher Observation

Information entered on the creation page prints on the document. The page length of this
document is determined by the amount of information entered on the creation page.

Reevaluation Special Education Teacher Observation

Date of Observation: [07/07/2011
Select Special Education Service: I."—'.cademics -

Select Special Education Teacher Completing Observation: |.-—'-.ssessmentTrainer -

Class/Subject: IEninshI

1. Please describe current special education interventions provided for this student:
1. Flease describe current special education d

interventions provided for this student:1l. Please

describe current special education interventions

provided for this student:

=
2. @ Yes  No Does this student appear to continue to have the identified disability?
3. @ Yes © No Does this student continue to need special education and/or related services?

4. Describe this student’s general classroom behavior and work habits:
Strengths:

Description of the student's general classroom d

behavior and work habits consist of...

<I[F5]

No error checks are associated with creating this document.

Release of Information

The Release of Information Form, “Contact” is relabeled “Facility/Professional”.

For this evaluation, we are requesting the information from the indicated| facility/professional: |
[ ] Medical | Facility/Professional IName:

[ ] Social/Emotional Address:

[ ] Visual/Auditory

[ ] Other: Phone Number:
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Student Invitation to a Meeting

The ‘Student Invitation to Meeting’ document is for any student at any age that needs an
invitation to the IEP meeting. The ‘Student Invitation to Meeting’ document is available under
the Documents section of the Student’s Document page.

This is a required document ensuring LEA’s invite the student to the meeting to discuss
transition services in their next IEP. LEA’s are required to create the ‘Student Invitation to
Meeting’ document, for those students that are 15 years 1 day old at the beginning date of the
IEP (meaning they will turn 16 years old during the life of the IEP).

Error Check 17.03 is triggered if the ‘Student Invitation to Meeting’ document is not created.

Student Prior Written Notice
“Prior Written Notice for Student” document for students over the age of 18 is available under
the “Documents” section of the Documents tab.

Documents for Pranita Test
Click here to download the Procedural Safeguards from the Tennessee DOE web site
Click here to download the Re-Evaluation forms and instructions from the Tennessee DOE web site
Documents: o EP € Reevaluation Classroom Teacher Observation

© |EP Addendum © Reevaluation Parent Information
© Services Plan Annual © Reevaluation Summary Report Sections | I, IV, W Gifted
© Sendces Plan Addendum " Reevaluation Related Service Observation
© Progress Report © Reevaluation Special Education Teacher Observation
© |EP At-a-Glance © Contact Log
© Evaluation, Eligibility Placement Timeline Extension Request © Summary of Performance
© Service Plan " Reevaluation Summary Report Sections |, Il IV,
© Service Plan Addendum " Reevaluation Review Section Il Documents
© Eligibility Report- Eligible © Teacher Checklists
© Eligibility Report- Mot Eligible © EasyFax Other Cover Sheet
" Release of Information Form " Transportation Form
© Medical Information Form " Manifestation Determination
© Direct Observation € Student Invitation for a Meeting
© General Ed Teacher Input € Student Prior Written MNotice
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Summary of Performance

The Summary of Performance document is available on the “Documents” tab. For questions or
concerns, please contact: Gayle Feltner, Transition Consultant at 615-741-3834,
Email: Gayle.h.felther@tn.gov .

At the top of the document creation page for the Summary of Performance is a page note to
create a draft document to save information.

The following information is required before you can create this Draft Document

Summary of Performance

Note: Please remember to create a draft document by clicking the button below. This will enable you to save all information entered on this page.

Summary of Performance Document:

1. Student Demographics. Complete requested information. Attach current copies of the
formal and informal assessment reports documenting the student’s disability which
provides additional information assisting in post-secondary planning.

Summary of Performance

*Note: Please remember to create a draft document by clicking the button below. This will enable you to save all information entered on this page.

Year of Graduation/Exit: 2014

Address: ]’2’3 main 51 )
- nashvile | state: TN |zip code: [37115_|
Telephone: 6151231234 |

Engish

Primary Language:

If English is not the student's primary language, what services were provided for this student as an English langusge lesmer? |n/a

Assessment Reports: Chedk and include the most recent copy of assessment reports sttached that clearly identify the student's disability or functional limitations and that will assist in postsecondary planning

Psychelogical/cognitive O Response to Intarvention (RTI) O Adaptive behavior/FBA Behavioral analysis
[ Neuropsychological O Langusge/proficiency Social/int nal skills
O Medical ‘physical O Reading assessments O Community-based assessment

O Achievement/academics O Communication O self-determination Career/vocational assessment

O Informal assessment (specify)

Other (specify): Teacher interview
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2. Student’s Measurable Postsecondary Goal. Complete in the spring of the student’s exit
year, if appropriate. Indicate the post-secondary environment and goals for transition,
upon completion of high school. This document pulls the post-secondary goals from the
“Transition” tab.

Measurable Postsecondary Goals - This section states the student’s specific measurable postsecondary goal(s)
Postsecondary Area NA  |Measurable Postsecondary Goal

Community Involvement 0 Volunteer v::}; Big Brothers and E;g Jisters
Education T!Si!‘ir‘g O Graduate from IN ;ech ¥ith an auto mechanic's license
Employment 0 Full time employment at Sear's automotive
Independent/Supported Living, if appropriste n/a
3. Summary of Performance. The Summary of Performance is critical as a student

transitions from high school to post-secondary education, training or employment. This
information is necessary under Section 504 and the Americans with Disabilities Act
(ADA) establishing eligibility for reasonable accommodations and supports in
postsecondary settings. It is also useful for the Vocational Rehabilitation Comprehensive
Assessment.

Areas of Student Performance:

Three a

reas of student performance are included: Academic, Cognitive, and Functional.

Complete the student’s present level of performance and accommodations, modifications and
assistive technology essential in assisting the student receiving a Free and Appropriate Public

Educati

on (FAPE) for each of the three areas.

Academic:

° Reading: basic reading/decoding, reading comprehension, reading fluency

° Math: calculation skills, math problem solving

° Written Language: written composition, written expression, spelling

Cognitive:

° General ability and Problem Solving: reasoning and processing

° Attention and Executive Functioning: energy level, sustained attention, memory
functions, processing speeds, impulse control, activity level

° Communication: speech, language, augmentative communication

Functional:

) Social Skills and Behavior: interactions with teachers/peers, level of initiation in
asking for assistance, responsiveness to services accommodations, degree of
involvement in extracurricular activities, confidence and persistence as a learner,
emotional or behavioral issues related to learning and attention.

° Independent Living Skills: self-care, leisure skills, personal safety, budgeting and
financial management skills
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. Environmental Access/Mobility: assistive technology, mobility, transportation
° Self-Determination/Self Advocacy Skills: ability to identify and articulate post
secondary goals, learning style(s), strengths, needs, ability to ask for assistance,

ability to describe impact disability and it impact

Summary of Performance: This section includes i

Academic Content Areas
Reading
Math

Written Language

Cognitive Areas
General Ability and Problem Solving
Attention and Executive Functioning

‘Communication

Functional Areas

Social Skills and Behavior
Independent Living

Environmental Access/Mobility
Self.Determination/Self Advocacy Skills
Career/Vocational/Transition

Additional Considerations

on

and levels of

supports that were effective in high school to sssist the student in achieving progress,

Present Level of Performance
(grade level, strengths, preferences, interests)

-
5
8
&

a
il
H
ol
o
af
|
H
H
o
£
all
&
bt
8
5

a
n
i
ol
o
H
2
@ |
by
5
]
vl
|

|sth grade, using his imagination, prefers typing

|10th grade, loves geometry and want= to persue

Next to each specified ares, complete the student's present level of and the ions, assis

iex::a time allowed for overall comprehension

andlor Supports
== |

[caluula;oz |

Present Level of Performance
(grade level, strengths, preferences, interests)

[w:d processor or computer for keying words |

andlor Supports

|10th grade, calculation using calculator and = extza time allowed for overall comprehension
10th grad leul g calcul = 1lowed £ 11 comp |
|9th grade, =pot on in areas of interest, | lvuzd proces=or or computer for keying words |
[20¢h grade, vesbal communicavion a stzengeh amd I In/a |
Present Level of Performance i s
{grade level, strangths, preferences, interests) Ppo!
|10th grade, very =ocial and we: ehaved, likes — n/a
10th grad: v 1 and well behaved, 1ik = / ]
[TUEh grade, locks forward o Eirst apt/home on =] ! > T
= n/a |
|nozmal | [n/a |
|20th grade, not shy and knows how to ask for ;j [n/a =
[20¢h grade, wants to eazn auto mechanics license } ln./a |
[laza | |ara |

4. Recommendations to assist student in meeting post secondary goals. Write a brief

narrative describing assistance and supports required for success in a postsecondary
environment, including higher education, training, employment, independent living
and/or community participation.

participation in measurable postsecondary gosls.
Postsecondary Area

Training

‘Higher Education or Career-Technical Education
vEmpIcymem

Independent Living, If appropriste

Community Participation, If appropriate

NA ‘Recommendﬁﬁons to Assigt therétﬁ;ielrniin Meerlirng MieasurablierPostsecon&ary Goa]s

0

(=1 =]

O =)

l!’.achme shop, auto shop, |

lm,

13::: 's Auto Shop

‘n/i

lconcinue vith volunteer woork at BEB3

|
|
|
|
J
T
|
|

Recommendations to assist the student in meeting measurable postsecondary goal(s| - This section presents recommendations for accommodations, adaptive devioss, assistive services, compensatory strategies, andlor support senvi(

Contact Information - name and/or title, phone number, address, email

IK:. Dale Teacher

{K:. Tami Tester

n/a

iMs. Jandi Volunteer, coordinator

'\
|
‘A
I!’.:. 3ears, manager ‘7
|
\
|

Page | 157



N B B R o s EasylEP™ End U M I
Easy @EDUCATION  “limmersotsvarons

5. Student Input. Student provided information related to this Summary of Performance is
recommended. The student’s contribution (a) assists high school professionals complete
the Summary of Performance, (b) students’ better understanding of the impact of
his/her disability on academic and functional performance, and (c) postsecondary
personnel understanding of the impact of the disability. The Student Input is completed
by the student or with the student through an interview.

(9]

Student Input

A
A

. In the past, what supports have been tried by teachers or by you to help you sucosed in school (aids, sadaptive equipment, physical sccomr

. Which of these supports and scoommedation have worked best for you?

. Which of these accommedstion or suppoerts has not worked best for you?

. What are some of the strengths and needs you would like professional to know about you as you enter the college or work environment?

. Are there additional supports or accommedations you think you will nesd?

How does your disability affect your scheolwork and school activities (such as grades, relationships, assignments, projects, communication,

I need extra time to let the infromation =ink in before answering or reacting. If I don't do thi= I
get flustered when =earching for the word= to answer.

Counting to 10 before answering question, deep breathing during asses=ment=, and short breaks.

Taking my time and not instantly reacting knee jerk.

n/a

I'm very detail oriented, hone=t, loyal, and enjoy learning.

Just patience.
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Letters

Initial Consent for Eligibility Evaluation

This letter is sent to the parent/guardian requesting a evaluation to determine whether a child
has a disability where Special Education and Related Services are needed.

EI Create Draft document for Tony Test = New Mzil!

The following information is required before you can create this Draft Document

Initial Consent for Eligibility Evaluation

[
To which parent/guardian is this letter addressed? | Tom ad Mry Test

Tony Test
{NOTE: You will be able to address this letter to multiple pafe“tl's-\"QU!Grandmother Test

Date Sent: |08/09/2011 |(EH]

Select Reason(s) for Assessment:

inal document)

O cnild is working Q above grade level or 2 below grade level in one or more basic skills

[ child's behavier is inconsistent with that expected for children of students’ age

[ child has a rate of progress which has Q increased ! decreased

O chilgs speech/langusge skills are inconsistent with those expected for children of student’s sge
[ child has entered our school system with an out of date and/or incomplete evalustion

[ parent preschool referral

Select Areas/Procedures for Assessment:

[E:4. Vision/Hearing Scoreening O 1o0. Audiclogical Evalustion

[ 2. Classroom Observation [ 11. Functional Vision Assessment
[J 2. Academic Achievement (- Personality Assessment

[ 4. intellectusl Functioning [ 12. vocational Assessment
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Invitation to a Meeting

Purpose of this letter is to invite the parent(s)/guardian(s) and/or student to a meeting.
Included in the invitation is 1) the location of where the meeting is held to discuss the
educational needs and the date and time, 2) the reason(s) for the meeting and the people, with
titles, who are invited to attend and 3) the opportunity to accept the suggested location, time
and date, or request another meeting at a mutually agreed time and location. “Initial” and
“Reminder” checkboxes have been added to the Invitation for a Meeting letter.

Invitation for a Meeting

To which parent/guardian is this letter addressed? [Tony Tesy

{(NOTE: You will be sble to address this letter to multiple parent{syguardian(s) when you oreate a Final document)
Date Sent: [08/11/2011 |[3
Create draft document for
"Invitation for a Meeting"
Person(s) invited:
Mr and Mrs Test
Tony Tesy
Meeting Date: @é/ 36;2'017177 ‘
Meeting Location: {Sémpll-énééﬁooin
Meeting Time: ‘1 0:00am
Meeting Reason (please check all that apply):

[ To review educstional status and determine what data, if any, are neaedad to complete
evsluation/re-evslustion.

[ To review the results of the initial evaluation/reevalustion and determine eligibility for specisl
education and related servicss.

O To review andior develop an Individualized Educsation Program {IEF).

O To consider educationsl placement (includes s change in educations| placement, gradustion
and terminsation of eligibility).

Prior Written Notice
Prior written notice means written statements from the school district informing the parent(s)

of recommendation(s) relating to the initiation or change in the identification, evaluation,
educational placement of the student or the provision of FAPE.
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Prior Written Notice
To which parent/guardian is this letter addressed?

(NOTE: You will be sble to address this letter to multiple parent(s)/guardian(s) when you create a Finsl document)

Date Sent: [08/11/2011
Will the student attend the IEP Meeting?

Purpose for Notice: | Has been rafarred for initial 2valuation (v
-Select-

Has been referred for initial evaluation

Has been refamred for 3 re-evaluation

The School District/On ____ an |EF Team Mesting was held to discuss 3 change in educstion
On ____ an |EP Team Meeting will be held to discuss a change in education
Revocation of Se.rv i'.?es by Farent Regquest .

[ identification/Eligibility

O Evaluation/Re-Evaluation

[0 Review/Revise Individualized Education Program (IEP) {Provision of FAPE)

Educational Placement (includes change in educational placement, graduation and termination of eligibility)

[€ Other:

If other, please explain:
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Correcting Errors in EasylEP™

Finalizing an IEP requires a draft IEP document created free of any errors. If the IEP has errors,
these errors appear after selecting the ‘Create Draft Document’ button from the “Documents”
tab.

Before you can create a non-Draft IEP, the following errors will need to be corrected

Correcting errors:

1. Select the ‘View Errors in a Separate Window’ button. A list of errors appearsin a
separate window, and the student’s workspace is in another window allowing for
corrections.

View Emors in a Separate Window |

2. Correct each error by selecting the checkbox next to the error. Checking the box(s) does
not automatically update the errors.

When finished making corrections, select the ‘Return to the Documents Page’ button.
4. Create another draft IEP.

w

IEP

Please Correct the Following Errors:

Error 04.6. You have not entered an assessment
area of PL-Vocational or PL-Pre-vocational for
any of this student’s assessments. Please return
to the Present Levels tab and include at least
one assessment with an area PL-Vocational or
PL-Pre-vocational.

Error 09.01. Participation in at least one state or
district assessment is required. Return to the
Participations Tab and select the appropriate
mandated assessment or alternate assessment
and the participation level for the student.

[ Return to the Documents Page ]

[ Close this Window ]
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Replacing Finalized IEP Documents

EasylEP™ allows for the creation of a draft IEP document at anytime while working in the
student’s workspace. Always create draft IEPs before finalizing an IEP. Sometimes an IEP

document is finalized with clerical errors or wrong information. If an error is discovered in the
finalized IEP document within 15 days, there is the option to correct the problem and create

another final IEP document to replace the incorrect document.

Example Scenario:

1. After reviewing the finalized IEP document duplicate objectives for a specific goal were
found. Rather than posting a note to the ‘Message Board’ asking for this IEP to be

deleted, return to the “Documents” tab and create another final IEP.

2. After selecting the ‘Create Final Document’ button, a red message indicating an IEP was
created four days ago and gives the option to replace with the new finalized IEP
document. Replace the old/incorrect IEP document by checking the checkbox in the red

message before creating the final document.

[§| Create Final document for Sheryn Test = New Mzl

The following information is required before you can create this Final Document

IEP

A(n) IEP was created for Sheryn Test on 07/28/2011, which was only 4 days ago.

B

If that IEP should te daleted and reglsosd with the one you are about to oeste, clidk in this chadoox

IEP Meeting Date: 03/15/2011 '
Date this IEP Begins: 03/15/2011 |
Date this IEP Ends: [03/01/2012 |
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Contact Log

The Contact Log document is available on the “Documents” Tab.

1. Indicate the date range of contacts needed for this Contact Log. Select ‘Create Draft
Document’ or ‘Create Final Document’.

Create Draft document for Sheryn Test = New Wil

The following information is required before you can create this Draft Document

Contact Log
Contact Log
This document will list all contacts made by users for the student based on the date range you provide below:
Indicate the date range of contacts needed for this Contact Log.
From: [07/01/2010 |
To:  [06/30/2011 |

| Create Daft Dociiment. |

2. Once the document is created, view the Contact Log. The document lists all associated
contacts, including those made for parents and non-parents and any notes entered.

2011-2012
CONTACT LOG
From: 2010-07-01 To: 2011-06-30
Student Name: Tomy Test Student ID: 1234567 Page: 1
Grade: 5th Grade School: Sample School
Contacting Person [ Person Contacted [ Contact Method [ Contact Date [ Contact Result

Jill Renae Farmer | Tom | Phone [ 09/13/2010 | Parent will attend meeting

Notes:

Katie Miller [ Tom [ Behavior [ 117012010 [

Notes: Behavior Information goes here.

Katie Miller [ Tom | Phone [ 117022010 [

Notes: Behavior Information Monitoring.

Katie Miller [ Tom [ Behavior [ 1012672010 [

Notes:
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Error Checks — Documents

Error 1.5

Error 8.3

Error 9.3

Error 9.4

Error 11.1

Error 11.1.1

Error 11. 2

You have not entered the "Initial Consent for Eligibility Evaluation Received
Date" on the eligibility page for this student. Please return to the Eligibility tab
and enter the date that initial consent for an eligibility evaluation received. If you
do not have the ability to enter this date because it is read only, then please
contact someone at the district level to assist with this error.

You indicated that the participation area DistrictAssessmentParticipation has the
participation level "With Accommodations/Modifications" but no
accommodations/modifications were selected. Please return to the
Accommodations tab and add at least one accommodation/modification from
the list for this participation area.

You have indicated that the student is taking the EXPLORE on the Participations
tab, but they are not designated in the appropriate grade level for this
assessment. Please return to the Participations tab and indicate the grade
appropriate assessment(s) for the student.

You have indicated that the student is taking the PLAN on the Participations Tab,
but they are not designated in the appropriate grade level for this assessment.
Please return to the Participations tab and indicate the grade appropriate
assessment(s) for the student.

You have indicated that the student will participate in an Alternate Portfolio 1%
assessment for one or more assessments but did not answer the question "Does
the student demonstrate cognitive ability and adaptive skills, which prevent full
involvement and completion of the state approved content standards even with
program modifications?". Please return to the Document tab and create a draft
IEP. On the Create Draft Document page answer this question yes or no.

You have indicated that the student will participate in an Alternate Portfolio 1%
assessment for one or more assessments on the Participations tab. One or more
of the fields in item 1 of the TCAP Alternate Assessments section of the Create
Document page must be completed or a details explanation must be provided.
Please return to the TCAP-Alt 1% Portfolio section and provide required
information.

You have indicated that the student will participate in an Alternate Portfolio 1%
assessment for one or more assessments but did not answer the question "Does
the student require intense, frequent individualized instruction in a variety of
settings including school, community, home, or the workplace to acquire,
maintain, and generalize functional academics and life skills?" Please return to
the Documents tab and create a draft IEP. On the Create Document Page answer
this question yes or no.
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Error 11.3

Error 11.31

Error 11.4

Error 11.5

Error 11.6

Error 11.7
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You have indicated that the student will participate in an Alternate Portfolio 1%
assessment for one or more assessments but did not answer the question "Are
there historical data (current and longitudinal across multiple settings) that
confirm the individual student criteria listed above?" Please return to the
Documents tab and create a draft IEP. On the Create Document Page answer this
question yes or no.

You have not selected the checkbox on the IEP Creation Page indicating that you
have contacted the District Testing Accommodations Coordinator. Please return
to the IEP Creation Page and indicate that you have contacted your District
Testing Accommodations Coordinator to ensure that the appropriate State
and/or ACT Allowed Accommodation Request Forms are submitted to the ACT
testing company.

You have indicated that the student will participate in an Alternate Portfolio 1%
assessment for one or more assessments but did not check all of the statements
ruling out conditions other than significant cognitive and adaptive disability as
the primary justification for participation in TCAP-Alt 1% Portfolio. Please return
to the Participations page and chose something other than 'Alternate Portfolio
1%' for Participation Area or return to the Documents tab and create a draft IEP.
On the Create Document Page check each statement in section number 4 of the
TCAP-Alt Portfolio 1% Participation Guidelines.

You have indicated that the student will participate in an Alternate Portfolio 1%
assessment for one or more assessments but did not answer the question “Is the
Decision for TCAP-Alt Portfolio 1% participation based on the needs of the
student and not based upon anticipated impact on system and/or school
performance scores?” Please return to the Documents tab and create a draft IEP.
On the Create Document Page answer this question yes or no.

You have indicated that the student will participate in an Alternate Portfolio 1%
assessment for one or more assessments but did not answer the question "Is the
student unable to complete a regular state approved high school diploma
program, even with extended learning opportunities and/or accommodations?"
Please return to the Documents tab and create a draft IEP. On the Create
Document Draft Page answer this question yes or no.

You selected ‘No’ in response to a question in the first section of the TCAP Alt
Portfolio 1% Participation Guidelines. These questions are asked to ensure that
the student meets the Alternate Portfolio 1% Assessment Criteria. All answers
must be 'Yes'. If any answers are 'No', then the student does not qualify for
Alternate Portfolio 1% Assessments and you must return to the Participations
tab and set the selection for the [Assessment Participation Area] to something
other than "Alternate Portfolio 1%" or return to the Documents tab and create a
draft IEP and review your answers on the Create Document page.
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You are attempting to create an IEP Addendum with an end date that does not
equal the end date of the current IEP. Please return to the Create Draft
Document page and change the end date to the end date of the current IEP. The
current end date can be found at the top of the Create Draft Document page.
You are attempting to create an addendum document but have not selected
‘Addendum’ as the meeting purpose on the Create Draft Document page, please
return to that page and select the correct meeting purpose.

You are attempting to create an IEP but you have selected “Addendum” as the
meeting purpose on the Create Draft Document page, please return to that page
and select the correct meeting purpose.

You have indicated that the student has completed the Gateway Test for
Mathematics on the participations tab but have not entered the score of the
most recent test taken. Please return to the create documents page and enter
the value in the score field for Gateway Mathematics.

You have indicated that the student has completed the Gateway Test for
Mathematics on the participations tab but have not selected Below Proficient,
Proficient, Advanced, or Scores Not Yet Available to indicate the student’s
performance level on the test. Please return to the create document page and
select a response in the correct field.

You have indicated that the student has completed the Gateway Test for
Mathematics on the participations tab but have not entered the date of the test.
Please return to the create document page and enter the date of the most
recent Mathematics test taken.

You have indicated that the student has completed the Gateway Test for
Language Arts on the participations tab but have not entered the score of the
most recent test taken. Please return to the create documents page and enter
the value in the score field for Gateway Language Arts.

You have indicated that the student has completed the Gateway Test for
Language Arts on the participations tab but have not selected Below Proficient,
Proficient, Advanced, or Scores Not Yet Available to indicate the student’s
performance level on the test. Please return to the create document page and
select a response in the correct field.

You have indicated that the student has completed the Gateway Test for
Language Arts on the participations tab but have not entered the date of the
test. Please return to the create document page and enter the date of the most
recent Language Arts test taken.

You have indicated that the student has completed the Gateway Test for Science
on the participations tab but have not entered the score of the most recent test
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Error 11.18

Error 11.19

Error 11.20
Error 11.21
Error 11.22
Error 11.23
Error 11.24
Error 11.25

Error 11.26

Error 11.27
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taken. Please return to the create documents page and enter the value in the
score field for Gateway Science.

You have indicated that the student has completed the Gateway Test for Science
on the participations tab but have not selected Below Proficient, Proficient,
Advanced, or Scores Not Yet Available to indicate the student’s performance
level on the test. Please return to the create document page and select a
response in the correct field.

You have indicated that the student has completed the Gateway Test for Science
on the participations tab but have not entered the date of the test. Please return
to the create document page and enter the date of the most recent Science test
taken.

You have entered a non-numeric value for the Total Battery Score on the
Cognitive Ability Test Taken. Please return to the create document page and
enter a numeric value.

You have entered a non-numeric value for the Highest Component Score on the
Cognitive Ability Test Taken. Please return to the create document page and
enter a numeric value.

You have entered a non-numeric value for the Lowest Component Score on the
Cognitive Ability Test Taken. Please return to the create document page and
enter a numeric value.

You have entered a non-numeric value for the Total Battery Score on the
Adaptive Behavior Skills Assessment Taken. Please return to the create
document page and enter a numeric value.

You have entered a non-numeric value for the Highest Component Score on the
Adaptive Behavior Skills Assessment Taken. Please return to the create
document page and enter a numeric value.

You have entered a non-numeric value for the Lowest Component Score on the
Adaptive Behavior Skills Assessment Taken. Please return to the create
document page and enter a numeric value.

"You have not selected 'Yes' to all three of the Out of Level questions. You are
required to indicate that all other options have been considered to participate in
this assessment. Please return to the Participations page and choose something
other than 'Alternate Portfolio 1%’ or return to the document creation page to
review your responses to the Out of Level questions or select to participate in
the TCAP-AIt PA.

The IEP Team must select participation in either TCAP-AIlt PA or TCAP-AIt Out-of-
Level. Return to the Documents tab and select the appropriate assessment type.
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Error 23.1

Error 23.2

Error 23.3

Error 23.4
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The IEP Team has determined that the student will participate in the TCAP-Alt
PA. At least one subject area must be selected. Return to the Documents tab and
select at least one subject area for this assessment.

You have not selected the checkbox on the IEP Creation Page determining that
you have read and understand the information regarding the Alternative
Performance-Based Rubric for High School End of Course Assessment. Please
return to the IEP Creation Page and indicate that you have read and understand
the Alternative Performance-Based Assessment information.

The student has exceeded the maximum allowed days (40 days) between the
Written Parental Permission Received Date and their initial Eligibility Date.
Please return to the Indicator 11 section on the IEP Creation Page and indicate
which reason applies for this student.

The school associated with this student does not have the length of school day
determined. Please contact your district administrators to set the length of
school day on the School Information page.

You have indicated that the student is participating in a TCAP Alternate MAAS 2%
Assessment for one or more assessments selected on the Participations tab but
have not answered question "Were multiple measures of the students present
levels of performance used as the basis for determining that participations the
TCAP MAAS is the most appropriate form of statewide assessment for the
student?" Please return to the Documents tab and create a draft IEP. On the
Document Creation Page answer this question yes or no.

You have indicated that the student is participating in a TCAP Alternate MAAS 2%
Assessment for one or more assessments selected on the Participations tab but
have not answered the question "Are the student’s instruction and IEP goals and
objectives based primarily on the Alternate Standards, benchmarks and
indicators? (If you selected ‘Yes’, the IEP Team should review the detailed
eligibility criteria for 1%Alternate Assessment to finalize the decision before
documenting on the IEP.)" Please return to the Documents tab and create a draft
IEP. On the Document Creation Page answer this question yes or no.

You have indicated that the student is participating in a TCAP Alternate MAAS 2%
Assessment for one or more assessments selected on the Participations tab but
have not answered the question "Is the student multiple years behind grade
level expectations?" Please return to the Documents tab and create a draft IEP.
On the Document Creation Page answer this question yes or no.

You have indicated that the student is participating in a TCAP Alternate MAAS 2%
Assessment for one or more assessments selected on the Participations tab but
have not answered the question "Does the student need significant changes in
the complexity and scope of the general standards to show progress in the

Page | 169



Easy.

Error 23.5

Error 23.6
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curriculum?" Please return to the Documents tab and create a draft IEP. On the
Document Creation Page answer this question yes or no.

You have indicated that the student is participating in a TCAP Alternate MAAS 2%
Assessment for one or more assessments selected on the Participations tab but
have not answered the question "Does the student need supports to significantly
reduce the complexity or breadth of assessment items? (If you selected ‘Yes’, the
IEP Team should review the detailed eligibility criteria for TCAP-MAAS to finalize
the decision before documenting on the IEP.)" Please return to the Documents
tab and create a draft IEP. On the Document Creation Page answer this question
yes or no.

You have indicated that the student is participating in a TCAP Alternate MAAS 2%
Assessment for Participation Area but have not addressed the
accommodation/modifications. Please return to the Accommodations tab and
add at least one accommodation/modification from the list for this participation
area. If no further accommodations are needed, please select the item
‘Participation in TCAP MASS — no further accommodation(s) are needed’ under
the ‘Allowable Accommodations/Modifications’ category.

You have indicated that the student has Gateway, EOC and/or TCAP
Achievement Additional Accommodations for English Language Learners, but
you have not addressed the ‘ESL’ Date field on the Eligibility tab. Please return to
the Eligibility tab and enter the student’s ESL date.

Note: If you have a date in the ‘ESL’ Date field on the Eligibility tab, please address it

appropriately with applicable accommodations for state mandated tests.
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Page Views

Workspace View

‘Workspace’ is the default view in EasylEP™. The Workspace is used for entering information
into a student’s record. Editing and viewing information in the ‘Workspace’ is available based
on user type permission. An example of the “Workspace’ view:

@] personal Information for Tony Test View:[Workspace | &1 new it

Current IEP View

The ‘Current IEP’ view is available once an IEP is finalized. It is a record of the information from
the student’s currently IEP. The ‘Current IEP’ view cannot be edited. Select ‘Current IEP’ to view
the current IEP document, when editing the workspace or troubleshooting a student’s option of
service. An example of the ‘Current IEP’ view:

[gl Special Ed Services for Tony Test \ﬁewJ?Current IEP Y| = New Wil
(from IEP Meeting: 08/01/2011 Begin: 08/01/2011 End: 04/30/2012)
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Changing Views

Toggle between the ‘Workspace’ view and the ‘Current IEP’ view by selecting the ‘View’
dropdown list. This drop down list appears at the top of every student-page, if an IEP is
finalized. An example of the ‘View’ dropdown menu is displayed below.

Special Ed Services for Tony Test View: | Workspace v

|Cument IEP
{Previous IEP

—r—

Significance of Changing Views

The ‘Workspace’ view and the ‘Current IEP’ view does not always display the same information
for a student. The ‘Workspace’ view represents what is in the database for that student at that
moment. The ‘Current IEP’ view represents the information saved in the student’s current
finalized IEP. When entering subsequent IEPs for a student, the ‘Workspace’ view changes as
new dates are entered, goals are updated and service information is changed.

Toggle between these two views if:
1. Comparing two different IEPs
2. Troubleshooting a student’s option
3. Checking goals on a Progress Report

Example Scenario:

A student with a finalized IEP document does not have an option. Select “Special Ed Services”
tab to view the ‘Workspace’. Changing the view to the ‘Current IEP’ view, the screen displays
the Special Education Services in the current finalized IEP document. At this point, begin to
troubleshoot the Special Education Services and Related Services listed in the IEP document.
Review the services listed, session length and service dates. If this IEP is not the correct, make
the necessary changes to the workspace and finalize a new IEP document. Be sure the EasylEP™
Administrator deletes the incorrect IEP document.
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Review the IEP events on the student’s history page and determine which document(s) need

deleting. Only incorrect and/or duplicate IEP events need deletion.

Process for deleting events:

1. Record the ‘Event ID’ for each event which needs deleting. The ‘Event ID’ is a unique ID
assigned to each document or event in the Student History Page.

Student History for Tony Test =New Mail!

‘Del D Event Date* ‘ Event Tvpe ‘ Begin Date ‘ End Date ‘ User ‘ Document ‘ Date Created ‘
_ ‘ _ |l _ 2008-04-03 09:35:00 :
I [83545 |[orj01/2008 School Change  (Test School) ‘ID‘I;D‘IQDDS ||D4,'DSI2DDS Beth Carter (11 days)
I | 2 _7 26 06-57-
anos ‘|03;03;2003 Eligibility Determination ‘|03;03;2003 ||03;03;2011 ‘Aﬂla.ne Keovilay (‘fgii’)‘é 06:57:00 ‘ Details |
[ [ 5
- - - . . 2008-03-26 11:27.00
’7‘83220 ‘|03;o3;2003 ‘IEP ‘|03;03;2003 ||03303;2009 Peter Smith ‘@ (ID# 17662) (19 days) Details |
\ I .
. 5T 5 5T T . Progress Report (ID#  |2008-03-26 11:40:00
FSB--- ‘|na;zs;znns ‘ Progress Report (2007 rp 8) ‘| || Peter Smith 1766%) (19 days) Details |
N o ‘ _ | _ . 2008-04-09 11:21:00 :
F‘SBTUS ‘IDS{DS{ZDDB Eligibility Determination ‘lDSjDBjZDDB ||u3,'u3;2m1 Peter Smith ‘ (5 days) Details |
Referral
pl _d- S8
’;83712 |D3ID3IEDDS Written Parental Permission Received | Peter Smith ‘ E{Ogi‘zi 09 113500 Source:
- Parent
| I
F‘swoo ‘IDSIDSIEDDS ‘IEP Update | ‘lDSjDSEDDS ||03;03;2009 ‘Pete( Smith ‘E(D#I%TS) LD I R ‘ Details |

(0 days)

2. Contact the EasylEP™ Administrator responsible for deleting events and indicate which
events need deleting. Remember, if a Progress Report(s) is associated with an IEP
document, delete and the Progress Report(s) first and delete the incorrect IEP event.
(Create a new IEP document and applicable Progress Reports.)

If the EasylEP™ Administrator does not have delete permissions, post a message to the
Message Board with the following information. The EasylEP™ helpdesk will remove the

event from the system:
a. Student Name

Student ID#

Event ID#(s)

® oo o

Reason

Type of Document — IEP, Progress Report, Eligibility

Example Message: Please delete the following IEP for Tony Test. Event ID#: 83220. This was
made in error. The correct |IEP is the one with the Event ID# 83900. Thanks!
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Date Changes

Event(s)/documents entered with incorrect service dates:

Record the ‘Event ID’ for each incorrect event.

2. Contact the EasylEP™ Administrator with edit/delete permissions to edit service dates
on the student’s history page.

3. If the EasylEP™ Administrator does not have edit/delete permissions, post a message to
the Message Board with the following information. The EasylEP™ helpdesk will edit the
event(s):

e Student Name

e Student ID#

e Event ID#(s)

e Incorrect and Correct Date

e Type of Document — IEP, Progress Report, Eligibility

Example Message: Please change the Eligibility Determination Begin Date for Event ID# 83710.
The incorrect date is 04/09/08 and the Correct Date is 04/10/08. Also, please delete the
following Eligibility Determination: Event ID# 83745. It was made in error.

N
iDel et Event Date™ Event Type ‘ Begin Date End Date ‘ User ‘ Document ‘ Date Created
T _ ‘ _l [2008-04-03 09:55:00 |
I (83545 [01/01/2008 School Change  (Test School) ‘|01/01/2oos “04/03/2008 Beth Carter 11 day)
— \ \ T o0 |
F;gﬂos ‘03/03/2008 Eligibility Determination ‘|03/o3/zoos “03/03/2011 ‘Atha.ﬂe Keovilay ‘(ll(lgt)sda(jz)ls 065700 | e
[ ‘ ‘ ’2008-63-26 112700 |

(83220  [03/03/2008 ‘mp ‘|03/03,rzoos “03/03/2009 Peter Smith IEP (ID# 17662) (19 days 2700 | paails
. \ \ 5 560803 32 114050, |
F;gmz ‘oz/zs/zoos Progress Report (2007 1p §) ‘| ‘[ Deter Smith %‘;%SR‘?MGD ‘(23903;‘):)26 TR R —

[ [ _04- 21+ |

‘r Is3708 ‘03/03;'2003 Eligibility Determination [rro372008 (B Peter Smith ‘ }(zfgi‘g; 09 112100 | g

Note: Once entered, Referral and Initial Consent for Eligibility Evaluation Dates are changed by
a system administrator (EasylEP™ Helpdesk). Submit a request to the Message Board

asking the ‘Initial Referral’ or ‘Initial Consent for Eligibility’ date change due to clerical
errors.
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Options Troubleshooting
A student’s BEP funding option is displayed at the bottom of the “Personal” page. The options
funding table contains information regarding the student’s primary and secondary options, the

option begin date and the percent of day.

1. Select the ‘Details’ button in the options table to see the student’s option history.

--- Current Funding Option -—

|Primary Option |Secondary Option [Option Begin Date |Percent of Day |

'02 ’ |1o.~‘14.f2o10 ‘3

[0 Resend current option(s) to EIS

EIS Enroliment Year: @11 Vl

To determine the EIS Enrollment Year:
20092 = 2009-2010 School Year
2010 = 2010-2011 School Year

Sent to EIS
[ Teis Program

[ Update the Database ]

[ Make this student inactive |

2. The option details displays a student’s option history, IEP document(s) and option begin

date(s).
Funding Options History for = New Mail

[Event 1D lEvent Date ’IEP Document IPrimary Option l Secondary Option |Option Begin Date [Percent of Day
[718025 [04/04/2011 [IEP [02 | [08/10/2011 [17
[718025 [04/04/2011 |IEP | | |osr26/2011 o
[718025 [04/04/2011 [IEP [02 ] [04/04/2011 o
[714374 [03/21/2010 [IEP Addendum (02 | [12/17/2010 E)
[689839 [03/31/2010 [IEP Addendum [02 ] [12/17/2010 B
[714374 [02/21/2010 [IEP Addendum [03 [ [0ar31/2010 [19
[689639 03/31/2010 [IEP Addendum (03 ] [03/21/2010 [19
(586725 [03/31/2010 [IEP 03 | [03/21/2010 |14
[sra742 [narat2010lice ln2 [ [n2/21/2010 [14
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3. If astudent is identified with no option or incorrect option, select the “Services and

Supplemental Aids” button on the “IEP Process” tab.

IEP Process Abbie

Peraonal Information W, Team
Present Levels 7 Parents
Narrativea v Contacts
Goals and Objectives WV, Create Draft

[ Services and Suppiementsl Aida /] Create Final
Accommodations v, Print/View
Trangition Services o

Marie Test

= New Mail!

4. Change the View from ‘Workspace’ to ‘Current IEP’.

Services and Supplemental Aids Abbie Marie Test
ew: [Vorkspaoe | = New Ms
[FrecoziEr/esr
Special Ed Services Dl ELAES
&5 3 2 Num Seccions / Start Date/ ~ 2
D Pos New Position Speoial Ed Servioes Seion Lersgth Consultation ESY  Pot Byt Provider Losation
; E Jper[vi ] [osezers |
O 1 { | Academics : S (] O 1429
B[] [1zovz01s | [0
B e[Vl [osusz015 |[E

5. Confirm service begin and end dates fall within the date range of the current IEP.

Confirm the provider and location information is correct.

Services and Supplemental Aids
View: [Current IEP [ IFSP_ |

"(from IEP Amendment Meeting: 06/01/2013 Begin: 06/01/2013 End: 12/31/2013)

Abbig

Marie Test
=1 New Mzt

Special Ed Services
1 S Num Secsione / E Start Date / 3 E
Pos Speoial Ed Servioes Seccs Concultation ESY Pot End Date Provider Looation
SperWt 03032013
1 Academioa No No 1422 Sheryn Test Speoial Ed Seming
S min 120172013
Sper Wi 03032013
2 Léa Siollz No No 422 Shmryn Tezt Speoal Ed Semng
30 mn 12312013
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No option / Incorrect option calculates if:

1. IEP document is not finalized.

N

end date.
Services have future dates.

o v kW

Correcting an Options problem

@ EDUCATION

EasylEP™ End User Manual
Summer 2013 Version 5

A service’s begin date is prior to the IEP begin date or service’s end date is after the IEP

An incorrect ‘Session Length’ or ‘Number of Sessions’ is entered.
The correct ‘Location of Service’ or ‘Provider’ is chosen.
A ‘Special Ed Service’ is entered as a ‘Related Service’ or vice versa.

1. Select the ‘Workspace’ view and correct any errors on the “Special Ed Services” and/or
“Related Services” page(s) and ‘Update the database’.

Services and Supplemental Aids
View: Workspacs v

Special Ed Servicea

Abbie Marie Test

=1 _hew Nl

o 3 < Num Seesions / < Start Dats / : : Serving School
Del Poe New Position Special Ed Services Saesion Consuitation ESY Pct End Dete Provider Location (- el external echool)
por[w ™ 05101/2013 ) N . - )
al | 7 Acagemics i O O w2 Sheyn Tst W Special Ed Ssiting | - Assignsd School - W
00 |[mn v 12:01:2013| [
Aod Special Ed Services |

2. Return to the “IEP Process” tab and finalize a new IEP. Changing the workspace only

without finalizing an IEP document does not change the option. A new finalized IEP

reflecting the changes must be finalized before the option calculates correctly.
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My Docs

The “My Docs” tab displays the Case Manager’s student’s documents. This tab allows Case
Managers to view and print all documents for students on their caseload.

Log Out | Main Menu | Students [| My Docs || Wizards | Schools | School System | Users | My Info |

.......................................

Documents for students of Sheryn Test
=2 _New Nail!

This pagS ISts COCUMENtS YOU'VE Created, or that Wers craated Dy SOMSons SIE8 for Students 1or Whom you ars the Cass Managsr, within the
past ysar (including draft documents that nave not Expired), or & Subsst of thoss documents it the SSarch page Was used or if coming from the
Progress Feport Wizara, This page appsars immediataly after running the Progress Report Wizard, and can aMays DS SCCsEsad Dy using the
"My Docs® button in the menu above. To print & document, click on tha "Document Type” entry in the list, than use the printer icon that appsars
in the toolbar that appears directly Sbove ths document itself.

Date Created  Created By Student Batch Document Year / Pd Peceived
07/22/2013  Sheryn Oraway  Abbis Maris Test O  IEP Agosndum PDF (|
07/22/2013  Sheryn Oraway Abbis Marie Test F IEP At-3-Glance PDF {Dratt)
07/10/2013  Sharyn Test Anoie Marie Test ? 1EP POF O
07/10/2013  Sheryn Test Aobiz Mans Test T IEP POF 1
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Batch Printing

Batch printing allows users to select specific student documents and print at one time. To print
documents in a batch:

1. Click on the “My Docs” tab.

Under the ‘Batch’ column, check the box next to each document to print.

3. Select the ‘View Document Batch’ button. The documents selected open as a single PDF
file in Adobe.

4. To print these documents, use the ‘Print’ icon on the Adobe toolbar.

N

Documents for students of Sheryn Test
=1 _hew Mail!

This pags lists documents you've created, or that wers created by Someons Sise for students for whom you are the Case Manager, Within the
past year (inclugding draft documents that nave not expired), or & SUbsst of thoss documents if the SEarch page Was ussd or if coming from the
Prograss Report Wizard. This pags appsars immediatsly aftsr running the Progress Report Wizard, and can aMays DS 3CCEssad Dy using the
"My Docs” button in the menu above. To print 8 document, click on the “Document Type® entry in tha list, then uss the printer icon that appears
n the tooloar that sppsars directly above the document itsalf.

Date Created  Created By Student Document Year / Pd Pacsived
07/22/2013  Sharyn Orowsy  AbDie Mare Test IEP Addsndum PDF O
07/22/2013 Snaryn Orowsy  Abdis Mane Test IEP At-a-Glancs PDF (Draft)
07/10/2013  Sharyn Tast Abbiz Marie Test O ier PDF O
O718/2013 Srann Tast Annia Maria Tact -—f_l—. IEP PDFE (|
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Wizards

Wizards are tools used to simplify the process of creating the same document for multiple
students.

Log Out | Main Menu | Students | My Docs ' Wizards || Schools | School System | Users | My Info |
Students | Personal | Eligibility |§IEP Process:| Early Childhood | Documents | Restraints/lsolations | View Restraint Incidents

Progress Report Wizard

This wizard creates Progress Reports for a case manager’s students. Only the case manager’s
students show in the list of available students. Other IEP Team members are able to update the
status of goals and/or objectives for students on Team member’s caseload.

1. Select the ‘Progress Report Wizard’ link.

Log Out | Mein Menu | Students | My Doce |:Wizards:| Schoole | School System | Users | My Info |

Available Wizards = rewwsit

|Pr03.’55’5 eport Wizargd

|EP At-a3-Glancs Wizard

Caseload Sstup Wizard

Cassload Administration Wizard

Ad Hoc FReport Wizard

2. The ‘School Year’ field will default to the current school year. Select the ‘Reporting
Period’ from the dropdown menu.

Select the student(s) needed to update their status and/or generate Progress Reports.
4. Select the ‘Continue’ button.

w
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Progress Report Wizard (Select Students)

Fl=a

i

be sure to sslect the comect Reporting Period.
r

School Year: 2011-2012( Reporting Period:IReportir:g Period 1 Fall VI|

= Select the students for whom you would like to update status and/or generate
Progress Reports.

= Students that do not have a cumently valid final IEP / ISP / IFSP will not show in this
list.

= Students wheo transferrad inte this schocl systam with avents but without detailad
historical information may show as having a cument |IEP / ISP / IFSP, but will also not

sppear oelow and will nead 3 naw |IEP / ISP / IFSP before s Prograss Report can e
oreated.
|Che=kAi| |Ch==chnel

Beth2 SummerUpdstes Test
NoStudent Type Test

(2 available students)

[Continue]
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5. Select a Status for each Annual goal, enter a ‘Status Narrative’, select a Status for each
Objective, enter the ‘Target Percent’, enter a ‘Status Summary Narrative’ if applicable
and enter the ‘Date Sent to Parent’.

Progress Report for Beth3 SummerUpdates Test (2011-2012 - Reporting Period 1 Fall) ( Student 1 of 2)

Annual Goal: ~ Narativs
Status: | Anti

th3 SummerUpdates Test NOTE: Each "Update the Database” button, when pressed, will updste sll dats entered on this page. Curent Descriptive Information Last Updated By: (none)
3 Goal by IEP End V| Last Updated On: (none)

[Narzative
Status Narrative:
{for Progress Report]

<&

Objective Status Target %
Being Made 185

Add Custom Objective(s) for Beth3 SummerUpdates Test Add Custom Objective(s) for Beth3 SummerUpdstes Test Add Custom Objective(s) for Beth3 SummerUpdates Test |f 3. Some

Status Summary Narrative

Status Summary Narrative:

Date Sent to Parent/Guardian] ’f’)&’ODZDﬂ |

[Update and Move to Next Student

6. Select the ‘Update and Move to Next Student’ button to save the Progress Report.
7. Select the ‘Just Update the database’ button to save the Progress Report. This does not
move to the next student.
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IEP-at-a-Glance Wizard

The IEP-AT-A-Glance document is created from the current IEP document and contains only the

Goals and Objectives, Areas of Participation and Accommodations.

1. Select IEP-at-a-Glance Wizard.

Log Out | MeinMenu | Students | My Doca |:iWizarde:| Schoole | School System | Users | My Info |

Available Wizards = rewwsit

Progress FReport Wizard

[1ER At-3-Glancs Wizars |
1

Caseload Sstup Wizard

Casslosd Administration Wizard

Ad Hoc Feport Wizard

2. Select the students to create an IEP-at-a-Glance document.

IEP At-a-Glance Wizard

Tnis wizard will QuIde you through gensrating ths spacified document for your studsnts.

Students where you are a Case Manager (2)

Check None

Artavius Lameal Dotson

ADDis Marie Test

Students where you are on & Team (2)

Check None

William Hunter Cnilds

Rachel Wilkinson Tast

(4 total available students)

Continue

(Select Students)
= _hew Nail!

3. Select the Continue button.

4. Enter an Academic /Social Management Needs narrative, if applicable.

5. Enter a Comments/Special Needs narrative, if applicable.
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6. Create the IEP-At-A-Glance document. Select ‘Create Draft and Move to Next Student’
or ‘Create Final and Move to Next Student’ or select ‘Update and Move to Next
Student’.

IEP At-a-Glance William Hunter Childs (Student 1 of 4)

) _New Nail!
Skip this Student

Academic/Social Menagement Needs Narrative

Commenta/Special Needs Narrative

l crmuanuumtomstm]

I Create Final and Move to Next Student ’

|ammmm[

memmm&m |
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7. Once the IEP-AT-A-Glance document is created, select the documents to batch print.

Documents for students of Sheryn Test
=1 _New Nail!

This pags lists documents you've created, or that were created by SOmeons Sise for Students for Whom you ars the Cass Mansgsr, within the
past year (including draft cocuments that have not expired), Or & subsat of those documents if the Ssarch page was usad or if coming from the
Progress Feport Wizara, This pags appears immediately after running the Prograss Report Wizard, and can ainays bs sccsssad by using the
"My Docs® button in the menu above. To print & document, click on the “Document Type® entry in the list, than use the printer icon that appsars
in the tooloar that appears dirsctly bove ths document itsalf.

Date Created  Crested By Student Batch Document Year / Report Pd Received
07/22/2013  Sheryn Oraway  Abbie Maris Tast O  1EP Aggendum PDF O
07/22/2013  Sharyn Oraway Abbis Marie Test ? IEP At-3-Glance FDF {Draft)
07/10/2013  Sharyn Test Anis Maris Test ? IEP PDF (|
07/10/2013  Sneryn Test Abbis Narie Tast T IEP PDF 1

Caseload Setup Wizard

The Caseload Setup Wizard simplifies the process of creating the Case Manager’s caseload.

Log Out | MeinMenu | Students | My Doca | iWizards:| Schoole | School System | Users | My Info |

Available Wizards = rewwsi

Progress FReport Wizard

|EP At-3-Glancs Wizard

Caseioad Sstup Wizard

Cassload Administration Wizard

Ad Hoc Feport Wizard

1. Select the Caseload Setup Wizard. Select the case manager or team member by
checking the appropriate boxes left of the students’ names. To add student, select the
‘Add More Students to Caseload’ button and search for the student.

Caseload Setup Wizard - Current Special Education Caseload Sheryn Test
=1 _New Mail!
Caee Manager Team Member
Student School Grade Date Of Birth Current Case Mansger

| cneck an| |cneck None|  |check ai| | check None

O William Huntsr Chilis ss P3 01/00/2010
O Artavius Lamsal Dotson S8 07  03/27/2001  Sheryn Test
O ApDi= Maris Test ss 10 11/10/1005  Sheryn Test
O Rachsl Wilkinson Test ~ SS 05  0S/00/2002  Mike Test
{4 Students)
| Acd More Students to Caseload l
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Log Out and Exiting EasylEP™

To log out of EasylEP™, select the “Log Out” tab on the main menu bar. For security reasons,
please log out of EasylEP™ if finished or leave for the day. If leaving a computer for a short
break lock the screen by pressing CTRL, ALT and Del keys simultaneously.

To Log out and Exit EasylEP™:

1. Select the “Log Out” tab on the menu bar.

| Log Out ' Main Menu | Students | My Docs | Wizards | Schools | School System | Users | My Info |
ss | Early Childhood | Documents | Restraints/isolations | View Restraint Incidents

2. Close the browser by using these methods:

e Select File in the upper left hand corner of the screen and then choose Exit.
e Mac users - Select the @ in the upper left hand corner of the screen.
e PCusers —Select the ‘X’ in the upper right hand corner of the screen.

** Always Log Out and Exit the Browser **

If a user does not “Log Out” of EasylEP™ properly, information in EasylEP™ is easily accessible
by anyone. All users are responsible for any actions in EasylEP™ that are performed under that
Log In name.
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Reminders

EasylEP™ Help Desk: 1-888-212-3162.

Use the Message Board for asking the EasylEP™ Help Desk questions, report bugs or
post suggestions. This is found on the Main Menu page of EasylEP™.

All Message Board requests must include a student’s full name and date of birth for
further research by the EasylEP™ Help Desk. If the requests are in reference to users or
user types, please include specific examples.

To request an IEP transfer, post a message and include the following information:
Student’s full name, date of birth, sending district, and receiving district.

Use the Navigational Toolbar to navigate through the screens.

Always ‘Update the database’ to save data entered.

When typing long quantities of notes (e.g.,”Narratives” tab) ‘Update the Database’
frequently.

A finalized IEP document is required to create an IEP-At-a-Glance document.

A finalized IEP document is required to create a Progress Report.

Do not use the ‘Back’ button on the browser tool bar.

Contact the District EasylEP™ Administrator for password resets.
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Appendix - Revisions to Manual

July 2011 Updates

Section

Change

Students Tab

TEIDS Student Search

Student Compliance
Symbols

New - ECO Compliance Symbols

Personal Tab

New - Iltem 7 — TEIS Program checkbox

Eligibility

Rev. - Initial Consent for Eligibility Evaluation Received Date

Participations

New - Red text box with guidelines for TCAP, EOC and District Assessment
testing accommodations in a student’s general and special education
classroom instruction. Each Participation area will default to ‘Not
Applicable’.

Participations

New - Added screen shot for District Assessments on Participations tab.

Accommodations
Tab

New - Note about Accommodations in EasylEP™ now match the
Accommodations charts on the Special Ed website. Added link for the
state’s Allowable Accommodations Chart

Goals & Objectives

Added link for TN Core Curriculum Standards web site.

Early Childhood

Users will now be able to document a student’s progress for ECO Exit

Transition Reasons 1, 2, and 3 in appropriate text boxes.

Documents Rev — IEP document creation page — changes for TCAP Alt 1% Assessment

Documents Rev — IEP-At-A-Glance document has IEP dates and case manager’s name

Documents Rev — Eligibility documents now has line for special education teacher
signature

Documents Rev — Evaluation, Eligibility, Placement, Timeline Extension Request form

Documents Rev - Section Il, Iltem 4, the label has been changed to ‘Services provided
through IEP’

Documents Rev — Reevaluation Summary Report — Sections |, II, IV, V — date fields
have been revised to select a month and year. User has the option to
remove the Draft Watermark..

Documents Rev — Reevaluation Summary Report — Sections |, II, IV, V Gifted

Documents Removed — Revaluation Summary Report Section Ill Preschool has been
removed.

Documents Rev — Revaluation Related Service Observation form

Documents Rev — Revaluation Special Education Teachers Observation form

Documents Rev — Summary of performance document - page note reminding users

the create a draft document to save data on the form
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Documents

Rev. — Summary of Performance document — The Post Secondary Goals

will pull for the Transition tab.

September 2011 Updates

Section

Change

Password Policy

Password requirements

Participations

Participations Areas

Goals & Objectives

Annual Goals from CSS

Student Compliance

TEIS Ages 3-0 Compliance Symbols

Symbols
Documents Invitation to Meeting Letter
Documents Prior Written Notice Letter

October 2011 Updates

Assessments

\ Changes to Assessments

Summer 2012 Updates

Section

Change

Advanced Student Search Search by blank option

Assessment tab

Present Levels

Participations and Accommodations tabs Combined as Accommodations tab

Accommodations tab

Reset Participation Level button

Accommodations tab

‘Add Accommodations’ button to add
Accommodations for each Participation Area

Accommodations tab

Add EOC/Gateway Test Summary by marking
Participation Level as ‘Assessment Completed’

Present Levels tab

Reorder Assessments

Present Levels tab

Exceptional yes/no default

Present Levels tab

List of assessments reduced to the top 100

Present Levels tab

Subject areas automatically populate

Contact Tab

Progress Report included as a Contact

Eligibility Tab

Eligibility date, Primary Disability, Secondary
Disability will populate from the Eligibility
Document.

Goals and Objectives

“Rubric” added as Evaluation Procedure

Goals and Objectives

Edit All Details button

IEP-AT-A-Glance document Includes student’s date of birth and special ed

services details.

Student Invitation to a Meeting New Document
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Student Prior Written Notice

New Document

Release of information form

“Contact” relabeled as ‘Facility/Professional”

Progress Report

Select Progress Report Period before creating
the Progress report.

Special Services and Related Services tab

Re-order Services

Student Transfers

District Student Transfer Contact List

Student Transfers

Out of State Transfer Suggested Guidelines

Winter 2013 Updates

Section

Change

Progress Report

Option to enter an objective status and
percent of growth.

Progress Report

Option to create cumulative report

Entering Parentally Placed Private School Date | Eligibility tab
Entering English as Second Language (ESL) Date | Eligibility tab
Summer 2013 Updates
IEP Process Tab New
Personal Page New
Parents Page New
Team Page New
Contacts Page New
Narratives Page New
Present Levels Page New
Accommodations Page New
Goals and Objectives Page New
Services and Supplemental Aids Page New
Transition Services Page New
Create Draft Page New
Create Final Page New
Print/View Page New
Early Childhood Tab New
Paperclip — Upload External Documents New
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